Name

Job Title

Personal Details                                                                                                                                                                                     
[Address]:

[Telephone Number]:

[Mobile]:

[Email Address]:

[Driving Licence Y/N – to include commercial vehicle entitlement if applicable]

Profile

Include details of your current role and career background with a brief over view of your relevant experience and skills (no longer than a paragraph).
Education & Qualifications

Start with your academic qualifications, e.g. GCSE’s, A levels, GNVQ’s or Degree etc.  Also include any Vocational qualifications e.g. NVQ’s, Btec, City & Guilds you may have achieved, it is worth including any accreditations passed.

[Name of Qualification]






[MM/YY – MM – YY]

[College / Awarding Body]

[Name of Qualification]






[MM/YY – MM – YY]

[College / Awarding Body]

Repeat above as required
Employment History

[N.B.] Limit employment history to 10 years, unless experience is relevant to the role you are looking for. List most recent role first, and be sure to include the full name of the company you worked at, dates and the location and manufacturer/trade courses you completed.

[Role] at [Employers Name] – [Location]
[start month/year] to [end month/year]

· Include a maximum of 10 bullet points about your key responsibilities and achievements.

[Role] at [Employers Name] – [Location]
[start month/year] to [end month/year]

· Include a maximum of 10 bullet points about your key responsibilities and achievements.

Repeat above as required
References

List a minimum of two referees (more is beneficial) who are able to comment on your performance in your most recent positions, including their name, and full contact details.

If at any stage you need assistance with your CV, please contact Kemp Recruitment on 0330 440 2323 who will be happy to help.

