Your Name
Your address (Keep on one line)
Email: (If you don’t have a serious sounding email, get one!)

Tel: (Mobile is best)
______________________________________________________

Work History

	Month/Year started – Month/Year finished
	Job title
Employer

	Sept 2008 – Apr 2010
	Project Manager
Surrey County Council

	
	

	
	

	
	


Education

	Month/Year started – Month/Year completed
	Name of course/qualification
School/College/University name

	Sept 2000 – Jun 2003
	Honours Degree - Business Management

University of Surrey

	
	

	
	

	
	


Personal Statement
A short (!) statement about yourself, including your main skills, willingness to learn new things, etc.

If you have specific skills that might be relevant such as holding a driving licence or professional qualifications this is the place to include them.
Here’s some example text that might help to illustrate the purpose of this section:

I am a motivated and enthusiastic Business Management student looking for work to support my Masters Degree. I have experience of working both alone and as part of a team and have had supervision responsibilities in the past. I am very well organised and enjoy the opportunity to learn new skills. I have substantial experience of customer service, having worked in a number of customer facing roles. I enjoy the challenge that working with both internal and external customers presents.

I am highly computer literate, and am proficient in the use of all Microsoft Office applications. I hold a full UK Driving licence.
Key Achievements

A few things that you’ve achieved in your previous jobs. If you’re applying straight from college or University this could be extra curricular activities from there, or it could be specific assignments. 
Bullet points are best! Here’s a short example:
· Completed an Honours Degree in Business Management in 2 years rather than the allotted 3. Due to my exceptionally high grades I was offered and accepted a place on the Masters course.
· During my time as a Team Leader at Dave’s Computer Emporium I was responsible for training new staff.
· Whilst studying for my Honours degree I decided to further my knowledge of Microsoft Office products, so I completed Microsoft Office training courses at my local college.
References

	Reference name (Employer/Personal reference) Delete as necessary
Job title
Address line 1
Address line 2

Address line 3

Address line 4

Tel: 

	Joe Bloggs (Employer reference)
Head of Financial Services
Surrey County Council
High Street
Guildford
GU23 9SR
Tel: 07753 647897


