
Name (John Smith)

Qualification Summary (B Eng Mech Eng)

Address

Street Name and Number




Town/City




Postcode

Tel


work/home number




Mobile

E-Mail

youremail@yahoo.com

DOB


20/01/1970

Status


Married

Nationality

British

Candidate Profile
What role you are seeking and why

Education

Most recent first




Start year – end year – Name of University




Degree Attained




Start year – end year – Name of College/School

O Levels / GCSE's Number and include English and Maths if attained these

A-levels detail subject and pass rate

Professional 

Qualifications
Nebosh Diploma, 6 sigma Black Belt etc
Languages

Conversational German

Current Employer
ABC Engineering

Current Position
Engineering Manager

Notice Period
4 weeks

Computer Skills
Solid Works, AutoCAD 2006

Work Experience
Begin with most recent first

E.g. Jan 2006 – Present


Company Name

Use two lines to sell the business you are/have working for. Include turnover, describe companies operations.

Position Held

Briefly describe role

Key responsibilities
· Include specific tasks which had an overall effect on company profitability, cost control or sales.
· Where your role influenced business decisions and direction

· Examples of personal initiative

· Team management tasks

· Further responsibilities
Achievements

Bullet point these

· Make the achievements tangible and directly relating to the typical KPI (Key performance indicators) of your role
· Make sure they are specifically your achievements and explain how they directly affected the business

· Further achievements relating to specific projects

E.g. Jan 2005 – December 2005


Company Name

Use two lines to sell the business you are/have working for. Include turnover, describe companies operations.

Position Held

Briefly describe role

Key responsibilities
Bulletpoint
Achievements

Bullet point
Do this for your last three roles or for the last 6 years then keep roles and companies to two lines – providing date, company name, role and a brief description responsibilities and achievements
