[Your Name]
[Your home address, professional email and phone number]

CV template rules:
· Everything in italics (like this) is for information only – delete it once you have finished each section

· Everything in [square brackets] requires you to enter information.

· Maximum length for any CV is two pages, but one page is good too.

· Avoid white space on your CV – if you have blank space try to fill it, or change your formatting to get onto a one page CV.

· Use an easy to read font such as Ariel or Calibri.

· Don’t use informal language.

· Don’t use tables (indent where necessary instead), images or lots of colour.

Profile
[A short, punchy introduction (ideally around 3-4 lines). Highlight your skills and any work experience you’ve had. Your skills and experience should relate back to the job you’re applying for – e.g. if you’ve previously worked in a customer facing role and this is also customer facing, make sure you mention it here. Also include what kind work you’re looking for to finish this section (obviously relate it to the company you’re applying to!)]

Qualifications

[School / college (most recent first)] 


[Date (month and year) from – until]
[The qualifications you gained, subjects and grades]

· If you have anything else to add about school / college, add it here, e.g. any awards you received, any performances you’ve done, grades you’re on track for, if you’re head boy / girl or a prefect etc.). Each new piece of information should be a new bullet point (maximum of 4 for each school / college).
[School / college] 





[Date (month and year) from – until]

[The qualifications you gained, subjects and grades]
Remember anyone can learn the theory - you need to demonstrate that you can apply it and that it’s useful, so don’t just say what you learnt, link back to skills you developed.
Work Experience 

This can be paid or voluntary experience. You should start with your most recent or current experience then work backwards. Work experience at school / college, regular volunteering with a group weekly, a summer job or part time work are all examples of experience to include here.
[Organisation / company Name], [Job title/role]

[Date (month and year) from – until]

· Tell the employer about this work experience – what did you do? Instead of just listing all of the tasks you did, describe the skills you developed and provide evidence (e.g. “developed confident customer service skills whilst working as a cashier”), achievements (e.g. “exceeded sales targets by 20%”) or how you contributed to that business (e.g. “successfully managed a storeroom stock take independently”). Try to relate your skills to the job you’re applying for.

Interests and hobbies

[Add 2-3 hobbies and interests here, either in a paragraph or bullet points. What do you do outside school / college? What are you passionate about? Try to be more inventive than ‘go to the gym, socialise with friends and read’ –they’re really common. Any sports, musical instruments, clubs you’re a member of or challenges you’ve set yourself (e.g. running a 10k race) – add them here. Remember it’s not just what you did that employers want to know about, it’s how you did it and what you’ve learnt on the way, so be mindful of this when you’re writing your CV.]

Achievements and Awards 

If you’ve received an award you’re proud of, include it here. Include the date it was awarded and a description of the award. This is an optional section – if you don’t have anything to add you can delete it.
[Award], [Company / organisation who awarded you it]
[Date (month and year)]

· You may need to explain the award so the employer understands what you were given it for.

References
Usually you will need two references. Make sure you ask if someone would be willing to be your reference before writing them on your CV. If you’re running out of space, simply write “References available on request”. If you’ve got blank space at the bottom of your CV, add your reference details (see below). Use the name, job title (or relationship to you) and contact details of a teacher, tutor, mentor or an employer here. 

[Name]






[Name]
[Job title and relationship to you]



[Job title and relationship to you]

[Address – work address is fine]



[Address – work address is fine]

[Email address]





[Email address]
[Phone number]





[Phone number]
