Your full name

Your home address

Your home phone number

Your mobile phone number

Your personal email address
Kick off with your name, using “Curriculum Vitae” as a heading states the obvious and is a waste of space.

Personal statement

Your personal statement should be no more than 50 words and describe how you can help an employer to prosper. Be careful to avoid clichés and tell the recruiter something unique. Take a look at Make a personal statement for more guidance.
Qualifications

List any relevant courses and qualifications with the level or grade if appropriate.
Course/qualification

Dates from and to
Education institution
Grade
If you’re fresh out of university, you may want to go into more detail with a section on your areas of study and the related skills you acquired – but remember this information must be relevant to the job you’re applying for.
Areas of study

Conducting research into financial sector companies and how they attract and convert local businesses. Findings to be published in Marketing magazine.

Skills acquired
· Advanced market research and analytical skills developed through interviewing marketing professionals in the finance sector.

Key skills and achievements

Focus on the skills and experience that demonstrate you would add value to the company in question. Explain what you did, how you did it and what was achieved. 

· Conducted desk research to identify decision makers in core market; called and emailed them and arranged interviews with 12 individuals. Designed questionnaire to benchmark marketing activity. Obtained 12 in-depth interviews giving insight into marketing activity and success metrics.

Employment history

If your employment history is relevant to the job in question, list up to three work histories starting with your most recent job first. If you have no employment history, list any voluntary work or team based hobbies.

Job title

Dates from and to

Company name (or team name)

Training and awards

List any relevant courses and work-related awards here.
Interests

Try and keep this to a single line. If you don’t have a work history, list awards and personal achievements here.
Referees
Either provide two referees (usually people you used to work for) or state “Available on request”. 
