


NAME <<Insert name on this line>>

Mobile 
Email (make sure your email is a professional one)
Current Location (e.g Gloucester… never address or postcode)


Personal profile:   Personal Statement Use which heading you prefer
Write a small paragraph, using first person and doing words e.g - being a …,  having …. Etc..and not too many “I”s --- DO THIS SECTION LAST 




Key Skills:    You can use bullets or write sentences for your skills 
	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 



OR
SKILLS:  Example below – amend as per your skills 
· Communication: Verbal / Written including face to face, on the phone and virtually, messaging, emailing. 
· Team working and Interpersonal: working as a team, developing good relationships.  
· Technical: IT MS office, 
· Critical Thinking: Problem solving, Observation, Simplifying and explaining to others. 
· Creativity: ........
· Organisational skills – organising ……


Education and Qualifications: Predicted Grades Example below – amend as per yours
	Barnwood Park School 
	Barnwood, Gloucester
	Sep 2019 – Jul 2024

	Qualification 
	Subject 
	Grade
	Date 

	GCSE
	English
	4
	Feb 24 

	GCSE
	Mathematics
	5
	Feb 24

	GCSE
	Combined Science
	5
	Feb 24

	BTEC
	Child Care 
	Merit 
	Feb 24

	
	
	
	

	
	
	
	




Work Experience and Employment History  Add ant work experience, work or voluntary work you have completed – copy the tables below if need more than one 
	Insert role here
	Insert Company & location
	Insert Date ..month year – month year

	Responsibilities in the role: 

	· INSERT what you did in your role here 
·  
·  
· 

	Skills used in role: 

	· 

	· 

	· 

	· 

	 Experience and skills gained in this role: 

	· 

	· 

	· 

	· 




Professional Training and licences   Delete if not needed 
	Name of company/licence
	Where taken
	Insert dates 

	·  





Hobbies and Interests:
Paragraph about what you do outside of school, things you enjoy. Etc.. 


[bookmark: _GoBack]Note: When you have finished – convert all tables to tabs so that it gets through the recruitment software. 
On page 2 add your name to the footer. (delete this note when done)



Page 1 of 2


Page 2 of 2	Name 

