	NAME

 Address

Telephone Number                                                 E-mail address:      


Objectives:
To pursue a career in  (whatever) where my experience and skills can be used to the fullest.

Strengths   (some examples I have listed – yours will be different!)

	· Self motivating
	· Fast Learner

	· Discreet and trustworthy
	· Interact well with people

	· Good organization skills
	· Typing Speed 75 wmp

	· Excellent command of the English language
	· Proficient in the use of the Internet

	· Proficient in MS Word, PRG, FOS, Excel and Outlook
	· Able to communicate efficiently with State and Government Departments.


CAREER HISTORY

(List jobs as above going back ten years and include supervisor’s name where possible.)

Date from


COMPANY NAME

Date to


                Address





Telephone number

Date from


COMPANY NAME

Date to


                Address





Telephone number

Date from


COMPANY NAME

Date to


                Address





Telephone number

Date from


COMPANY NAME

Date to


                Address





Telephone number


PERSONAL INFORMATION

Married with children?


Citizenship?


References, and further career history, available upon request

Education:  List colleges, with degrees if applicable
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