CURRICULUM VITAE

Name:

Tom Smith
Address:
123 ABC Street



Anytown



Anycounty



Postocde

Telephone No:
123 4567
Mobile:

07777 123456

E-mail Address:
emailaddress@123.com
Profile

This should tell the reader of your CV how good you are at what you do; the type of person you are and the sort of role you are looking for next.  It needs to be tailored for each job you are applying for as each job is likely to need a specific skill set and the role of your CV is to highlight (very early on) that you have what the employer is looking for.   
Education & Qualifications

To avoid any kind of discrimination, you no longer need to add education dates to your CV if you do not wish (or date of birth/age to your personal details) It is entirely up to each individual.

1980-1985
ABC High School, Anytown (GCSE’s)
English


ICT

Mathematics

Design Technology

History


Science

Geography

Biology

1985-1986
XYZ College, Anytown
NVQ Business Administration (distinction)


Telephone Technique Course

Customer Awareness Training

Employment History

Jan 07 - Date
Job Title


Company Name
At this Recruitment Company I am secretary to three consultants. My secretarial duties involve the typing of CV’s, interview letters, emails, mailshots, arranging business travel and accommodation, raising monthly invoices, ordering stationery and registering candidates on Excel. Other duties include dealing with all incoming calls, maintaining the database on Influence, and updating Websites. I also provide assistance to the Director which includes the typing of his private & confidential correspondence.

I am also responsible for the accounting section on Sage Instant Accounts, chasing debtors and looking after the petty cash.

Sept 01 - Dec 06
Job Title


Company Name
At this niche Printing Company I was Secretary to the Chairman and Managing Director. My duties include the typing of all estimates, letters, emails, invoices, mail-shots etc. Other duties included answering all incoming calls and keeping stock levels/ordering stationery along with all administration duties associated with a busy admin role.
Reason for Leaving: Redundancy
Sept 97 – August 01
Job Title
Company Name 

At this firm of Architects my position was to provide Personal Assistance to the Managing Director and Assisting a further Director. My secretarial duties included the typing of private & confidential correspondence both audio and handwritten, ordering stationery and keeping stock levels, arranging company vehicles for Directors and Regional Directors, maintaining the Directors diary, arranging travel and hotel accommodation. 

My financial responsibilities were maintaining the accounting section on Sage Line 100, which included maintaining the purchase invoices for Manchester, Leeds and Liverpool offices, raising monthly invoices to the respective clients for Manchester, Leeds and Liverpool, chasing debtors for all 3 respective offices and looking after the petty cash. 
Reason for Leaving: Improved job opportunity
1987 - 1997
Job Title
Company Name 

At this firm of Mechanical and Electrical Consultants I was employed to oversee the day to day running of the Secretarial/Administration sections of the company. This involved allocating workloads to the staff within the department, typing, providing a private + confidential service to the two Directors, keeping their diaries and organising travel and hotel accommodation. As well as dealing with the purchase and sales ledgers. 
Reason for Leaving: Location
Personal:
I hold a clean driving licence and own my own car. My interests include; going to the gym, swimming, dancing, entertaining and socialising.  I am also a member of the local netball team and have regularly won awards.
References:
Available on request
