Using this CV template to will help you to produce a clear, concise CV with all the relevant information presented in a logical order. It should clearly demonstrate your key skills, attributes and what you have achieved in your career so far. Try to keep it to 2 pages and make sure that the career summary, with your current/most recent job first, starts on the first page. 
Name
Address
Home telephone
Work telephone
Mobile telephone
Email
Professional profile

A brief summary of your skills and attributes that you can explain in greater detail in the main body of your CV. Useful for CVs that are specifically targeted towards a certain position, as they can be used to emphasize essential skills.

Objective

A brief explanation of your preferred career direction, detailing what you hope to achieve from your future career.

Areas of expertise

A brief list of your main areas of expertise, particularly those relevant to the job you are applying for.
Career summary
· List jobs in REVERSE chronological order (current/most recent job first)

· Include full dates (month and year) with no gaps

· Give company names, locations and your job titles
· For each job provide a bulleted list of key responsibilities and achievements. Keep it succinct with sufficient detail but not too wordy
Education and qualifications
· Degree and professional qualifications, including location and dates

· Industry-specific qualifications

· GCSEs 


Courses attended
Provide details of relevant courses attended, highlighting any that are relevant to the job you are applying for.
IT skills and experience
· List applications and level of expertise, particularly MS Office applications

· Include industry-specific applications
Personal details

· Date of birth
· Driving licence details
Interests and activities

Include any achievements here that may help you to stand out from the crowd. Avoid mentioning common interests such as reading, listening to music and socializing etc.
