[YOUR NAME][Town/City]  |  [Phone]  |  [Professional email]
[LinkedIn or portfolio URL]

PROFESSIONAL PROFILE[Write 3-5 lines explaining your experience, strongest skills, target role and the value you offer. Tailor this section to each vacancy.]

KEY SKILLS•  [Skill relevant to the job]
•  [Technical or industry skill]
•  [Communication, leadership or customer skill]
•  [Software, system or qualification]

EMPLOYMENT HISTORY[Job Title] - [Employer] |  [Month Year - Month Year]
[One sentence describing your responsibilities and the purpose of the role.]
•  [Achievement using an action and measurable result where possible.]
•  [Example: Improved completion rates from X% to Y% by...]
•  [Evidence that matches an important requirement in the job advert.]

[Previous Job Title] - [Employer] |  [Month Year - Month Year]
•  [Relevant responsibility or achievement.]
•  [Relevant responsibility or achievement.]

EDUCATION AND QUALIFICATIONS[Qualification]- [School, college or provider]  |  [Year]
[Add relevant modules, grades or professional certificates only when useful.]

ADDITIONAL INFORMATION[Driving licence, languages, professional memberships or availability if relevant.]

References available on request.

