
Your Name 

Contact Details (including Town and County)

Telephone numbers including mobile contact details

Email address & professional Linkedin address
You don’t need to include personal details such as your marital status, gender, nationality. Use Arial or similar business font and the size should be 10.5 or 11. 

PROFILE 

It is important to get this part of your CV right. Often it is the first thing an employer will read and it should set the tone for the rest of your CV. This is your chance to highlight the value you can bring to the role and showcase your skills and experience. It needs to be concise and compelling.  

Your profile should include a brief history of your career with details of the sectors you have worked in and the skills you have used in your career to date. This section should be a paragraph of 8 to 10 sentences and never use bullet points. 

KEY ACHIEVEMENTS  

· This section should include achievements that are related to the skills required in the position you are applying for.

· Include details of a situation you were involved in that resulted in a positive outcome for your employer.  

· Employers want to know that you have solved problems similar to theirs and that you achieved the results for which they are looking. Take your lead from the job description. Example: increased traffic to website by 10% through social media campaign. 
EMPLOYMENT EXPERIENCE 

Start with your most recent employment first and work backwards. Make the description of your jobs strong by using active verbs.  Remember to emphasise the key skills that are relevant to the role for which you are submitting your CV.  Choose your words carefully to reinforce the experience that you showcase to the employer.
Title Held, Name of Company  
Dates of employment 

· Include details of your key duties and responsibilities.  Remember to use active verbs including led, sold, solved, performed etc.
· Include details of your key duties and responsibilities.  Remember to use active verbs including led, sold, solved etc.

· Include details of your key duties and responsibilities.  Remember to use active verbs including led, sold, solved etc.
Title Held, Name of Company  
Dates of employment
· Insert further details of your key duties and responsibilities.  Remember to use active verbs including sold, solved etc..

· Insert further details of your key duties and responsibilities.  Remember to use active verbs including sold, solved etc..

· Insert further details of your key duties and responsibilities.  Remember to use active verbs including sold, solved etc..

Title Held, Name of Company  
Dates of employment
· Insert further details of your key duties and responsibilities.  Remember to use active verbs including sold, solved etc..

· Insert further details of your key duties and responsibilities.  Remember to use active verbs including sold, solved etc..
· Insert further details of your key duties and responsibilities.  Remember to use active verbs including sold, solved etc.
EDUCATION & TRAINING 

List qualifications gained

University name, dates (if applicable)

List any qualifications gained

College name dates (if applicable)

List qualifications gained (do not include Leaving Cert results if you have a Degree qualification)

School name: dates (if applicable)

PROFESSIONAL MEMBERSHIPS 

Add details of memberships 

INTERESTS

Include brief details of interests. If you can use your interests to emphasise your skills then so all the better for example team captain or chairperson of a local group.  

References available on request

Employers don't need this information at the early stage of the recruitment process. Simply add the words “references available on request” 
-ends- 
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