Your Name
Address, Town, Postcode
Email: your.name@example.com
Phone: 07123 456789
I am a hard-working, proactive person with strong administration skills. I am extremely well organised and methodical, and I communicate well with people at all levels.
Tip: change this to two or three lines about you and the kind of role you are looking for.
Employment History
Date – Present	Job Title, Company
I started this position as a _________________. My duties include:
· Duty or responsibility
· Duty or responsibility
· An achievement you are proud of
Date From – To	Job Title, Company
My duties included:
· Meeting and greeting candidates and clients
· Taking all incoming calls and taking messages where necessary
· Duty or responsibility
Tip: start with your most recent job and work backwards.
Skills
· Microsoft Word
· Microsoft Excel
· Microsoft Outlook
· Internet research
Qualifications
From – To	A Levels
	Subject (Grade), Subject (Grade), Subject (Grade)
Date	GCSEs
	English, Mathematics, Double Science Award, French
	Spanish, Geography, Art, English Literature
Education
From – To	School or College Name
	Town
From – To	School Name
	Town
Interests
I enjoy reading, socialising and spending time with my friends and family.
References
Available on request.
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