Your Name

Your address, phone numbers (home/mobile or both) and email address
Personal Statement
Here you should type a few lines about yourself, companies you have worked for, positions you have held. Anything to highlight in a few lines your career history. Don’t forget to mention any key achievements and personal skills. Try not to be generic – and think about the job you are applying for and change accordingly. One size doesn’t fit all!
Key Skills
Here you can list any skills you may have that set you apart from other candidates and that are relevant to the job you are applying for. E.g. Fluent in French, Levels 1-5 Accounting Exams, Accreditation for PowerPoint, Word and Excel, Purchasing negotiation skills etc.
Work Experience
Job Title – Dates of Employment (e.g. May 2009 – October 2013)
Company Name – (E.g. Barclays Bank, Holborn London) – if a small company that maybe unknown to the recruiter put in full address.
Brief summary of your job and responsibilities.


Bullet point any key achievements e.g.: 
· Reorganised Board Meetings to be held internally saving the company money on travel and hotel expenses
· Complete responsibility for compiling, printing and distribution of first ever Company Handbook for all new employees across 17 countries.
· Editor for Company intranet and social media sites.

· Total responsibility for Pay-Roll for 40 employees.

Job Title – Dates of Employment
Company Name and Address 

For older jobs keep the details slightly shorter.
Remember to include any part-time positions you may have held as a student. This is especially useful to a prospective employer and you are applying for your first full-time permanent job after studying.

Education
If you have already had one or more jobs, you will want to keep the Education part of your CV to a minimum. Name your qualifications and location of Education learning centre but there is no need to include the grade achieved. Equally important is to list any qualifications that you have achieved since leaving Education including any courses/qualifications during your employment.

If you are looking for your first job and do not have much or any work experience at this point expand on your education responsibilities and apply them to real life scenarios so an employer has an understanding of what you have achieved and the means used to get these achievements.
· You can help sell yourself with a few bullet points on what were some of your goals and achievements during your time at school/college/university/voluntary work/part-time work
· If any skills were learnt that relate to the job you’re applying for, mention these to alert the recruiter to see you have the skills required.
E.G. 
Kingston School, Manchester 1994-2004

A Levels – English, Maths and French. 

GCSEs – English, Maths, French, Geography, History, Chemistry, Biology and Tap Dancing (ah thought that would catch your eye – but you get the idea)
Kingston College, Manchester 2004-2006
Two Year Advanced Personal Assistant Certificate of Excellence
Pitmans Shorthand 90wpm
Advanced Office Skills Certificate


Courses Attended

Advanced PowerPoint, Word and Excel
Social Media Online Learning at 


Hobbies and Interests – we believe at DeskDemon that if you have been working for some time your CV will probably be long enough without adding in extra detail. Always remember that your CV is a business document not a dating advert! If the recruiter wants to know about your outside work activities, they will ask during an interview.

References – as above. You will probably need to give this detail on a form or directly to the recruiter when asked, so it makes sense to keep this information handy including email address. If you have not had a job before – then it may be a good idea to include References – your Mum and Dad don’t count! 

E.G. 
Alan Smith, Supervisor, Smith & Co Electricals, High Street, Smithtown, Middlesex, SS12 1SS. Tel number: xx. Mobile number xx. Email: asmith@SCE.com. Remember to ask permission of the Referee before you give their details out!
Length of CV – maximum of two pages! Yes, if you’ve had a lot of jobs that isn’t much. But most recruiters will only skim over your most recent jobs – they are not interested in what job you held for three months in 1986!


Downloaded with permission from DeskDemon.com – Many other free templates available. If you have a template you would like to share with us then please contact admin@deskdemon.com








