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Example Curriculum Vitae Template

Forename Surname | Professional Title (if relevant)
Location: xxxxxxx
Telephone: xxxxxxxxxxx
Email: xxxxxxxxxxxxx
It is preferable and appears more professional to write your CV in an ‘implied first person’ writing style, which uses first person verbs but omits the first person pronoun, such as ‘I’ or ‘my’. This creates a professional, concise tone and avoids repetition. CVs should generally not be written in the third person (‘she/he’). An example of first person implied could be: ‘Managed a team of 10 to deliver projects on time.’
Personal profile
Your personal profile/statement is your introduction to the recruiter. Add a punchy one or two-line sentence that gives a high-level overview of your skill set and will appeal to your target employers and recruiters, to give a snapshot of your experience and what you’re like professionally.

Here expand upon the above with a more detailed summary of what you do – include industry experience, as well as prime skills, IT knowledge, qualifications, achievements etc. and try to show how your work benefits your employers.  Sell your skills and experience whilst avoiding vague meaningless generalisations. Here you could lastly include easy-to-read bullet points of top skills/strengths/qualities/achievements after your profile paragraph. 

Career summary
You should write about your most recent positions first, and thus putting your employment history in reverse chronological order. Make sure your employer’s name and your job title are clear. Give a brief overview of the role, followed by bullet points summarising what the role entailed, your duties, achievements, and skills gained. Make sure this section contains all dates, including the dates you left previous roles (month and year). Under each role, put down your key achievements (things you want to shout about) after speaking about your duties. 

mmm yyyy - Present 		Company Name, Location
				Role Title
Outline
Give a high-level overview of the role to show how you fit into the organisation and what the overall goal of your role is.  1-3 lines should be enough.

Key responsibilities
· Detail your responsibilities and showcase as much of your skills and knowledge as possible
· Use professional language and show how your duties impact the business where possible 
· Give lots of detail in recent roles and less in old roles as you go down the CV
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Key achievements/projects
· If possible, try to add some impressive achievements you’ve made that have had a big impact on the employer or a customer/client
· Use numbers to quantify these achievements if you can (e.g. sold 100 units in 1 month)

Mmm yyyy – mmm yyyy 	Company Name, Location 
				Role Title
Outline
Give a high-level overview of the role to show how you fit into the organisation and what the overall goal of your role is.  1-3 lines should be enough.

Key responsibilities
· Detail your responsibilities and showcase as much of your skills and knowledge as possible
· Use professional language and show how your duties impact the business where possible 
· Give lots of detail in recent roles and less in old roles as you go down the CV
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
· xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Key achievements/projects
· If possible, try to add some impressive achievements you’ve made that have had a big impact on the employer or a customer/client

Mmm yyyy – mmm yyyy 	Company Name, Location
				Role Title
Outline
As you progress down the CV to old roles, it’s best to summarise the roles in 1-3 lines.

Mmm yyyy – mmm yyyy 	Company Name, Location 
				Role Title
Outline
As you progress down the CV to old roles, it’s best to summarise the roles 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)
· Qualification, grade – Institution – Year
· Qualification, grade – Institution – Year
· Qualification, grade – Institution – Year

Interests and Hobbies
Keep this brief but do outline any interests/hobbies/clubs/extra studies that you are involved in. You never know – sometimes it will be these that stand out to a prospective employer who may have a shared interest.
References available on request
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