John D. Doe

1111 Your Street • London, W1W • Tel: 020  7XX XXXX • Mobile: 07XXXXXXXXX 
Email: youremail@hotmail.com
E d u c a t i o n
Your Primary School







      London, England 

Degree Type: (year of graduation) June 2002

Activities:
Sports -  describe your leadership position in the group


Student Government – or fill in another activity here

Your Secondary School 






      London, England

Degree Type Diploma/GCSE, June 2002

Honors:
Gold Award, Silver Award, Sporting Awards, (fill in as necessary)

Activities:
Student Government, sporting events, plays/theater, (fill in as necessary)

E x p e r i e n c e   [This can include work experience AND community service]

The GAP (or other summer job-type experience) 

 

      London, England
Sales Associate 



      



     August to December 2006

▪ Fill in responsibilities and activities here.  (Try to keep them to one line) 

▪ Responsibility 2…

▪ Responsibility/Activity 3 (Generally try to only list 3 responsibilities/activities with each job.
▪ Four lines is the maximum though…
Law Firm/Business Office  





                   London, England      Work Experience 







          August 2005 to Present
▪ What activities did you assist with/observe?  (Put the most exciting activities at the top)

▪ Did you get to do anything on your own?  

▪ You can also list basic office responsibilities, filing, data entry (it’s okay for when you’re starting)
Your Favorite Charity (could be a church/religious program)


      London, England
Volunteer
  







  June to August 2006 

▪ Did you manage or coordinate anything?  

▪ Did you assist other people? (Shows good customer service)  
▪ Did you fund-raise?  
Any Other Random Job
     


                                             London, England 

Work experience



    



    February 2005 to May 2005 

▪ Responsibilities/activities  

▪ Responsibilities/activities 
▪ Responsibilities/activities
L a n g u a g e s  

English (native), French (conversational), German (basic) (the more languages you know the better—even if they’re not European.  Companies are now expanding into emerging markets.  

I n t e r e s t s

Travel, Football, Playing the Piano 

(Always put something safe—something that won’t strike employers as odd or unprofessional.  And don’t put things like TV shows, rap groups, etc.  Put things that show you’re unique and may interest the employer)  










