Page 2 of 2

[bookmark: _Hlk82770555]Curriculum Vitae (CV)

ALL SECTORS
Personal Information
· Name: [Full Name].
· Address: [Street, City, Country, Postal Code]
· Phone: [Contact Number]
· Email: [Email Address]
· LinkedIn: [LinkedIn Profile] (Optional)
· Personal Website: [Website URL] (Optional)

Professional Summary
[Provide a brief overview of your professional background, highlighting your key skills, experiences, and career objectives. This section should be tailored to the job you're applying for, summarizing why you're the ideal candidate.]

Work Experience
[List your work experience starting with the most recent position. Use bullet points to describe your duties, responsibilities, and achievements. Quantify your accomplishments with data where possible.]

Position: [Job Title]

Employer: [Company Name, Location]

Dates of Employment: [Month, Year] – [Month, Year]

[Description of duties, responsibilities, achievements]
[Any notable projects, impacts, or recognitions]
[Repeat for each relevant past position]

Education
[List your most recent or relevant educational qualifications, starting with the most recent.]
Degree: [Degree Type, e.g., Bachelor of Science in Computer Science]
Institution: [University/College Name, Location]
Graduation Date: [Month, Year]
[Any honours, distinctions, or relevant projects]
[Repeat for each educational qualification]

Certifications & Courses
[List any professional certifications, licenses, or courses relevant to the job you're applying for.]
· Certification Name: [Certification, Course Name]
· Issuing Organization: [Organization Name]
· Date Obtained: [Month, Year]
· [Brief description of the relevance to your career goals]
[Repeat for each certification and course]

Skills
[List skills relevant to the job sector you're applying for, separating them into categories if necessary (e.g., Technical Skills, Soft Skills).]
Technical Skills: [Software proficiency, programming languages, tools, etc.]
Soft Skills: [Communication, teamwork, problem-solving, etc.]
Professional Memberships
[If applicable, list any professional organizations or societies you're a member of.]
Organization Membership Name: [Membership Role] & Membership Period: [Month, Year] – Present
[Repeat for each certification and course]

Languages
[List languages you speak and your proficiency level (e.g., fluent, intermediate).]
· Language: [Proficiency Level- Basic/Intermediate/Fluent]
Volunteering Experience: 
[Include any relevant volunteering experience that demonstrates your skills and commitment to community service.]
Role: [Your Role]
Organization: [Organization Name, Location]
Dates: [Month, Year] – [Month, Year]
[Description of your role, contributions, and any achievements.]
References
[List professional references with contact information and also attach/provide reference Letters]
Certifications

I confirm and certify that to the best of my knowledge and belief, that by sending this CV to Freedom77 Recruitment, that the data correctly describes me, my qualifications, and my experience.




Instructions and Advice
1. Personalize Your CV: Tailor the professional summary and skills section to align with the job you're applying for. Highlight experiences and qualifications most relevant to the position.
2. Quantify Achievements: Where possible, use numbers to quantify your accomplishments and impact in previous roles.
3. Keep It Concise: Aim for a maximum of two pages for your CV. Be clear and concise in your descriptions.
4. Proofread: Check for spelling and grammatical errors to ensure your CV is professional.
5. Update Regularly: Keep your CV updated with any new skills, experiences, or qualifications.


