Name Surname
Address: Place, Town, Co. Cork

Tel: 086 1234567
Email: name.surname@gmail.com
Personal Profile: A diligent and enthusiastic third level Science student with two years’ experience as a Waitress in the hotel sector.  Possess excellent interpersonal skills, and enjoy working in team situations as well as using initiative.  Seeking part-time work during the college year.
The information above is an example…please create your own profile!

Education
Date – Present

Name of College

Full Course Title 



Overall ?? Year Result: ?? 
Group Project: Title?

· What was the main aim of the project and how many were in the team?
· What activities did you do to complete the project?  What was your specific role? 
· What was the outcome and did you deliver a presentation or produce a report?
Date – Date 

Name of School 

Leaving Certificate or Other Award – Result
Work Experience 
Date – Date 

Name & Address of Company 

Your Job Title
· Responsibility / Task1

· Responsibility / Task 2 
· Responsibility / Task 3

· Responsibility / Task 4
Date – Date 

Name & Address of Company 

Your Job Title
· Responsibility / Task 1

· Responsibility / Task 2

· Responsibility / Task 3

· Responsibility / Task 4
Skills Profile 
Include 4 or 5 skills, examples below… 

IT – Outline the IT skills you have e.g. Microsoft Word, etc… Did you do an ECDL course?

Teamwork – Outline where you use your teamwork skills e.g. in work, school or personal life.

Communication – Outline where you use your communication skills e.g. in work, school or personal life.

Languages – Outline the language skills you have.

Organisational – Outline where you use your organisational skills e.g. in work, school or personal life.

Driving – Hold a full clean driving licence.

Additional Training 
· Include any other courses you have completed e.g. First Aid and when you did it.

Interests & Achievements

· Personal Interests – e.g. music, sport, cooking, etc…
· Membership of particular clubs or organisations

· Achievements from sport, transition year, activities and interests. 
· Volunteer/Charity Work 
· Gaisce awards or school awards
Referees
Title, Name Surname, Job Title, Company Name, Company Address, Tel:
(1 Work Reference)
Title, Name Surname, Job Title, Company Name, Company Address, Tel:
(1 College Reference)
Note: 

· Remember CVs should be;

· 2 pages in length, free from mistakes and typos, and accompanied by a cover letter.
· Individual – your CV should not be an exact copy of samples from the Internet!

· Please remove I, My, We, Our, Their, etc… from your CV and use bullet points instead of paragraphs of information.
Disclaimer: Information is provided in good faith by CIT’s Careers Service.  CIT, the Careers Service, and any contributing third party shall have no legal liability or responsibility for any individual’s decision made on the basis of this information.

