	123 ABC Street
Anytown

Anycounty

Postcode
	Telephone:123 4567
Mobile: 07777 123456
E-mail: emailaddress@123.com


Tom Smith
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.   

Professional experience
Job Title


 




                        Company Name
January 2004 – September 2009
Brief overview of what the company do and what your role was/is
Key Accountabilities:

· List your day to day duties (most relevant to the job vacancy you are applying for first)

· What you have done in this role that is useful to the role you are applying for now
· Avoid one word bullet points

· ...

· ...

· ...

· ...

Consistently over achieved against set targets and was top biller for division year on year

June 2003 – December 2003

Decided to relocate back to the North West and took some time out to settle myself into the area
Job Title


 




                        Company Name
May 2000 - May 2003
Brief overview of what the company do and what your role was

Key Accountabilities:

· ...

· ...

· ...

· ...

· ...

· ...

· ...

· ...

Regularly achieved excellent client feedback on quality of service and developed long term business relationships with several corporate companies
Job Title


 




                        Company Name
1995 - 2000
Brief overview of what the company do and what your role was

Key Accountabilities:
· ...

· ...

· ...

· ...

· ...

· ...

· ...

· ...

Created a market leading division and within 1 year built one of the most successful and lucrative markets across the group of companies.
Job Title


 




                        Company Name
1994





                                 (6 month temporary position)

Brief overview of what the company do and what your role was

Key Accountabilities:

· ...

· ...

· ...

· ...

Summary of Qualifications:

1993 – 1994 
Legal Practice Course – ABC College of Law
1990 – 1993 
BA (Hons) Law and Business Administration, LMN University
1988 – 1990 
BTEC National Diploma Business and Finance, XYZ College

1983 – 1988
6 O Levels grade C or above (including Maths and English)

Personal Information:
Nationality: 
British
Health:

Excellent
Licence:

Full/Clean and own transport
Interests: 
I enjoy cooking, the cinema, holiday travel, socialising with friends and family and am a member of the local gym in order to keep myself fit and active
Excellent references on request
