[FULL NAME]
[Phone number] | [Email address] | [LinkedIn or portfolio URL]
Replace all bracketed prompts with your details. Delete this instruction and any sections that do not apply. Use only accurate achievements and results.
EDUCATION AND QUALIFICATIONS
[UNIVERSITY], [DEGREE AND SUBJECT], [MM/YYYY – MM/YYYY]
• [Achieved or predicted degree classification / grade]
• Analysed [data or topic] using [tools or methods] to [purpose or outcome].
• Produced [report, dissertation or project] on [topic], demonstrating [relevant skill].
• Presented [research or findings] to [audience], communicating [key insight or recommendation].
• Relevant modules: [Module 1], [Module 2], [Module 3].
[SCHOOL / COLLEGE], [LOCATION], [MM/YYYY – MM/YYYY]
• [A levels or equivalent]: [Subject (grade)]; [Subject (grade)]; [Subject (grade)].
• [GCSEs or equivalent]: [Number and grades], including [relevant subjects and grades].
RELEVANT EXPERIENCE
[ROLE / INTERNSHIP TITLE], [ORGANISATION], [LOCATION], [MM/YYYY – MM/YYYY]
[Optional: one short sentence describing the organisation and your team or remit.]
• Developed [deliverable or initiative] to address [need], resulting in [verified outcome].
• Researched [topic or market] using [sources or methods] and identified [insight or opportunity].
• Analysed [data or options] with [tool], informing [recommendation or decision].
• Presented [findings] to [audience] and incorporated feedback to improve [output].
EMPLOYMENT HISTORY
[JOB TITLE], [EMPLOYER], [LOCATION], [MM/YYYY – MM/YYYY OR PRESENT]
• Managed [responsibilities] while balancing [competing demands], meeting [standard or deadline].
• Handled [volume of tasks or customers] per [period], maintaining [quality or service standard].
• Resolved [type of problem] by [action], achieving [verified result].
[PREVIOUS JOB TITLE], [EMPLOYER], [LOCATION], [MM/YYYY – MM/YYYY]
• Built relationships with [customers or colleagues] through [specific communication or support].
• Collaborated with [team] to complete [task or project], achieving [outcome].
EXTRACURRICULAR ACTIVITIES AND POSITIONS OF RESPONSIBILITY
[SOCIETY / CLUB / VOLUNTARY ORGANISATION], [ROLE], [MM/YYYY – MM/YYYY]
• Led or supported [team or initiative] to achieve [result] within [timeframe].
• Organised [events or activities], coordinating [people or resources] alongside [other commitments].
• Supported [members or community] through [mentoring, training or service], resulting in [impact].
SKILLS AND ADDITIONAL QUALIFICATIONS
QUALIFICATIONS: [Course or certification], [Provider], [Year] — [Relevant project or learning].
TECHNICAL SKILLS: [Software, tools or methods] — [Proficiency and brief evidence of use].
LANGUAGES: [Language — proficiency]; [Language — proficiency].
DRIVING LICENCE (OPTIONAL): [Licence type / category and issuing country, if relevant to the role].
REFERENCES (OPTIONAL)
[References available on request — or omit this section unless requested.]


