CV Contents
Header - general information

First Name

Surname 

Address 

E-mail address

Telephone number
Personal Statement
A summary of what you've completed so far (Examination results, relevant experiences), the skills you have to offer the company (paired with what's in the job description) and what you'd like to do in future. 
Education
List of your academic qualifications, when you sat the exams and the level. Add any additional qualifications, especially if relevant to the job e.g. First Aid, Food Hygiene Certificate
Work Experience
Remember to include any relevant tasks or any skills you used and note how long you worked there. Put the most recent work experience first. 
Interests 
Be brief here, unless it's something that will give you a better chance of getting the job. Note any voluntary work or clubs you belong to. 
References 
Name two referees who would be willing to write a reference for you. Don't name a family member - if possible, one reference from an employer and the other from someone from school, e.g. Head of Year. 
You should not give details of a referee without asking permission to do so.
	Template
Name
(Home) address
Telephone number (home and mobile)
E-mail
Personal profile

Summary of what you've done (GCSE, AS, A Level), the skills you have (that are useful for the advertisement/job description) and what you hope to achieve – about 3 lines. 
Qualifications

Date

School/Further Education College


AS/A Level/Other qualification results
Date

School


GCSE – give the subjects and grades
Work Experience (most recent first)
Date

Name of company, Job title


Main responsibilities


Skills you developed (communication, team


work, interpersonal, problem solving etc
Skills

Languages


ICT skills


Other relevant skills       
Interests

Don't write a list – make them relevant to what the employer is looking for e.g. working as a waiter in the local restaurant I developed my communication skills  
References
1) Name – Job Title                                     2) Name – Job Title
    Address                                                        Address
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