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NAME  email address_@outlook.com  phone no.  (put hyperlink to LinkedIn profile if you have 
one) 

 

PERSONAL STATEMENT e.g. 

A passionate, adaptable and experienced individual with experience …… 

Builds relationships with key stakeholders to influence and collaborate effectively. Ability to organise 
people and processes in order to achieve objectives and lead the successful execution of a project. 
Excels in prioritising tasks, identifying improvements and creating solutions that provide value to the 
business and customers. Enjoys coaching and leading teams and other colleagues and strives to role 
model an organisations values and behaviours at all times.  

SKILLS AND EXPERIENCE: 

• (list them here) 
CAREER HIGHLIGHTS or if in education use I’m Most Proud Of: 

• Use bullet points using a headline and then detail. Remember to include results e.g. 

• Finalist and overall winner of xxxx – This acknowledged my effort and ownership of the xyz  
project, I was one of over eight submissions. 

 

CAREER SUMMARY  

Role title  Dates from – to     Company name 

Description of company *remember the interviewer may not know!. 

Short summary of role e.g. Operations Manager with additional accountability for leading online 
optimisation. Responsibility for 30 Support Agents managed through 3 Team Manager direct reports. 
Overall goal to drive customer online adoption utilising our technology platforms & streamlining 
internal ways of working. 

 

• Bullet point key responsibilities and achievements  

• Include results where applicable e.g. Introduced a new way of working which resulted in a 25% 
decrease in costs and 15% increase in customer satisfaction 

 

Next role here   Dates from – to     Company name 

Short summary of role e.g. Operations Manager with additional accountability for leading online 
optimisation. Responsibility for 30 Support Agents managed through 3 Team Manager direct reports. 
Overall goal to drive customer online adoption utilising our technology platforms & streamlining 
internal ways of working. 

• Bullet point key responsibilities and achievements  
 

 



 

 

 

 

Next role here   Dates from – to     Company name 

Short summary of role e.g. Operations Manager with additional accountability for leading online 
optimisation. Responsibility for 30 Support Agents managed through 3 Team Manager direct reports. 
Overall goal to drive customer online adoption utilising our technology platforms & streamlining 
internal ways of working. 

• Bullet point key responsibilities and achievements  

•  
EDUCATION & TRAINING 

Name of accreditation or certification, date awarded and institution attended e.g. 

BA(hons) 2:1  Hospitality & Event Management 2001 – Strathclyde University, Glasgow 

No need to list every A Level or GCSE unless it is your first job application 

 
Personal Interests  
Detail what you do in your spare time and the benefits / why e.g.  
I enjoy playing football and have spent the last 8 years with a local club. I have held the Captain’s 
position for  3 seasons and enjoy the responsibility this gives me.  
 

 


