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CV Information Form   
Please complete as much of this form as you can.  We will use this information responsibly to prepare a professionally written CV for your use in job searching.  We don’t know anything about you apart from the information provided on this form so we encourage you to provide detailed information and to give particular thought about your skills and what you are offering the employer.  

If you have an existing CV to hand, use this form to complete the sections not already covered in your CV.  Your existing CV can be either emailed to us at service@ckfutures.co.uk or attach a copy with this form.     
Name of Consultant at Working Links: 





Personal Details 

	Name 


	

	Address


	

	Telephone Number(s)


	

	Email Address
	


About you 

	The type of work I am looking for is:


	

	I have the gained the following abilities and skills that will help me in this type of work: 


	Eg: Communication / Problem solving / Managing people / Meeting deadlines

 

	I would describe myself like this to an employer:  


	If we include a profile on your CV, this will help us to write one that is individual to you.  Consider any words that describe you and your abilities. 


	My non work -related  achievements include: 


	

	My interests are: 


	


Employment & Experience 

	Present 


	Please describe in as much detail as possible what you have been doing since you last worked: 




Previous Employment 

Please provide details of previous experience below.  Try to avoid simply listing what you did, instead write a brief description of what you did and mention anything you contributed, accomplished or describe specialist knowledge gained. 
Include employment dates, job titles, name of the business or organisation and reason for leaving.  Please note that only positive information will be included in your CV.  Include gaps and any voluntary work you have done. 
	Dates 


	Job Title, Name of Organisation

Description of role & what you accomplished 

	
	Employment & Experience continued 



Education & Training 
	Dates 


	Description of any courses, qualifications or training 

	
	Please include any higher education courses that you studied but did not complete.
If you have a recent and relevant degree or similar, please include details of modules.  


Additional Information 

	Please provide any extra information here that you consider important to include in your CV or that you want to tell us about. This could include references, driving licence or any special skills or achievements not already mentioned.  If you have any strong thoughts about how you would like your CV presented, please tell us here. 
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