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Blank CV

Preparing your owr

CURRICULUM VITAE

NAME:

ADDRESS:

TELEPHONE NUMBER:
DATE OF BIRTH:
NATIONALITY: o
MARITAL STATUS:
EDUCATION:

(Dates)  (Name and location}  (Quali
studlied)

cations or subjects

EMPLOYMENT:

{Dates)  {Name and location)  (Position held and main
duties)

OTUHER SKILLS:

INTERESTS:

ADDITIONAL INFORMATION:

REL]
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' Graduate (Version 1)

Guidelines and axamples

CURRICULUM VITAE
NAME: Michael SMITH
ADDRESS: 935 Main Road
Manchester M16 8AP
TELEPHONE; 0161-693 0000
DATE OF BIRTH: 27 August 1978

MARITAL STATUS: Married

EDUCATION:

1989~ Frankwell Secondary  GCSEis:

1996 School Seven subjects including
Shrewsbury English Language, Literature
Shropshire and Mathcumatics

Alevels:
Mathematics B, Geography C

1996~ Lowston Polytechnic  BA (Hons) I}

iness Studics:

1999  Lowston Specialised in marketing and
Surrcy financial management

2002- London Massage ITEC Course in Massage,

2003 School Anatomy and Physiology:

London SW18°

ining in technicques to give
professional, therapeutic
treatment, aliied with a sound
kuowledge of the systems of
the body and their relevance
o massage

1003~ London Massage Intermediate Massage Training
late  School Course:
London SW18 Continued training by studying

shiatsu, medical massage,
reflexology and breathing and
celaxation technigues

EMPLOYMENT:

2001~ Private work Consultant Masseur:

2003 inthe London area -Relaxing, prolcssiunal.
therapeutic massage with
essential oils

1999-  Employment agencies Various clerical positions:
2001 in the Londun arca General office work a.ud
dealing with the public

OTUER SKILLS:

I have a working knowledge of aromatherapy, reflexology an:
shiatsu. Uh current, clean driving licence and have recentl
acquired basic keyboard skills.

ADDITIONAL INFORMATION: .

1 have always used my hands in a creative way, and I'uuvur
massage a natural progression, which is innmenscly rewardin
and fultilling.

Fam a fricndly, outgoing person, and am able to get on wit!
people in all situations. T am reliable, trustworthy, panctual an:
meticukous. | have the ability to work well as part of a tcam, ¢
deal competently with adnzinistrative dut d particularl
enjoyed the financial aspects of my business course,

fette Deckett (Principal)
London Massage School
Westcliffe Road

London SW18 2118

Tel: 020 8339 0000

Clare Maledy (Course Tutor)

BA Business Studies
Lowston Polytechnic
Lee Street

Lowston
Surrey KT3 2MN

Tel: 020 8448 0000
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you can thitk creatively and work on presenting yoursell in the
Dest light. Choose a quict time and place where you will not be
disturbed, as you will need all of your concentration for the
task. Using the blank form at the end of this chapter on pages
98-99, start to fill in alt the sections, beginuing with youe
personal details, through to your referees. Refer to Chapter 3 to
help you to complete each section,

Education .

In your first go at writing this document you should not hold
back. At this stage you waut to put in all the information that
you can remember. Starting from your sccondary cducation
{age 1 onwards), include every school and college attended,
cach course studied and all qualifications gaincd. You can sift
and evaluate this information later on, but it is casicr to decide
to leave material our than to find out dhat you do not have
enough to include. Take yoursell back to those days and (ry to
think back to the time you spent at each of these places. Include
any particular achicveiments or events that you remember.

Employment

Move on now to note down every employer that you have cver
worked for, whether it was full- or part-tisue, holiday or
voluntary work. This represents the essential raw material from
which will come the finished version of your CV. You will not
want to include every possible detail in the real thing but
writing them down in rough will help you to decide what 1o use
later on. "Iy to be as accurate as possible with the relevant
dates.

Other skills

Rack your brains for things to add to this section. Driving
licence, first aid, computer and word-processing skills would alt
fit in here. There may be some particular skifls that arc relevant
to the job you are applying for that you have not been able to
include clsewhere, such as using certain tools, machinery or
cquipment. Language ability should be mentioned in this part of

Preporing your o

the docunent, There inay be specific practical trainis
that you liave atiended that fit into this scetion, ¢g
courscs, customer care, sales and marketing or manay.
-

Interests

For this draft CY, incude any pastimes or hobbics tha
ever spent time on, to give you a fist from which to chot
four sporty pursuits; then write down the sane nunilr
itics which show your other interests, The more you v
you are an “all-rounder’, the better. Include interests
you can usc your brain as well as your hands and thoe
trate that you ctijoy tcam involvement as well as solo +

Additional information
This is the section where you can really go to town.*
your CV to jutp out at an cmployer, use this space
your particular strengths. Just write down what your
or peehaps your wother, would say about you - on
How would they describe your best points ro an e
Don’t worry about sounding boastul, This is e
mation that employers will have to go on, so th
telling them that they should definitely invite
interview. Remember only to tatk about what you !
iltustrate what you think you can contribute
position. Creale two paragraphs as a mininum har

References

Include two referces who will help create a goo
about you. Check with both your referces that of
happy 1o be included in your CV. Make sure
are correct and include full and current contact det
their e-mail addresses.

Step 2: Editirj your CV

Now read everythiing you have written down so |
what 10 include or defete. You will need 10 spend
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