Curriculum Vitae

Personal Details

NAME:

DATE OF BIRTH: (Optional)

ADDRESS:

PHONE:

MOBILE: (Make sure your mobile phone message sounds
professional. Change it if necessary while job hunting.)

EMAIL: (Make sure your email address is one which you can use
professionally ie not hotbabe@hotmail.com. If necessary
create a new email address specifically for job hunting.)
(Do not use your work email unless your current
employer knows you are looking for a new job.)

LANGUAGES: (If any, state level of fluency)

INTERESTS: (Optional. Some employers like to know this type of

information to get an idea of your personality and how
you might fit into their organisation and work group.)

Career Objective

(Optional. This statement is useful if you know exactly what type of position you want.
Provide short statements on the type of role you are looking for. Statements should be
specific and focused but not limit your opportunities.)

Key Professional Skills

(Optional. Can help to highlight your “transferable” skills relevant to the position. Provide
four to five short sentences summing up your key competencies and experiences.)

Personal Attributes

(Optional. Provide four to five short sentences about your main strengths/characteristics you
feel confident about and have demonstrated.)
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Professional Membership

Date/Period Name of Association/Membership
Positions held (if applicable)

Education

SECONDARY EDUCATION:

Date — Date Name of Secondary School
Quallifications attained

TERTIARY EDUCATION:

Date — Date Name of Tertiary Institution
Qualifications attained

(Academic transcript attached)

AWARDS & ACHIEVEMENTS: List academic awards, scholarships, school or sport
captain positions and the year awarded/achieved

Employment History (current or most recent job first)

Month Year — Month Year or Company, Location
Month Year — Present
Position Title

Duties/Achievements included:

Reason for Leaving:

Month Year — Month Year Company, Location
Position Title

Duties/Achievements included:

Reason for Leaving:

(Explain briefly any gaps in employment.)
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Courses

Year Course Title (Course Provider)
Duration (eg two days)

Year Course Title (Course Provider)
Duration

Computer Skills

Package

Package

Package

Referees

VERBAL.: Name of Referee, Position/Title
Name of Organisation/Firm

WRITTEN: Name of Referee, Position/Title

Name of Organisation/Firm

(Copy attached)
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