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 Curriculum Vitae
 Replace with First name(s) Surname(s) 
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 Curriculum Vitae
 Replace with First name(s) Surname(s) 


	PERSONAL INFORMATION
	John Doe (YOUR NAME)
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 22 Normal Street, Bigtown, TFX 624, Ireland (YOUR ADDRESS) 
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 00353 021 4905934 (HOME PHONE)   [image: image2.png]


 00353 874689499 (MOBILE PHONE)       
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 Johndoe@johndoe.com (E-MAIL) 

	
	www.johndoeisnotreal.com (PERSONAL WEBSITE – IF YOU HAVE ONE) [image: image11.png]


 

	
	SKYPE ID JOHN.DOE (SKYPE OR WHATSAPP)  

	
	Sex MALE | Date of birth 19/01/1989 | Nationality IRISH 


	JOB APPLIED FOR

POSITION

PREFERRED JOB

STUDIES APPLIED FOR

personal statement
	Administration Assistant (WHAT YOU ARE STUDYING TO BE, OR WHAT YOU ARE EXPERIENCED IN)


	WORK EXPERIENCE
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[START FROM THE MOST RECENT – ONLY USE RELEVENT EXPERIENCE}
	Aug – Sept 2016

Jun– July 2016


	Administration assistant (NAME OF POSITION)

	
	Acme Industries Ltd, Roadrunner House, Cork, Ireland (NAME/ADDRESS OF COMPANY)

	
	· Data Entry
· Research 

· Content Creation

· Customer Service

· General Administration 

(ADD AS MUCH INFORMATION ON WHAT YOU DID AS POSSIBLE)

Business or sector Administration (WHAT SECTOR THE BUSINESS IS IN)


	
	Accountant Assistant (NAME OF POSITION)

	
	Fake Company PLC, Bighouse, Cork, Ireland (NAME/ADDRESS OF COMPANY)

	
	· Basic accounting
· Checking figures 

· Issuing invoices
· Customer Service

· General Administration 

(ADD AS MUCH INFORMATION ON WHAT YOU DID AS POSSIBLE)

	
	Business or sector Accountancy (WHAT SECTOR THE BUSINESS IS IN)
 


	EDUCATION AND TRAINING
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[Start with the most recent course]
	2015 – 2016
2012-2015

	Higher Education Diploma in Administration (NAME OF COURSE/DEGREE)

	

	
	Technical School of Cork, 19 South Mall, Cork, Ireland (NAME/ADDRESS OF SCHOOL) 

	
	· Basic accounting skills
· Data Entry/Database management

· Office program work

· Customer service skills

· Correspondence 

(ADD AS MUCH INFORMATION AS POSSIBLE ON YOUR SKILLS AND WHAT YOU HAVE DONE)

BA Accounting and Administration (NAME OF COURSE/DEGREE)

University of Central Cork, 22 That Place, Cork, Ireland (NAME/ADDRESS OF SCHOOL)
· Book-keeping
· Profit/Loss accounts
· Tax calculation
· Data Entry
· General Administration  

(ADD AS MUCH INFORMATION AS POSSIBLE ON YOUR SKILLS AND WHAT YOU HAVE DONE)




	PERSONAL SKILLS
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	Mother tongue(s)
	ENGLISH (YOUR NATIVE LANGUAGE)

	
	

	Other language(s)
	UNDERSTANDING 
	SPEAKING 
	WRITING 

	
	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	

	GERMAN
	B1
	C1
	B2
	B2
	C1

	
	Replace with name of language certificate. Enter level if known.

	FRENCH
	A2
	B1
	B1
	B1
	A2

	
	Replace with name of language certificate. Enter level if known.

	
	Levels: A1/A2: Basic user - B1/B2: Independent user - C1/C2 Proficient user

Common European Framework of Reference for Languages


	Communication skills
	(WHAT SKILLS YOU HAVE AND WHERE YOU GOT THEM)
· good communication skills gained working as student representative
· Public speaking at debate society in University


	Organisational / managerial skills
	(WHAT SKILLS YOU HAVE AND WHERE YOU GOT THEM)
· Good organisation of my studies
· Worked as part of a team

· Managed personal finances

· Organised events as student representative

· Manage local football team


	Job-related skills
	(WHAT SKILLS YOU HAVE AND WHERE YOU GOT THEM – MORE IS BETTER)
· Knowledge of accounting software
· Skilled in Microsoft Office suite

· Good customer service

· Knowledge of tax codes

· Can complete basic book-keeping

· Good typing speed

· Proficient in data entry


	Other skills
	(ANY OTHER RELEVENT SKILLS)
· Telesales experience  


	Driving licence
	(INDICATE IF YOU HAVE A VALID LICENCE)
B
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