Delete anything in red. Remove the sample details and insert your own details.
John Smith

Personal Information: Nationality: British   Marital Status: Single.   Current full UK driving licence.
Personal Profile:

This profile will inform the potential employer of the type of position you are ultimately seeking. You also need to talk about yourself in the ‘third person’ i.e. try to avoid using I and me. Use instead he, she and even your first name i.e. “Simon is a team player…” or “..he is a team player..”. Above all keep this statement to the point and relevant to the position you are applying for. Lastly, talk about your commitment, loyalty, team-working abilities and eagerness to learn new roles and complete tasks to a high standard.
Work Experience: (start with the most recent)
April 2000 to Present – Anderson Accounting

Project Manager...

Organisational management and development of accounting projects.  This includes management of a small team in a busy office.

April 1997 to April 2000 – Anderson Accounting

Project Officer…
Organisation and management of projects for volunteer and government trainee teams to benefit the environment and community.  Duties include:

●  health and safety management


●  fundraising

●  project and training course leadership

●  representing AC at a professional level

●  management of paid and voluntary staff

●  advising communities and landowners

●  budget and resource management

January 1998 to August 1998 – Richmond Council

Community Tree Officer (P/T)…

On secondment to a Local Authority during maternity cover, supporting the local population in the development of community tree projects.  Duties included: presentations to community groups, advisory site visits, organising programmes of training events and compiling a bi-annual newsletter.

1984 to 1996 – Various Employers

Holiday and Part Time Work...

Since the age of 12 I have held a wide range of part-time and student summer jobs from which I have gained a wealth of experience.  These have included:

Bar Work – Waiting Jobs – Farm Work – Estate Maintenance – 

Pizza Delivery – Retail Work – Kitchen Porter – Factory Work

The length of employment in these jobs ranged from 1 week temporary contracts to 5 years part time.
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Qualifications:

Manchester Metropolitan 1992 – 1996

B.Sc (Hons) Business Management – Grade 2:1

St Pauls College 1989 – 1992

A-Level French – Grade B
Hobbies and Interests:
This section can be more important than you may think. Keep things very general. Try to void building a potentially negative picture through ill conceived comments. A common mistake is to mention that you have a social life that may involve heavy drinking ie “I enjoy clubbing and partying”. In this instance, is the employer going to assume you may be unfit for work on a Monday due to a hangover?
Reference Details: One professional and one personal are usual. This section is not compulsory but at least mention that references are available upon request.

This CV template offer only suggestions based upon our experience in the labour market. The format is to help increase your presentation to prospective employers. The golden rule is to keep things simple. A lengthy rambling CV will only fuel dissatisfaction and not impress. No fancy fonts, colours, pictures or decoration. Remember to spell check as nothing looks worse than bad spelling. Base your CV on relevant facts because untruths can lead to prosecution through obtaining work by deception.

Good luck in your search for that perfect job! 
