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Personal Profile

 

Education and Qualifications 

 

Work Experience 

 

Jane Doe 

Bexhill Academy 

(2011 - 2016) 

 

10 GCSEs, grade A-C, including Maths (A) and Double Science (AA) 

 

You do not need to list each qualification individually (particularly if you are short of space) but 

make sure you list any qualifications and grades that are specifically mentioned in the job 

description. 

 

Always put your most recent education/qualifications first. 

 

Write 3 or 4 sentences for your personal profile here.  Make sure that what you write is relevant to the 

job you are applying for (or type of job you intend to apply for).  Remember to make it short and 

punchy – it needs to make the reader what to read more and make them think you could have the right 

skills and experience for the job. 

123 Any Street, Bexhill-On-Sea, East Sussex, TN39 4BY 

01424 000000 / 07000 000000 

janedoe@gmail.co.uk 

 

Part-time Sales Assistant, Tesco, Bexhill 

(April 2015 – Present) 

 

Duties included:  

 Try to identify the skills that you used / learnt that are relevant to the job you are applying for. 

 You can use bullet points but don’t write too much.  Identify key skills & responsibilities. 

 Put your most recent job first  
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Interests 

 

Other Information 

 

 

References 

 
 

References are available on request.   

 

You do not need to include references unless they are specifically asked for. 

 

 

 

 

 

 

 

Focus on the skills that you have developed through your interests rather than just listing a random 

selection of extra-curricular activities.  Ask yourself why would the employer want to know you collect 

stamps (research skills, organisation and presentation skills), or play football (understanding of how a 

team works effectively towards a common goal) or amateur dramatics (confidence in speaking in front 

of others). 

Include any other useful information here - but it should still be relevant to the job you are applying for.  

Employers don’t usually want to know about your social life but if you speak a language, hold a first aid 

qualification or have a driving licence (once you are old enough) put it in here.   

 

Make sure you have identified your computing skills.  List any software packages that you are able to 

use (Word, Excel, Power Point etc…)  Depending on the job it might be relevant to identify your 

expertise in using social media. 


