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". 


Education	Comment by Clare Wight: Because you won't have little to no work experience we're going to put your education at the top of your CV.
List dates, the names of the academic institutions, subjects and grades.
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.
For example if you've completed your degree in Business with Finance and intend to go on to study towards a recognised accountancy qualification, relevant modules are helpful, along with demonstration that you've approached the accountancy body (probably ICAEW or ACCA) to find out which paper exemptions you are eligible for.




Work Experience	Comment by Clare Wight: You may have had summer work or even weekend/evening casual work. Perhaps local sports coaching?
You can list what you've done here. 
It's a chance to demonstrate that you're used to the world of work - the fact that a business and your colleagues have relied upon you to show up on time, contribute to the team, learn new skills, deal with customers, pick up new systems quickly etc.

Start Date - Present				Name of Current Employer
						Job Title

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"

· Detail of responsibilities
· And 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. 
						Job Title

Responsibilities

· Detail of responsibilities
· And here
· And here


IT Skills	Comment by Clare Wight: List here relevant IT skills, the ones that your confident in the use of, for example MS Word and MS Excel. 




Hobbies & Interests	Comment by Clare Wight: This section is essential when you don't have much work experience.
It's an opportunity demonstrate transferable skills. Team sports is an obvious one but anything which suggests continuous learning, health and well-being are great. 
