Example Resume/Curriculum Vitae     
Full Name

(First Name, Middle Name, Family Name)


Position Applied For: 

PERSONAL DETAILS

Cell Phone No: 

Home Phone No:

Email:   

Address:
Nationality:
Date of Birth:


DD/MM/YYYY
Gender:
Marital Status:


Religion:

Drivers Licence:  

Yes or No

Licence Class: 


Expiry:


DD/MM/YYYY
EDUCATION


Name of College/University:




Location & Country:




Course/Degree name:




From – To (Duration):




Qualification Received:
LANGUAGES


Type language can speak and write:
Level of ability:
e.g. Speak English fluently/above average

TRAINING & 

CERTIFICATES

Training or Certificate/Course Name:




Organisation & Country:




Date(s):




Details (what was the course/certificate about):
EMPLOYMENT

Listed from most recent to first working experiences

HISTORY


For last 5 years
Period From – To:
Employer (Company) Name, Address, Country:
Position/Job Title:


Duties/Responsibilities A good description of tasks

undertaken, any skills learn, any machines used:
Reason for leaving If provided:
PROFESSIONAL SKILLS

& EXPERIENCES
Overview of skills obtained from employment with focus on any specific skill important to the position

Any experience which potential employers will look upon favourably/better chance of employment

Brief and to the point

Include machine, computer skills here

REFERENCES


At least 3 with 2 work references
Name:




Position:




Company:




Address/Country:




Phone number(s) & Email:
NEXT OF KIN


Name of Next of Kin: (immediate Family member)




Relationship:









Telephone Number:





Address:










PHOTO








