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(YOUR NAME)
(Your Permanent Address)
Tel: ************** / Mobile: ************* / Email: ****@*****.com
PERSONAL PROFILE

A brief summary about yourself, include your achievements, skills and your objectives. This statement should be catchy and engage the reader to want to read more. For this use industry related words and keywords that the hiring manager will be able to relate to and would ideally be looking for. This is almost a reference of what somebody else would say about you. This can even be written in the 3rd person.
Achievements, Experiences and Goals (Past, Present and future)

FOR EXAMPLE: 

A highly motivated, ambitious sales and business professional with a 2:1 Honours degree in Computer Science. Over Eight years experience in recruitment sales, including great success within Finance, Banking and IT recruitment, along with advertising and media B2B sales. Flexible, committed and passionate individual with excellent communication and closing skills. A calculated risk taker, who loves achieving higher then set targets.
I drive to be the best at what I do and stand out amongst the rest. My management style has always been leading from the front, persistence & substance. 
My career goals are to continue to implement skills learnt from my degree, work experiences & business to travel further along my career. For me, working towards new ways of applying the knowledge and skills I have learnt has been very important to my progression and by widening my knowledge and challenges I hope to fuel my enthusiasm for understanding and applying myself to higher limits. 

KEY ACHIEVEMENTS
Everybody has achievements so be sure to list them. These could include your sales figures, key wins, times of recognition, results achieved... To be honest you can use anything, it’s more about how you explain it. Sales figures and billing history is highly recommended. Also Trophies or Awards in sport or competitions (Extra-curricular)
For Example: 

(Current Employer):

· Setup IT into Finance desk from scratch
· Billed over £320K in 2009 
· Set up innovative concept to attract UK recruitment clients 
(Previous Employer 1):

· Helped set up a business start up 

· Won several award for sales & contribution to the UK growth 

· Won overall Top Sales performer for 2006 

· Closed the largest deal in 2007 (Inc. **************************)

(Previous Employer 2):

· Won “Top sales person” award for most sales over a 3 month period
· Hit 16 out of 17 set targets, overachieving in 14
· Won 3 quarterly awards for “Online Sales Performance” in 2004. Resulting in winning the overall 2004 yearly award
· Due to success, I was promoted to National Account Manager   

· Was part of the Company Football team where we won the regional competition and I was voted man of the match etc...

SKILLS AND TRAINING
Optional Section – If you include this make it add value to your CV. Do not mention basics like; using Microsoft Word & Excel (unless this is an important part of the required role… Everybody can use Microsoft. Add things that are specific to jobs you are applying for. E.g. If your new role requires you to drive add full Driving license, or if your new role requires a particular knowledge or skill add that e.g. C++ knowledge, Visual Basic Knowledge, Sage knowledge etc… Also state what level you can do this e.g. Moderate or Professional or Gained grade A in training etc…) 

Also add any language experience and level of knowledge

For Example:

· Extensive knowledge of New Business Generation & Sales processes
· Training courses attended in Management, Sales Training, Negotiation, Objection Handling, Presenting and Booking Appointments. 
· ACA Certified gaining a distinction in overall assessment

EMPLOYMENT HISTORY

Here you should list your employers by most recent first and end with the oldest. You can briefly describe the company if you so wish but most importantly you must describe the most important aspects of your job role. Use positive language and don’t under sell yourself. For example; if you were responsible for sending the post among several other more important tasks, focus on those and not the post. 

Do use examples and drop in company names and the level of people you worked with. Explain in more detail what you achieved and how you added value to the business. Do use figures and facts if possible.   

For Example: 

April 07 – Present: 
(Current Employer)



 IT into Finance Recruitment Director 
· (Current Employer) works with major banks in London, providing staffing solutions for their IT and Finance requirements. 

· Key relationships established with large corporations such as; ******, ***** ,****** and many more

Achievements:

· My desk grew from £0 p/m to me personally billing over £24K p/m within my 1st year
· I am consistently in the top 3 billers within the company

Reason for leaving:

· Relocation to the South East

Jan 04 – April 07:
Previous Employer 1



Senior Account Director (Direct FTSE 100 – 250, Field Sales)

· Headhunted to launch UK site for one of the largest Job sites in the UK
· Hired as 1st UK employee to help set up sales division from scratch

· Targeted FTSE 250 (Direct) selling recruitment advertising solutions to director level

· Generating new business though cold calling, networking, referrals & research

· Top sales performer for 2006 & Top incremental revenue 2006 (Direct - field sales)  
· Won several sales / performance awards and recognised for my vast contributions

· Set up and trained strategic sales group who hit 80% of set targets
EDUCATIONAL DETAILS

List your highest qualification first – Only mention grades if they represent you well.

For Example:

2000 – 2003                ************** University 

BSc (Hons) Computer Science. 2:1 

State Modules if relevant to Role E.g. If applying to IT role, state all IT modules you studied etc…

1998 - 2000

***************** College 
3 A-Level passes in Chemistry, Biology and Geography. 

1996 - 1998

**************** High School

10 GCSE (A-C) passes, including English, Mathematics and Science  
HOBBIES AND INTERESTS 

This section is important, most people have run out of stream by now. But if you want to impress make sure you use this section well. Don’t do the norm and say ‘I like sports and going out with friends.’ This is hugely boring and a waste of space. 

Be more specific in hope to hit a chord with the reader, you may get lucky and they are interested in the same hobbies as you. Or they may be specifically looking for sporty personalities who have led teams etc...  

END THE CV ON A HIGH

For Example:
I love travelling and experiencing new unique places, I have recently come back from a short trip to the Far East and Australia. I have always been interested in buying and investing in properties abroad, this was one of my goals achieved this year when I purchased a property in Morocco. In my free time I enjoy cooking especially for other people while playing several sports keeps me active. I am the team captain for my local football team and also regularly play tennis, golf, squash & cricket – I enjoy being competitive and being a winner. 
Add things that will set you apart from the normal person and that the interviewer may be interested in talking to you about to build rapport and get to know you. If the person looking at your CV thinks you are a fun exciting person they are more likely to want to call you in for interview.

REFERENCES AVAILABLE ON REQUEST

Try and keep your CV to a maximum of 2 pages. If it goes over cut some irrelevant stuff out

IF YOU WANT HELP WRITING YOUR CV OR HAVE ANY QUESTIONS YOU CAN SPEAK TO A SPECIALIST FOR FREE ON;
Tel: (020) 8902 0194 

Email: apply@Apply4U.co.uk 
This CV Template was provided by Apply4U.co.uk 
Visit our website www.Apply4U.co.uk to let us discreetly Job Search for YOU for FREE. 
