John Smith
jsmith@email.co.uk
07xxxxxxxxx I 67 Address Street, Townsville, Countyshire, TV1 2CS

Nationality: British

DOB: 09/05/88 (optional)
Personal Statement
Your personal statement should highlight your professional attributes and career goals. You are convincing your prospective employer to read on. This section should be tailored to suit the specific job or industry for which you are applying. 

Use appropriate adverbs and adjectives to sell yourself to your employer. You should state why your education, qualifications and previous experience make you the right candidate for the job.

Skills

Technical skills (examples)
· Full, clean UK driving licence and own transport
· Fluent in Spanish and intermediate level of Portuguese

· Able to use the full Microsoft Office package

· First Aid Training Course

Personal skills (give a brief example for each if necessary, examples below)
· Organisational abilities – I used to organise transport and accommodation for conference speakers whilst working as an office assistant 
· Translation

· Research skills – 10,000 word dissertation written whilst at university, 2:1 achieved
· Communication

· Quick learner

· Team working – I worked as part of a busy production line in a sandwich shop
Education (reverse chronological order i.e. most recent first)
· London Metropolitan University (2006-2009) – Film Studies BA (Hons) 2:1
· Townsville College, Townsville (2004-2006) – 3 A levels ABC
· Townsville High, Townsville (1999-2004) – 11 GCSEs A-D including English and Maths, both grade B.
Employment (reverse chronological order i.e. most recent first)
Job Title e.g. Bar Staff 
Company name & location e.g. Townsville Bar & Grill, Townsville
Employment dates e.g. December 2009 - present

Provide a brief overview of the company and what your role involved. For example, Townsville Bar & Grill provides customers with quality food as well as beers, wines and cocktails. My main responsibilities were tending to customers, making drinks, placing orders (table service), handling money, going to the bank and cleaning.

Key Achievements:

· I learnt how to work under pressure in an extremely busy environment as part of a team as well as on my own initiative
· I gained valuable customer service experience
Include all work history. Less detail is needed for jobs which are less relevant to the role. Explain any CV gaps e.g. travelling, illness, injury, actively seeking employment. If gaps in employment were due to being in full time education, this will be obvious from your education section and is therefore unnecessary to mention. 
Tour Guide (less detail for less relevant job)
Townsville Art Gallery, Townsville
September – December 2009
I would take visitors around the gallery, using the knowledge acquired through training to educate them about various works of art. This helped me to gain confidence in public speaking and dealing with the public.
May – September 2009 (explaining CV gap)
I spent 4 months travelling around Europe and volunteering with various organisations.
Office Assistant (summer placement) (more detail again for a more relevant job)
Smith Brothers, Townsville

May – September 2008
The Smith Brothers is an events organisation company, specialising in conferences and other corporate events.

My role involved:
· general admin (data entry, envelope stuffing, scanning documents, sending e-mails/faxes/letters etc.)
· dealing with queries and payments over the phone, directing some calls to the appropriate member or staff, taking and sending out orders, registering post for collection on the Royal Mail website
· researching and purchasing products such as a new phone system, digital camera, fax machine

· organising flights and hotels for conference speakers

Key Achievements:

· I researched and chose a new database system and transferred all information over from the current filing system on paper which led to a 5% increase in productivity.
· I gained valuable organisational skills.

Sandwich Maker 

Townsville Sandwich Shop, Townsville
May – September 2007
May – September 2006
Barista
Townsville Coffee House, Townsville

July – September 2005
Hobbies and Interests
This allows an employer to see what sort of person you are and what motivates you. Read through the job description and see what personality traits are stipulated then think about how you can relate this to your hobbies and interests. For example, if the employer is looking for ‘committed’ or ‘dedicated’ people, this can easily be related to a team sport you have been practising for a long time, or if they are looking for ‘flexible’ and ‘confident’ people, you could probably relate this to an interest in travelling.

REFERENCES AVAILABLE ON REQUEST
