Example Name
Example Address 
01234 567 890 
example@example.co.uk
Profile 
This is the first part of the CV that will be read and needs to concisely sum up your academic achievements, professional skills and personal attributes. Try to 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:

Talented and driven individual with in-depth experience in senior account management and nurturing key client relationships within the health and medical sector. Strategic operational expertise in maximising revenues and profitability within £multi-million key client contracts. Demonstrates outstanding communication and negotiation ability at Board level and garners support, trust and influence with all key stakeholders. A competent and experienced people manager who takes pride in the innate ability to motivate and enthuse large teams to achieve a common goal. 

Key Skills 
It can be helpful to split this section into categories such as Sales, Account Management, Marketing, Communication Skills, Time Management, Technical Skills, Analysis and Problem Solving etc. Where possible back up claims with examples of experience and achievements and try to include skills that are relevant to the roles you are applying for. 

For example:
Business Development/Sales: 


· Well rounded sales and business development specialist combining a high level of business acumen with valuable experience in commercial settings
· Demonstrable understanding of the intricacies of vehicle advertising acquired within market leading companies such as Acme Entertainment   

· Expert conversion of sales leads through the identification of current and future market requirements with specific achievements including the growth of the Acme client portfolio from 400 to over 30,000 clients within three years 

Initiative & Leadership: 

· Onsite and remote management of personnel, resources and operations across office, workshop and client settings

· Delivery of leadership and support to direct reports and counterparts, utilising KPIs and incentives to optimise output 

· Management of recruitment and training processes including experience in the setting up of a new operations centre coupled with the expansion of the workforce from six to 25 personnel 

· Lead by example with a proven track record for good time keeping and reliability

Career History
On a functional / skills based CV, your career history is summarised in less detail than on a traditional chronological CV. Start with you most recent employment first, use bullet points and focus on the areas of your employment that demonstrate increased responsibility, areas of tangible success and the transferability of your skills. 
For example:
Role, Company Name





   
                        dates of employment 
· Maximised company profitability by developing existing relationships with national key accounts and increasing market share by 18% on last quarter
· Co-ordinated and chaired quarterly operations meetings between company management team and Key Account Directors

· Facilitated and managed product launches within key accounts; managed a designated key account marketing budget and presented strategic and financial progress to the senior management team
Education and Qualifications 

· Add your education in chronological order with your most recent achievement first

· There is no need to add details of every GCSE course studied

· Include your degree grade if it is a 2:1 or above
For example:
BSc (Hons):

Business Management, Oxford Brookes University (2001)

3 A Levels:

Psychology, English, French (1998)

7 GCSEs:

Including English and Mathematics (1996)

Additional Information  

Things to include:

· I.T. Proficiency

· Language Skills

· Driving Licence

· Other skills / accreditations such as qualified first aider, CRB checked 

· Interests – keep this section brief and do not make things up just to fill the space!

For example:

I.T. Proficiency:

Word, Excel, PowerPoint, Photoshop

Languages:

German (Fluent), French (Conversational)

Driving Licence:

Full / Clean

Interests:

Member of local School Governing Board, Secretary of Oxford Bowls Club

References are available on request   

