EXAMPLE CV 

CURRICULUM VITAE
Name
Address Line 1
Address Line 2

Address Line 3

Postcode

Contact detail
Date of Birth
Personal/Profile Career Aim

I am a hard working and dependable school leaver with a good eye for detail, and able to work well both independently and in a team.  Part time and holiday work at a local newsagent has taught the value of punctuality, following instructions accurately and also developed confidence in my ability to handle day-to-day problems appropriately.

With a particular interest in retail work either sales, marketing or distribution, I would appreciate a position that provides the opportunity to continue to build further retail experience.

Key Skills/Achievements (Optional)

· Represented school at Football and Athletics

· Participated in Glasgow Marathon 1998

· School Prefect

· Proficient user of : Home Computer; Photocopier and Fax Machines

Education/Training

September 1994


John Bosco Secondary School, Basildon
June 1999



Higher

English and Geography

Standard Grade

English, History, Mathematics, Modern Studies, Geography, Chemistry and Physics
September 1999


Southend Training Group

January 2000



Scotvec Level II – Business Administration

Using information technology in business; operating photocopiers and fax machines; preparing written correspondence; dealing with Incoming and outgoing phone calls.
Employment

Jan 1999



Hayes Newsagents, Southend
Present



Shop Assistant

Picking and packing orders for deliveries; Delivered newspapers and magazines reliably; Handle customer enquiries and complaints; Cash handling duties.

Voluntary Work Experience (Optional)

April 1997



St Francis Football Club

Present



Helper
Assist in running a football team for young boys aged 8 – 12 yrs.
Hobbies/Interests

In my spare time I am a regular attendee at my local Leisure Centre and enjoy swimming, and weight training.  I also enjoy reading, going to the theatre and socialising with my friends.

References

Available on request

