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Example Curriculum Vitae Template

Forename Surname | Professional Title (if relevant)
Address: xxxxxxxxx
Telephone: xxxxxxxxxxx
Email: xxxxxxxxxxxxx


Personal profile
Your personal profile or statement serves as your initial introduction to potential employers or recruiters. Highlight some of your key strengths to attract the right employers. This summary should provide a glimpse into your identity and showcase your relevant experience.
Sell your skills and experience whilst avoiding vague meaningless generalisations.

Career summary
Start by listing your most recent positions first, organising your employment history in reverse order. Ensure that your employer's name and your job title are prominently displayed. Provide a concise description of the role, followed by bullet points outlining your responsibilities, accomplishments, and acquired skills. 

Be sure to include complete dates, including when you departed from previous roles (month and year).

mmm yyyy - Present Company Name, Location
Role Title
Outline
Provide a brief summary of your role to demonstrate how you contribute to the organisation and outline the primary objective of your position. Ideally, aim for 1-3 concise lines.
Key responsibilities
· Highlight your responsibilities and demonstrate your skills and knowledge effectively
· Utilise professional language to illustrate the impact of your duties on the business
· Provide ample details for recent positions and decrease the level of detail for older roles as you progress through your CV
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Key achievements/projects
Aim to include notable accomplishments that have significantly influenced the employer or a customer/client
Utilise numbers to quantify these achievements whenever feasible (e.g. sold 100 units in 1 month)





Mmm yyyy – mmm yyyy Company Name, Location 
Role Title
Outline
Provide a brief summary of your role to demonstrate how you integrate into the organization and the main objective of your position. A concise overview in 1-3 lines is sufficient.
Key responsibilities
· Outline your responsibilities and highlight your skills and knowledge extensively.
· Employ professional language to demonstrate the impact of your duties on the business whenever feasible.
· Provide detailed information about recent roles and reduce the level of detail for older positions as you progress through your CV.
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Key achievements/projects
If feasible, consider including notable accomplishments that have significantly influenced your employer or a customer/client.

Mmm yyyy – mmm yyyy Company Name, Location
Role Title
Outline
When detailing previous roles on your CV, it is advisable to summarise each role in 1-3 lines.

Mmm yyyy – mmm yyyy Company Name, Location 
Role Title
Outline
When detailing previous roles on your CV, it is advisable to summarise each role in 1-3 lines.
(If you have lots of really old roles then you can just list them like below)

Mmm yyyy – mmm yyyy Company Name, Location
Role Title

Mmm yyyy – mmm yyyy Company Name, Location
Role Title

Education & qualifications (this can be put first if recently graduated)
Ø Qualification, grade – Institution – Year
Ø Qualification, grade – Institution – Year
Ø Qualification, grade – Institution – Year

Interests and Hobbies
Be concise but mention any hobbies, interests, clubs, or additional studies you are engaged in. You never know – these details may capture the attention of a potential employer who shares similar interests.
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