
Your Name ______________ (Include any qualifications)
Full Address ______________________          Phone: ________________
Email: ______________________
LinkedIn Profile: ______________________
Overview
This is the first place where bulk content is included, it is important to make it impressionable and lasting. We would personally advise to omit the words ‘Passionate and Motivated’. They are splattered across every CV nationwide. Instead, highlight your industry expertise and an overview of your experience, a convincing statement why people should continue to read your CV and why you would make a worthy difference in an organization. Focusing on your skills is particularly important if you are changing career. Avoid bullet points and life quotes in here. A CV overview will differ considerable for that of someone changing career versus a recent graduate, but both should construe how they will be of strategic value. 
Achievements to date
· Select some notable achievements to date, using tangible examples. 

· Here you may mention individual and company KPI’s you achieved. These are relevant from Sales Assistants to CEO. 
· Include at least one situation you were involved in that resulted in a positive outcome for your employer.  

· Include at least 3 examples and up to 6 if relevant. 
Career History  

Your title, Name of Company, location. 
To -Date Range/Present


· Insert further details of your key duties and responsibilities. Use actionable verbs that sell yourself as a candidate. These can include Delivered, Directed, Completed, Solved, Managed, Identified and Achieved. Mention noteworthy achievements, margins, KPI’s, ATV’s if applicable. 
Your title, Name of Company, location.
To – From Date


· Insert further details of your key duties and responsibilities. Use actionable verbs that sell yourself as a candidate. These can include Delivered, Directed, Completed, Solved, Managed, Identified and Achieved. Mention noteworthy achievements, margins, KPI’s, ATV’s if applicable.
Your title, Name of Company, location.
To – From Date


· Insert further details of your key duties and responsibilities. Use actionable verbs that sell yourself as a candidate. These can include Delivered, Directed, Completed, Solved, Managed, Identified and Achieved. Mention noteworthy achievements, margins, KPI’s, ATV’s if applicable.
Education (By Date)
List qualification
University name/Institute Name                                                                                                      Date
List qualifications gained 







Date
(Don’t include Leaving Cert results if you have a Degree qualification)

IT Skills 
· These are important to employers. We particularly notice clients requesting candidates familiar with in-house POS systems. These are transferable across jobs and something a Hiring Manager and employer would like to know. Others can include Adobe Creative Suite, Microsoft Office etc. 

· List languages and competency level – conversational, fluent, mother tongue etc.

Additional Certificates and Information 

· Include these in bullet points, listing those that make you desirable to the job in question.

· HACCP

· CIPD

· Full Drivers Licence

· ECDL

References

It is important your reference knows they are listed as a reference. This can cause particular problems when they are included on a whim and we would advise supplying them at a later date. A sentence at the end of your CV like the one below will suffice. Ensure you have two up to date references as they will be required and chased up for almost all job offers. 
References can be provided on request. 
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