Full Name
Residential address
Email address and contact phone number

Profile	Comment by Clare Wight: This is a professional summary of who you are and what you're looking for. Just two or three paragraphs should be sufficient and be careful not to fall into the trap of cliches like "Works well alone and in a team". 
If you're looking to change career direction, this section is critical to position yourself. Where you've been and where you're heading.




Career History	Comment by Clare Wight: Below this heading, list your career history in chronological order, with your most recent position at the top. There's no need to go back twenty years because it's unlikely to be relevant.

Start Date - Present				Name of Current Employer
						Job Title

Outline of business for context	Comment by Clare Wight: This give context to the reader and can be incredibly relevant to the job you're applying for. For example "XYZ Ltd is a global food manufacturer, employing 230 people in the UK, with a turnover of £100m."

Responsibilities	Comment by Clare Wight: List your day to day responsibilities. It's not a competition to add as much as possible, so don't be tempted to pad it out with vaguely relevant work or "ad hoc". Try to use as many specifics as possible. For example "Processing 200 invoices per week", "Managing a team of five."
If you're planning a career change think hard about what you've done which can be easily transferred to your desired job and cover it in more detail.

· Detail of responsibilities
· And here
· And here

Achievements	Comment by Clare Wight: This is your opportunity to demonstrate what you did, perhaps above and beyond your day to day. Again, be specific. For example "Implemented new procedures to reduce reporting time from 5 days to 3 days." "Uncovered an error which resulted in a tax refund of £135k."

· Key achievements here
· And here


Start date – end date				Name of Previous Employer	Comment by Clare Wight: And so on, continue as you have above with each previous job. Beyond a certain point (determined by several factors) you won't need to go into a huge amount of detail.)
						Job Title

Outline of business for context

Responsibilities

· Detail of responsibilities
· And here
· And here

Achievements

· Key achievements here
· And here




Start date – end date				Name of Previous Employer
						Job Title

Outline of business for context

Responsibilities

· Detail of responsibilities
· And here
· And here

Achievements

· Key achievements here
· And here


IT Skills	Comment by Clare Wight: List here relevant IT skills which you're using day to day and are relevant/current. Again, it's not a competition so you don't need to mention an outdated system you used 15 years ago. What's important are the skills you can transfer to a new employer. Example "MS Excel to an advanced level including Macros, Lookups and Pivot Tables".




Education	Comment by Clare Wight: List relevant professional qualifications, university education and school. If you are a more mature job seeker it's not necessary to go into great detail around earlier education. If you're a recent graduate, it's helpful to list relevant modules which will be transferable to your new employment along with any exemptions the degree provides for your further education.



Hobbies & Interests	Comment by Clare Wight: Whilst this section is not essential, it is an opportunity to further demonstrate transferable skills. Team sports is an obvious one but anything which suggests continuous learning, health and well-being are great. 
