NAME
CIRRICULUM VITAE

PERSONAL PROFILE

A paragraph about yourself that will have real impact

KEY SKILLS – ATTRIBUTES – ACHIEVEMENTS

· select 3 to 5 main skills, attributes or achievements to emphasis to a potential customer, funder, business associate.

· Remember you are marketing your business idea and your business ability.

EMPLOYMENT/CAREER

Not just a list!!

Date
Employment title – emphasise the skills and attributes you used in each job and your achievements.

Starting with the latest employment first – i.e. reverse chronological order.

It is not necessary to include all employment and unless absolutely necessary do not go back more than 10-12 years.

WORK EXPERIENCE:

As above, emphasis skills, attributes and achievements.

Voluntary work could be included.

EDUCATION AND QUALIFICATIONS:

Any professional training or qualifications.

School or college examinations.

INTERESTS AND HOBBIES:

Could include voluntary work or any organisations in which you have held positions of responsibility.

PERSONAL:

This is optional

Date of Birth:  Nationality:  Driving Licence:  etc.

Remember your CV is a marketing tool, which must sell the skills that will allow you to run your business.

A winning CV is brief, relevant, sends the right ‘signals’, provides evidence, is a selling document, should inspire confidence, be stimulating and is truthful.

Your CV must be well presented, typed or word processed with no spelling or typing errors.
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