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Personal Details

Date of Birth: This is optional
Nationality: This is optional
Marital status: This is optional

Relocation: Available to relocate to specified regions

Summary

A short statement clearly defining your field of expertise
and the type of jobs being sought.

Education

University study including any degree/s attained
A summary of your field of study and any degrees attained.

For career-starters / graduates, this section will be more
thoroughly detailed, with information regarding the diploma
thesis, any foreign exchange semesters, and a summary of
courses coverded in the curriculum.

Vocational training
A summary of what was learned and at which company or
career college the training was done

Notable in-house training which is relevant to the type
of jobs for which you will be applying

This section cal also include relevant home study or e-
learning courses undertaken

Career

British Industries PLC, Hull
Position title

Summary statement about the company indicating its
business sector and sometimes its market position.



May 2005 —
July 2007

Jan 2000 -
May 2005

Tasks: summary statement of the most common tasks
performed, composed in a concise and informative
paragraph of reasonable length. As necessary, the tasks
summary may require one or several sentences.

Accomplishments: Summary of notable results attained at
this company. Most commonly this would include sales
turnover, cost reductions, campaigns realized, projects
completed or increases in section efficiency. It might also
include special company awards.

Bulldog Engineering Company PLC, London
Position title

Summary statement about the company indicating its
business sector and sometimes its market position.

Tasks: summary statement of the most common tasks
performed, composed in a concise and informative
paragraph of reasonable length. As necessary, the tasks
summary may require one or several sentences.

Accomplishments: Summary of notable results attained at
this company. Most commonly this would include sales
turnover, cost reductions, campaigns realized, projects
completed or increases in section efficiency. It might also
include special company awards.

Highland Industries Ltd, Aberdeen
Position title

Summary statement about the company indicating its
business sector and sometimes its market position.

Tasks: summary statement of the most common tasks
performed, composed in a concise and informative
paragraph of reasonable length. As necessary, the tasks
summary may require one or several sentences.

Accomplishments: Summary of notable results attained at
this company. Most commonly this would include sales
turnover, cost reductions, campaigns realized, projects
completed or increases in section efficiency. It might also
include special company awards.

Skills

Business development and sales skills
Administration and Accounting skills
Creative skills

Technical skill

IT skills

Languages spoken

Management skills

Customer relations skills

General business skills

People and other soft-skills



e  Typing speed (wpm).

Interests

Technical Interests
Sport and fitness interests
Artistic/cultural interests



