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PERSONAL PROFILE




KEY SKILLS

· Make these stand out
· Don’t just say you have a skill, prove it 
· Highlight awards and recognition 
· Relevant additional abilities 
· Include numbers to catch attention 

EMPLOYMENT HISTORY

EMPLOYER NAME ______________________________
Job Title _______________________________						_____ _____ – _____ _____

· [Responsible for providing a high level of customer service in a busy high street retailers]
·  
· Duties included …
·  
·  

EMPLOYER NAME ______________________________
[bookmark: _GoBack]Job Title _______________________________						_____ _____ – _____ _____

· [Working as part of the facilities team in a large office complex, resolving a wide range of maintenance issues]
·  
· Duties included …
· 
·  

EMPLOYER NAME ______________________________
Job Title _______________________________						_____ _____ – _____ _____

· [Temporary contract in the administration office of a small manufacturing company]
· 
· Duties included …
·  
·  

EDUCATION and TRAINING

SCHOOL/COLLEGE/UNIVERSITY/TRAINING PROVIDER NAME ___________________________________________
Qualification _______________________________					_____ _____ – _____ _____
Qualification _______________________________
Qualification _______________________________

SCHOOL/COLLEGE/UNIVERSITY/TRAINING PROVIDER NAME ___________________________________________
Qualification _______________________________					_____ _____ – _____ _____
Qualification _______________________________
Qualification _______________________________

ADDITIONAL INFORMATION

