CV Design 1


Jane Smith 

Anytown, Any County, Any Street, Any Post Code

Telephone No. – Email Address

Insert your opening profile statement here, explaining who you are, what you are offering and what you are looking for. Try to keep brief, no more that 3 sentences of no more than 14 words per sentence if possible. 

Skills

· List your skills that are relevant to the post here

· List your skills that are relevant to the post here
· List your skills that are relevant to the post here
· List your skills that are relevant to the post here
· List your skills that are relevant to the post here
Education and Training 
Starting with the most recent, list your education and training details 

Date 

Training or education title 

name of institution / awarding body 

Date 

Training or education title 

name of institution / awarding body 
Date 

Training or education title 

name of institution / awarding body 
Date 

Training or education title 

name of institution / awarding body 

Career Summary 
Starting with the most recent first, list your employment details here 

Date 

Job Title 



Name of employer 

Write a brief summary of the purpose of your job, no more than one sentence here.  It may also be relevant to include the size and nature of your employers organisation. 

Main Achievements & Skills Developed: 

· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  If possible include any statistics/percentages to back information up. 

· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  
Personal Details 
Driving licence:  
 Include if applicable 
Interests: 
     
 Include if you have any worth mentioning that will support your CV. 

References: 
 Details of referees here.    

CV Design 2


Matthew Smith :::

Any Street, Any Town, Any County, Any Post Code 

Telephone (  Email Address  

Insert your opening profile statement here, explaining who you are, what you are offering and what you are looking for. Try to keep brief, no more that 3 sentences of no more than 14 words per sentence if possible. 

· List your most salient skills that are relevant to the post here

· List your most salient skills that are relevant to the post here

· List your most salient skills that are relevant to the post here

· List your most salient skills that are relevant to the post here

· List your most salient skills that are relevant to the post here

::: Professional Training & Development :::

Date 

Training or education title 

name of institution / awarding body 

Date 

Training or education title 

name of institution / awarding body 

::: Professional  Experience :::

Date 

Job Title

        

Name of employer 

Write a brief summary of the purpose of your job, no more than one sentence here.  It may also be relevant to include the size and nature of your employer’s organisation. 

Main Achievements: 

· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  

· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  
       ::: Additional Information :::

Driving licence:    Include if applicable 


Interests: 
     Include if you have any worth mentioning that will support your CV. 


References: 
     Details of referees here.    

CV Design 3
(  (
(  (
Insert your opening profile statement here, explaining who you are, what you are offering and what you are looking for. Try to keep brief, no more that 3 sentences of a maximum of 14 words per sentence if possible. 
Communication: Describe your skill and experience relating to your ability to communicate.  Are you a skilled negotiator? Relationship builder? Adept presenter?

Problem solving:  Are you able to identify and resolve problems on your own initiative? Have you saved money or time in doing so? If so, provide evidence here. 

Team work: Describe your contribution to team work, are you a leader/supporter/motivator and how can you evidence this.  

Technical skills:  Describe any technical skills you have that are specific to your industry.  If you have any area of expertise, consider including it here. 

· Training & Education 

Date 

Training or education title 
name of institution / awarding body 

Date 

Training or education title 
name of institution / awarding body 

· Career Summary 

Date 

Job Title

        


Name of employer 

Write a brief summary of the purpose of your job, no more than one sentence here.  It may also be relevant to include the size and nature of your employer’s organisation. 

Main Achievements: 

Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  
· Additional Details 
CV Design 4


Matthew Smith

Address: 

Any Street, Any Town, Any County, Any Post Code

Telephone:

01234 567890 – 07789 123456


Email Address:
matthewsmith@anyemail.com

Career Objective: 
State position being sought. 
Areas of Skill, Knowledge & Experience 

	People Management: 

Organisational skills: 

Customer Service: 

IT & Office skills: 


	Include details with evidence to support if possible. Try to keep to max of 3 lines. 
Include details with evidence to support if possible. Try to keep to max of 3 lines. 
Include details with evidence to support if possible.  Try to keep to max of 3 lines. 
Include details with evidence to support if possible.   Try to keep to max of 3 lines. 



Education 


Date 


Training or education title 
name of institution / awarding body 

 


Details of modules / course content if relevant 


Date 


Training or education title 
name of institution / awarding body 

 


Details of modules / course content if relevant 

Career Summary 

	Dates  

Scope of Role & Main Achievements: 

	Job Title 

Name of Employer 

Outline the main responsibilities you have, using strong positive and descriptive wording.    


Personal Information 
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JANE SMITH  (  Any Street, Any Town, Any County Post Code (  07890 23456 ( smith@amail.com 


Insert your employment 

objective here. 

::: Skills Summary 

Communication: Describe your skill and experience relating to your ability to communicate.  Are you a skilled negotiator? Relationship builder? Adept presenter?

Problem solving:  Are you able to identify and resolve problems on your own initiative? Have you saved money or time in doing so? If so, provide evidence here. 

Team work: Describe your contribution to team work, are you a leader/supporter/motivator and how can you evidence this.  

Technical skills:  Describe any technical skills you have that are specific to your industry.  If you have any area of expertise, consider including it here. 

::: Employment Summary 

Job Title 
Name of Business/Organisation 


Dates Employed

Responsibilities: 

Using achievement led wording, provide details of your responsibilities. 

More detail here. 

More detail here.

Main Accomplishments: 

Describe your main achievements, using statistics to back up if relevant and the positive result or benefit of your actions. 

More detail here.
More detail here.     

Job Title 
Name of Business/Organisation 


Dates Employed

Responsibilities: 

Using achievement led wording, provide details of your responsibilities. 

::: Further Details  


Driving licence:    
Include if applicable 


Interests: 
        
Any relevant ones.  


References: 
Details of referees here.    
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JANE SMITH 


Insert your opening profile statement here, explaining who you are, what you are 
offering and what you are looking for. Try to keep brief, no more that 3 sentences of 
no more than 14 words per sentence if possible. 

>> Summary of Skills 

· List your skills that are relevant to the post here

· List your skills that are relevant to the post here

· List your skills that are relevant to the post here

· List your skills that are relevant to the post here

>> Education & Training  


Date 
Training or education title 

name of institution / awarding body 


Date 
Training or education title 

name of institution / awarding body 


Date 
Training or education title 

name of institution / awarding body 

>> Employment Summary  


Date 
Job Title

        

Name of employer 

Write a brief summary of the purpose of your job, no more than one sentence here.  It may also be 
relevant to include the size and nature of your employer’s organisation. 

Main Responsibilities and Achievements: 

· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  If possible include any statistics/percentages to back information up. 

· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  If possible include any statistics/percentages to back information up. 

>> Additional Information 


Driving licence:    Include if applicable 


Interests: 
     Include if you have any worth mentioning that will support your CV. 


References: 
     Details of referees here.    
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Matthew Smith 

Any Street, Any Town, Any County, Any Post Code 
0123 456789 ~ 07000 123456 ~ matthewsmith@.anyemail.co.uk 
Insert your wording here for your opening statement.  Try to keep to 3 sentences. 

::: Scope of Skills 

	Communication:

Team Work:

Problem Solving: 

	· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 


::: Recent Professional Development 


Date 
Training or education title 

name of institution / awarding body 


Date 
Training or education title 

name of institution / awarding body 

::: Career Summary 

Date 
Job Title

        


Name of employer 
Write a brief summary of the purpose of your job, no more than one sentence here.  
Main Responsibilities and Achievements: 
· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  If possible include any statistics/percentages to back information up. 

::: Additional Information 
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Jane Smith    

Any Street, Any Town 

Any County, Any Post Code  
0123 890456 ~ 07000 123456 

janesmith@.anyemail.co.uk 



Career Profile 

A few words about who you are and what you are offering: Dedicated medical professional with 5 years’ practical expereince gained as a Community Staff Nurse.   Compassionate and competent, able to develop rapport and trust with patients in a range of settings.  Key areas of effectiveness include: 

· Ability to remain calm and professional in any given situation and to make good decisions under pressure.

· Good analytical skills, able to assess conditions well in conjunction with information provided by the patient. 

· Considerate communicator with good listening and observation skills, recognises anxiety in others and responds in a caring, informed way to put patients at ease.   



Career Qualifications and Affiliations 

Memberships: 

Nursing and Midwifery Council 

2002 – 2005 

BSc. Hons Nursing  

1994 – 1996 

A Levels: Biology and Chemistry 



Professional Experience 

Oct. 2003 – Present 
Community Staff Nurse 
     
       Any Town PCT 

Scope of role: 

Managing up to 100 patients and their carers in the Community.   Implementing total patient care and interaction with related departments regarding patient careEducating carers to health care needs, conditions, processes and options.   


Additional Information  

Any Street, Any Town 





0123 890456 ~ 07000 123456 

Any County, Any Post Code  




matthewsmith@.anyemail.co.uk 
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Jane Smith 

A few words for your opening statement, eg: Versatile, committed and organised in my work, I produce work to a high standard in busy environments.  Always observant, communicative and supportive, I can be relied upon by managers and clients to deliver excellent customer service.   10 years’ commercial experience in administration for the hotel and catering industry, now looking for a new role with an established employer that can offer a long term position.  

Scope of Experience

	· Audio typing 
· Diary Management 
· Organising meetings

	· Preparing reports
· Booking corporate travel
· Professional letter writing  
	· Typing speed 70wpm
· Expert level MS Word, Excel, PowerPoint


Career Summary

Dates 

  
Job Title  


Employer Name   

· Details of the role, skills and achievements

· Details of the role, skills and achievements

· Details of the role, skills and achievements

· Details of the role, skills and achievements

· Details of the role, skills and achievements

· Details of the role, skills and achievements

Education & Training 


Date 
Training or education title 

name of institution / awarding body 



Date 
Training or education title 

name of institution / awarding body 



Date 
Training or education title 

name of institution / awarding body 

References
Present Employer: Mrs. Smith, Any Town, Any County, Any Postcode.  Any Phone, Any Email. 

Previous Employer: Mr. Smith, Any Town, Any County, Any Postcode.  Any Phone, Any Email. 
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Matthew Smith  (((((((((((((((((((
Any House, Any Street, Any Town, 
Any County, Any Post Code

01234 567890 / matthewsmith@anyemail.co.uk

A few sentences here for your opening statement, eg: I bring integrity and sales expertise to my work, generating substantial profits in competitive markets.  15 years’ sales management experience, now seeking next career move with an established business.   Key areas of effectiveness include: 
( Sales expertise 

· Experienced and capable across all aspects of the sales management process, from presenting to potential clients to closing sales at boardroom level. 

· Closing sales to the single value of £150K. 
( Generating profits in competitive markets 

· As Sales Manager personally contributed £300K Gross Profit to the bottom line in 2006 against background of market saturation and increased competition.  

· With Any Business UK,  generated an average £250K G.P per annum, exceeding sales targets by up to 100% and received recognition by board of Directors for delivering the highest profits ever recorded in the business.   

( Influential communicator & relationship builder  

· Secured and retained lasting relationships with Blue Chip organisations including Any Group, Any Business and leading academic establishments including Any University.  

· Experienced in preparing and delivering technical product training to groups of up to 150 clients.
( Career Summary 

Sep. 07 – Present 

Sales Director  

Any Business, UK
Head hunted to fill this role for a year with specific requirements to develop the business into new markets and head up a new sales team.  

· Sourced, trained and motivated a team of 4 sales personnel. 

· Contributed 200K Gross Profit in less than 9 months. 

( Training & Qualifications 

Details of Training and Courses Attended, most relevant ones first. 

( Additional Information 
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Jane Smith 

The Flat, The House, The Street, The County, AAA BBB.

00000 000000

A few words for your opening statement try to keep to 3 lines and consider who you are, what are you offering and what are you looking for. 

COMPETENCES

Working on my own initiative

I am able to work with little supervision and minimum instruction, which saves my managers time and energy. I am resourceful and quick thinking which ensures few mistakes are made.

Working in a team

I am used to supporting colleagues on a daily basis and ensuring that work is completed to deadlines and to a high standard through encouraging and motivating others.  At the Inland Revenue, I presently work as part of a 4 man cleaning team. 

Communication and listening

I am a clear, concise communicator who listens to instructions and acts on them. I respond well to feedback from employers and colleagues and in return I am pro-active in giving ideas and suggestions to improve work situations.  

With Focus, I suggested new work hours to improve standards, which were implemented. 

EMPLOYMENT SUMMARY

Dates :

Employers Name 




Job Title 



Description of role, skills developed and achievements. 

Dates :

Employers Name 




Job Title 



Description of role, skills developed and achievements. 

EDUCATION 
Dates: 

Details of training, Courses attended and education. 

ADDITIONAL INFORMATION  
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The Flat, The Street, 

The Town, AAA BBB. 

       Matthew Smith 


                                    01234 678900


A few words for your opening statement try to keep to 3 lines and consider who you are, what are you offering and what are you looking for. 

( Competences   

Communication: Describe your skill and experience relating to your ability to communicate.  Are you a skilled negotiator? Relationship builder? Adept presenter?

Problem solving:  Are you able to identify and resolve problems on your own initiative? Have you saved money or time in doing so? If so, provide evidence here. 

Team work: Describe your contribution to team work, are you a leader/supporter/motivator and how can you evidence this.  

Technical skills:  Describe any technical skills you have that are specific to your industry.  If you have any area of expertise, consider including it here. 
( Employment Summary  


Date 
Job Title

        

Name of employer 

Write a brief summary of the purpose of your job, no more than one sentence here.  It may also be 
relevant to include the size and nature of your employer’s organisation. 

Main Responsibilities and Achievements: 

· Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  Have you contributed towards improving efficiency or profits and if so how.  If possible include any statistics/percentages to back information up. 

( Additional Information   
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MATTHEW BERRY  

The Flat, The Street

The Town, The County, AAA BBB

07000 000 000 

Objective:  Offering 2 years landscape gardening experience and qualifications in return for a position in an established firm.  Ideally with the opportunity to learn from a professional while undertaking day-to-day work. 

Scope of experience 

During the last 2-years, I have gained hands on experience of the following: 

· Assisting in complete reconstruction of gardens 

· Removing earth 

· Building ponds 

· Building walls 

· Laying patios 

· Assisting in fencing 

· Installing rockeries 

· Planting trees, shrubs and plants 

Equipment: trained and experienced in using mowers and strimmers safely. 

Qualifications 

June – Dec 2002
NVQ 2: Landscapes and Ecosystems 

Involving: Horticulture / organic gardening / construction projects / hard landscaping. 

June – Dec 2000 
Certificate in working with others level 1.  

Employment Summary  

Date 


Job Title

        

Name of employer 

Write a brief summary of the purpose of your job, no more than one sentence here.  It may also be relevant to include the size and nature of your employer’s organisation. 

Main Responsibilities and Achievements: 

Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  
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Matthew Smith
The Flat, The Street




07000 000 000 

The Town, AAA BBB




00000 000 000

Your opening statement here: Passionate, energetic and committed, I generate ideas and make things happen.  Always on the ball, expressive and persistent, I have worked successfully in the music industry for 5 years as a band manager, DJ and promoter.  

I am presently studying Music Technology at University and am looking for my next career move. 

Areas of Competence


Showing initiative
· I recognised the potential of organising large music parties to generate new income for an Arts /Music organisation.  
· Initiated and ran a local free music magazine, distributed widely to students and musicians securing advertising from local businesses and venues. 

Technical aptitude 

· I have built new computers from scratch. 

· Experienced in pre & postproduction work in recording studios.  

· Competent in the use of Cubase, Logic Audio, MS Office, Quark Express, Photoshop and Illustrator.  

Organisation and achieving results 

· As a band manager, I had responsibility for organising all aspects of their performance and publicity.  Effective time management and planning, ensured venues were organised, enough publicity was created to generate maximum capacity and bands were prepared to deliver a first rate performance. My ability to organise this well led to managing several bands. 


Communicating influentially 

· My communication style is attentive, lively and open.  Effective communication has enabled me to achieve results through people, influencing and persuading where needed. 

Employment Details 
Date 


Job Title

        

Name of employer 

Write a brief summary of the purpose of your job, no more than one sentence here.  It may also be 
relevant to include the size and nature of your employer’s organisation. 

Main Responsibilities and Achievements: 

Provide details of your achievements including promotions, additional responsibilities, consider any ideas you have generated and implemented.  
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Jane Smith  (  Any Address, Any Town Any Post Code ( 07777 888999 ( janesmith @anyemail.com


Jane Smith   

>> Skills & Competences  
	Communication:

Team Work:

Problem Solving: 

	· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 

· Details of your level of skill and evidence to support. Can be 2 sentences. 


>> Professional Development  


Date 

Training or education title 
name of institution / awarding body 


Date 

Training or education title 
name of institution / awarding body 

>> Career Summary   
	Dates 
 

Main Achievements & Skills Developed: 


	Name of Employer            Job Title  
· Details of your role, skills developed and  achievements made. 
· Details of your role, skills developed and achievements made.   


>> Additional Details 

· Full clean licence  

· References, if selected details can be provided at interview

Matthew Smith 


Any Street, Any Town, 


Any County, Post Code


Telephone ~ Email  





Jayne Smith 





Insert Career Objective here Eg: Seeking a part-time role, helping others as a Practice Nurse. 








JANE CRAWFORD











JANE CRAWFORD











JANE CRAWFORD
































A few lines here about who you are, what you are offering and what you are looking for.  








PAGE  
2

