
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 any other personal details including martial status, gender, nationality Use Arial or a similar business font.  The size should be 10.5 or 11. 

PROFILE 

This is the first part of your CV that an employer reads. This is your chance to highlight the value you can bring to the role and showcase your skills and experience to the employer.  It needs to be concise and compelling and targeted to the job description. This section should be a paragraph of 8 to 10 sentences and never use bullet points.  

KEY ACHIEVEMENTS  

· This section should include a list of 4-8 achievements Use this section to highlight any achievements you may have had in a voluntary capacity. 

· You should include outstanding academic qualifications, results etc. 

· You should include details of group presentations that you have led, presented etc. 

· If you have employment experience then you should provide examples of your achievements, you need to show employers that you have solved problems similar to theirs and that you achieved the results for which they are looking.

EMPLOYMENT EXPERIENCE 

Start with your most recent employment first and work backwards even if this position was not in your chosen field.  If you are a graduate or just starting out most employers won’t expect a significant level of relevant experience but they do like to see a track record of the ability to work. Use active words to emphasise your skills

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 performed 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)

PROFESSIONAL MEMBERSHIPS 

Insert details of memberships 

CORE SKILLS 
· Include details of all skill you have to offer potential employers.

· Example: IT Skills: Microsoft Office: Word, Excel, PowerPoint, Outlook and Explorer

INTERESTS

Include brief details of interests. If you can use your interests to reinforce the skills you want to highlight to the employers.  E.g. team captain would showcase organisational or leadership skills. 
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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