CURRICULM VITAE


	Personal Details


Name 

:
<type here>
Address
: 
<type here>

Town/City
: 
<type here>
Telephone
: 
<type here>
Mobile

: 
<type here>
Email Address 
: 
<type here>
	Personal Profile (current job role)


EXAMPLE: An enthusiastic person with a diverse range of administrative/ clerical experience. Outgoing with strong and effective organisational and communication skills. Good team player and excellent computer skills. Versatile and learns new tasks quickly. ch as common sense, flexibility and a positive attitude
	Areas of Expertise


· Advanced user of Microsoft Office (Word, Excel, Access, Powerpoint, Outlook), Microsoft Windows 95/98, Internet.
· Improving record keeping using computer database and spreadsheet software
· Short hand minute taking at meetings
· Motivational and team building skills

· Supervisory skills

· Office duties

· Controlling budgets and presenting reports

· Organising events

· Facilities management

· Saved £5000 through supplier relationships

	Education / Professional Development / Training


All qualifications and training, most recent first, showing grades attained

College / University
/Training Provider

Qualification

E-Learn.uk.com




Certificate in Office Management
     E-Learn.uk.com




Reception Skills
     Great Yarmouth College



N/SVQ Levels 1, 2 and 3 in Business and Administration

Lynn Grove GM High School
9 G.C.S.E.s (English, English Literature, Maths, Double Science, Geography, History, French, Drama)
	Professional Experience and Achievements


What can you bring to a new company or role? 

EXAMPLE: An experienced administrator with a positive attitude and desire to get things done well and quickly.

copy and paste company logo here 

Job Title:

<type text here>

Company:

<type text here>

Dates (from to):
<type text here>

Location:

<type text here>

List your day to day duties here. Selling space for you.  To help you write down main sections of your job then day to day duties under each section.  Finally pull out the most valuable information and list.  No more than 20 pointers.

· Provided Administrative support to 5 office based staff
· Made appointments
· Dealt with emails & general correspondence
· Typed/coordinated proposals & quotations
· Maintained database
· Answered the phone
· Liaised with staff 
· Organised stationery/supplies
· Post
· Photocopying, filing and general office organisation
· Liaised with accounts staff
· Organised golf/shooting days, drinks parties and industry events
· Coordinated/contributed to production of marketing materials (i.e. web site, brochures, mailings etc) and represented the company at various marketing events.
Please repeat for all other jobs however keeping to 5 – 10 pointers UNLESS previous roles were more demanding. Make sure that gaps of employment have been covered. Make sure that employment links from education.
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