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PRIVATE AND CONFIDENTIAL

Curriculum Vitae

	NAME:
	

	DATE OF BIRTH:
	

	NATIONALITY:


	

	LANGUAGES:
	

	ACADEMIC:

Include the years & the college or Institution that you conducted your studies in.  Place the most qualifications first.

	

	COMPUTER SKILLS/Equipment Used

	

	ADDITIONAL TRAINING:


	


EMPLOYMENT PROFILE
	Dates:
	

	Employer Name:
	

	Nature/Size of Employer
	

	Job Title:
	

	Reports To:

Supervises Team Of:

Works in a Team Of:

Daily Tasks:

(Please complete this section in as much detail as possible. Try to include ‘buzz’ words, names that may be familiar to prospective employers or include all the machinery you use and any actions/procedures that you may cover. Break down your daily tasks and make no assumptions. We would rather you include too much rather than too little information here as certain aspects of this will be applicable to some clients and not others etc)


	

	Special Projects/Assisted with:

Again this should be filled out in detail but please note that is not just Special Projects we want mentioned.  Anything you may have assisted with within your role, even if it was once a year…this we generally use to ‘sell’ your potential and open more doors for you.  If you get involved in a number of different areas you can sub-divide this section
	

	Notable Achievements:

Please don’t be modest here!  Include everything you can think of, no matter how small.
	

	Reason for leaving:
	


	Dates:
	

	Company Name:
	

	Nature of Business
	

	Job Title:
	

	Reports To:

Supervises Team Of:

Works in a Team Of:

Daily Tasks:


	

	Special Projects/Assisted with:


	

	Notable Achievements:


	

	Reason for leaving:


	


	Dates:
	

	Company Name:
	

	Nature of Business
	

	Job Title:
	

	Reports To:

Supervises Team Of:

Works in a Team Of:

Daily Tasks:


	

	Special Projects/Assisted with:


	

	Notable Achievements:


	

	Reason for leaving:


	



