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Professional Profile

This is the first part of the CV that will be read and needs to include skills, achievements and competencies that are relevant to the job you are applying for. Think about what makes you unique and avoid overused phrases such as “team player” and “good communicator”. Around five or six lines of text should be sufficient. An example profile is as follows:

A positive and proactive professional combining a highly successful background in sales and account management at a regional level with extensive experience in the motor industry.  Specialises in managing relationships with existing clients whilst identifying and maximising new opportunities for revenue development.  Adept at elevating performance throughout all areas of accountability through the design and implementation of robust improvement strategies. Adopts a confident approach to client liaison and is proven to develop beneficial internal and external relationships.  
Career Summary

Start with you most recent employment first, clearly stating your job title, employer and dates of employment. Use bullet points and focus on the areas of your employment that demonstrate increased responsibility, examples of tangible success and desirable skills that relate to your desired new role. 

An example of how to structure job descriptions is as follows:

Employment Dates 
Job Title, Employer  
· Ownership of regional sales function for Northern Ireland and Scotland comprising of 186 accounts and involving responsibility for revenue streams throughout all business areas including commercial, government and insurance sectors

· Maximising revenue generation through the development and implementation of regional sales strategies, currently deriving monthly revenues of £82K with estimated annual turnover of £984K

· Maintaining the brand as a market leader by monitoring competitor and market activity and adapting sales strategies accordingly 

· Instilling a continuous improvement ethos, maintaining a comprehensive knowledge of the motor, haulage, fleet and insurance industries to provide clients with maximised value 

· Heading the highly successful roll out of a new security product into the marketplace 

Key achievements include:

· Delivering an 11% increase in year on year revenues from £886K to £984K

· Facilitating the re-negotiation of a number of contracts following historically low spend including a Rescue service project now deriving year to date turnover of £28K with projected year end spend of £36K

· Spearheading a new insurance referral programme, on target to achieve cumulative revenues of £64K by end 2010

Employment Dates 
Job Title, Employer  
· Integral to the initial launch and subsequent growth of the Northern Ireland franchise, quickly establishing the brand as a market leader
· Accountable for the penetration of the residential market, securing sales of television and internet packages through door to door sales 

· Overseeing the management of client accounts, liaising with customers regarding outstanding balances and negotiating payment plans

· Providing a high level of after care service, contacting customers to ensure satisfaction 

Education and Qualifications

You do not need to add too much detail to this section, simply list your most recent qualifications first and include course titles and dates of attainment.
For example:

BSc (Hons):

Business Management, Oxford Brookes University (2001)

3 A Levels:

Psychology, English, French (1998)

7 GCSEs:

Including English and Mathematics (1996)

Professional Training

Include all relevant training courses that you have attended

For example:

· Key Account & Territory Management 1,2 & 3

· Effective Account Management (Credit Control)
· Customer Communication Techniques  
Interests
You do not need to include an interests section but if you do keep it brief and in list form

For example:

· Water Sports, Football, Gym, Motor Sports, Music 
References are available on request
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