Your Name
Your address (on one line)
 Your Email Address
Mobile: Your mobile

[This is your personal statement.  You should list your best qualities, and make them fit the role you are applying for.  If you’re applying to an agency then gear it towards the industry you’d like to work in]

[Examples of words to use : adaptable, well-organised, numerate with proven XXXX skills gained through XXX role at XXX.]
[If you have no work experience but have good exam results then list those achievements here, e.g. I achieved X GCSEs at grade C or above, and XXXX qualifications at XXX level.   I gained an AS level in XXX at Grade X, and also studied XXX at A level.
Currently studying/working as a XXX at XXX but seeking full time XXX role.

Passionate about / interested in / XXX [since studying the subject at XXX] and wish to develop my career within this sector.]

Key Skills

· [List the skills you have which match the job spec here]
· [include software such as Microsoft Excel, Word, Powerpoint etc]
· [include soft skills such as those below]

· [Confident and helpful when dealing with customers]
· [Excellent team member] 

· [include any work skills which are required for the role]

Achievements

· [this section helps pad out the first page if you don’t have much work experience]

· [if you have lots of work experience then that should replace this section on the first page]

· [List any achievements such as gaining a permanent role, completing work experience, awards won, Duke Of Edinburgh, any examples of having responsibility or achieving success]

· [another achievement]

· [another achievement]


Career History
[list any part time, holiday jobs, work experience, paper round, any experience you have.  Just use month and year for start and end dates, e.g. Jan 2019 – Oct 2020]
Most recent role: Company name




start date-end date (or ‘present’)
[Part time / full time role, main duties include : ]
· Duty 1
· Duty 2
· Duty 3
Next most recent role: Company name





start date-end date 

[Part time / full time role, main duties include : ]
· Duty 1
· Duty 2
· Duty 3
First role: Company name






start date-end date

[Part time / full time role, main duties include : ]
· Duty 1
· Duty 2
· Duty 3

Education and Qualifications 
School Name, Town/City







start year – end year
GCSEs 











Month Year
Subject 1


C

Subject 6 
 
C
Subject 2 


C

Subject 7 

C
Subject 3


C

Subject 8 

C
Subject 4


C

Subject 9 

C
Subject 5


C

Subject 10 

C
Other qualification level








Month Year
Subject



Result/level
Subject



Result/level
AS / A Level / other qualifications







Month Year

Subject



B


Subject



B


Subject



B


Hobbies

Write two sentences at most with something interesting which an interviewer can talk to you about]
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