CV Template



First Name Surname
Address Line 1
Address Line 2
Town
County
Post Code

anything@anything.com	028 XXXX XXXX		077XX XXXXXX

Profile
· [bookmark: _GoBack]Short snappy description of 4/ 5 skills/experience relevant to the job you are applying for
· For example, Computer literate, good working knowledge of Word and Excel
· Or Production Operator with 10 years’ experience working in a LEAN manufacturing environment
· Avoid generalisations like “hard worker”; “enthusiastic”
· Limit to 4 or 5 points

Experience
Michelin Plc, Ballymena			Date started at Michelin – Present

Current Job Title					Date started in this role – Present
Short summary of your current role – think about how you would describe what you do to someone you don’t know – keep it to 1-2 sentences. Responsible for (or Duties include):
· Think about the duties in the role you are applying for and where possible match these to the duties you list in your CV
· For example if the job you are applying for asks for a knowledge of H&S you could write something along the lines of – Responsible for maintaining H&S and quality standards, ensuring the work area is kept hazard free and that machines are operating properly.
· 
· 
Previous Job	at Michelin				Date started in this role – date ended
Normally you don’t need to go into as much detail in previous jobs unless you used skills that are very relevant to the post you are applying for, or you held this role recently.  Duties included:
· 
· 
· 
Name of Previous Employer				Date Started – Date Ended
Job Title
If your previous employment was over 10 years ago this is all the information you need 


Education & Training
List any 3rd level qualifications first – e.g.  BEng Mechanical Engineering (2.1, 1999)
Check the requirements for the job and make sure you have included all relevant qualifications/training
Don’t include an exhaustive list – only list those courses that give recognised qualifications or that are relevant to the job you are applying for
Don’t include A’Levels/GCSEs if you hold a 3rd level qualification, otherwise include only a summary– e.g. e.g. 5 x GCSEs at Grade C and above including Maths and English 


Interests
Only include Interests in your CV if:
· They are relevant, for example you have developed skills or experience relevant to the role you are applying for
· You have been involved at a high level, for example represented your country or held a position of office 
· You have space at the end of your CV that couldn’t be used for any more valuable information.

References
Unless the role you are applying for specifically asks for the names and contact details of referees to be included in your CV then there is no need to include references.
