[Your Full Name]
[Professional Title, e.g., "Marketing Specialist" or "Project Manager"]
Contact Information
· Phone: [Your Phone Number]
· Email: [Your Email Address]
· LinkedIn: [LinkedIn Profile URL] (Optional)
· Portfolio/Website: [If relevant, include a link]

Personal Profile
[A brief paragraph (3–4 lines) summarising your professional background, key skills, and career aspirations. Highlight your unique value proposition while keeping it concise and engaging.]

Key Achievements
· [Achievement 1]: [Include a significant accomplishment with measurable impact, e.g., "Increased annual revenue by 20% through innovative marketing strategies."]
· [Achievement 2]: [Highlight another impactful result, e.g., "Reduced customer complaints by 35% by streamlining service delivery processes."]
· [Achievement 3]: [Mention an accolade, improvement, or recognition, e.g., "Named Employee of the Year for driving project success and improving team morale."]
· [Achievement 4]: [Demonstrate leadership, e.g., "Successfully led a team of 15 during a high-pressure product launch, exceeding sales targets by 10%."]
· [Achievement 5]: [Optional, based on space—include achievements relevant to the desired role.]

Professional Experience
[Job Title]
[Company Name], [Location]
[Month/Year] – [Month/Year] or [Present]
· [Responsibility/Achievement 1: Use active verbs and quantify achievements where possible, e.g., "Improved process efficiency, saving 15% in operational costs."]
· [Responsibility/Achievement 2: Focus on relevance, e.g., "Designed and implemented a training programme for 50 employees, resulting in improved team performance scores."]
· [Responsibility/Achievement 3]
· [Responsibility/Achievement 4]
· [Responsibility/Achievement 5]
[Previous Job Title]
[Company Name], [Location]
[Month/Year] – [Month/Year]
· [Responsibility/Achievement 1]
· [Responsibility/Achievement 2]
· [Responsibility/Achievement 3]
(Continue this format for other relevant roles, focusing on recent achievements and summarising earlier positions if necessary.)

Education and Qualifications
[Degree or Qualification]
[Institution Name], [Location]
[Month/Year] – [Month/Year]
· [Optional: Relevant coursework, honours, or distinctions]
[Additional Qualification or Certification]
[Institution Name or Accrediting Body]
[Month/Year]
(Include only the most relevant qualifications.)

Professional Development and Training
· [Course Name – Provider, e.g., "Advanced Leadership – ILM"]
· [Course Name – Provider]

Interests
[Include interests that demonstrate transferable skills or qualities relevant to the role, e.g., "Organising fundraising events for local charities" or "Playing competitive sport."]

References (optional)
Available upon request.
