Curriculum Vitae

NAME:




<name & surname>

ADDRESS:




<street number & name>







<town/city>







<postcode/zipcode>

TELEPHONE:



<work/home number>







<mobile number>


EMAIL ADDRESS:



<youremail@yahoo.com>

RELOCATE:




<Yes/No>

EDUCATION:



<start yr-end yr & xyz University >







<Degree attained>







<start yr-end yr & xyz School>







<number O Levels>







<number A Levels>

· <A Level & Pass Level>

· <A Level & Pass Level>

· <A Level & Pass Level>

PROFESSIONAL QUALIFICATIONS:
<CIMA, ASP Programmer, etc>

LANGUAGES:



<Conversational French, etc>

CURRENT EMPLOYER:


<ABC Frozen Foods Ltd>
CURRENT POSITION:


<HR Manager, Accountant, etc>

BASIC SALARY:



<Current gross annual salary>

BENEFITS PACKAGE:


<Bonus, Private Health, Gym etc>

NOTICE PERIOD:



<eg. 1 calendar month>

COMPUTER SKILLS:


<Microsoft Word, Excel, etc>

WORK EXPERIENCE <Begin with the most recent>:

<Month & Year – Date>


<Company Name>

<Brief description of company, turnover, and what the company specialise/specialised in.>

<Position Held>

<Reporting level of the position and a brief description of the role, influence of the role to the business, etc>

<Out line of key responsibilities>:

· <Specific tasks which were required directly by the business, etc>

· <Where your role influenced business decisions, direction, etc>

· <Examples which showed your personal initiative, self-starter aptitude, etc>

· <Tasks which involved team management, motivation, etc>

· <Further responsibilities, etc …>

<Specific Project Work/Achievements>:

· <Successful projects you directed and their direct impact to the business, etc>

· <Initiatives you implemented, etc>

· <Direct improvements to the business as directed by yourself, etc>

· <Further achievements, etc …>

<Month & Year – Month & Year>
<Company Name>

<Brief description of company, turnover, and what the company specialise/specialised in.>

<Position Held>

<Who the position reported to and a brief description of the role, influence of the role on the business, etc>

<Out line of key responsibilities>:

<Month & Year – Month & Year>
<Company Name>

<Brief description of company, turnover, and what the company specialise/specialised in.>

<Position Held>

<Who the position reported to and a brief description of the role, influence of the role on the business, etc>

<Out line of responsibilities>:

