
Curriculum Vitae

	Name:
	

	
	

	Address:
	

	
	

	Telephone:
	

	
	

	Email address:
	

	
	

	Status:
	

	
	

	Profile / Introduction:
	

	
	

	Education:
	These should ALWAYS be accurate and not exaggerated! List all qualifications and details of other professional courses, in chronological order and include names and dates of schools/colleges attended. This section should also include computer skills and languages with your level of competency.

	
	

	Other qualifications:
	

	
	

	Computer skills:
	

	
	

	Languages:
	


Employment history: 

(begin with the most recent first)

Begin with your most recent job. Include your role and responsibilities, duration of employment and reasons for leaving. Highlight particular achievements to demonstrate your success. If there are any gaps in your employment, explain them.

	Job title
	e.g Jan 2001 – present

	Company name
	


· Short description of your responsibilities 
	Job title
	e.g Jan 2001 – present

	Company name
	


· Short description of your responsibilities 

Interests
Any specific details you can give would be helpful. For example, instead of saying 'drama' you could expand and say that you are a member of the local amateur dramatics club and starred in the latest production! 

Referees

Ask two people to be your referees.

