
Name 
Address line 1 
Address line 2 

           Address line 3 
Postcode 

Mobile:   Email:   
 

 
Personal Profile 
Here you should tell the employer about you.  You could say things about your personality, your experience and 
your aims and ambitions.  If you are aiming for a particular job then try and incorporate relevant information to the 
job, such as any work experience or hobbies.  An example may be as follows: 
I am a hardworking, reliable, caring, motivated person, and have lots of enthusiasm, ambition, drive, commitment to 
achieve.  I am especially keen to pursue a career in childcare, motor mechanics, hairdressing, plumbing and hope to 
find a modern apprenticeship so I can gain an NVQ qualification (or equivalent).   My previous experience in this 
area includes work experience at school, my skills gained in my hobby at home, work experience in a job (describe 
what the experience involved). 
 
Key Skills 
List any other skills such as ICT skills (be specific), communication skills (working as part of a team, or on own 
initiative), organisational skills (administration skills – give an example if you can).  You could use bullet points to 
give a clear list: 

• Skill 1 
• Skill 2 
 

 
Work Experience 
List work experience here.  If you have little or no formal work experience you could include work experience from 
school or work experience on a home project.  Include dates, where the work experience was and your job title.  Try 
to give as much detail as you can about what your role involved and whether you had any specific responsibility.  An 
example might look as follows: 
 
[Dates worked]  
Job Title: 
Duties/Responsibilities: 

[Enter Place of Employment/Employer Name]  
[Enter Job Title]  
[Enter description of job duties and responsibilities]  
 
Repeat as necessary 

  
 
 

 
 

Education 
List education here.  If your grades are low you could write something like ‘I completed my Education at St Bridgets 
School, South Park Road, Oxon’.  If you list your grades you could set it out as follows: 
 
[Dates attended]  [School name and address]  

 
Repeat as necessary 

[List Subjects Taken]  [Grades given]  

    

 
     

 



Additional Information 
List here additional information such as whether you have a driving licence, hobbies and interests, if you are a 
member of any clubs or groups and anything else you think an employer might be interested in. You could use bullet 
points to give a clear list. 
 
References 
If possible list 2 references; ideally one should be from your last employment.  You could also have a referee from 
someone at school such as your form tutor or head teacher.  If you do not have any references to hand you could 
write: Excellent references are available on request. 
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