Curriculum Vitae for Your Name

PERSONAL DETAILS

Address:



Telephone:


E-mail:

PERSONAL STATEMENT

1 to 2 paragraphs about yourself, specifically talk about your unique selling points. 
One-sentence description of who you are, your biggest strength and the major benefit that a company will gain from this strength. 

EDUCATION

Dates of study    
Name of Education Provider 
Name of Qualification gained
Dates of study   
 Name of Education Provider 
Name of Qualification gained
Note:  If you have qualifications that you have started but not yet completed and intend to complete,  include this if it is relevant to the role you are applying for and ensure you state that the qualification is ‘in progress’

AWARDS AND ACHIEVEMENTS

Examples of this might be:

2009 Bachelor of Sport Management Degree 

2006 Granted the Unitec Awards

2005 Granted the He Tohu Aroha no Wairaka Award

1998 Auckland Women Runners up New Zealand Nationals

1996 Nominated for ASB Secondary School Sportsperson

1994 Junior New Zealand Basketball team

EMPLOYMENT – example of how to layout your work history
2007-09   
Henderson High School  
Sports Co-ordinator

Write a paragraph outlining the company purpose and your main responsibility within that company. For example:
Henderson High School is based in West Auckland and has over 1500 pupils.   My primary responsibility as a sports co-ordinator was to develop the sporting programme at the school.  This was achieved by fostering and managing internal relationships of senior management, Teachers and students, which overall was key when implementing new initiatives.
Responsibilities:

· Manage all sports within the school

· Locate and interview local coaches for sport teams

· Market sport within the school

· Liaise with teachers and management
· Direct and manage the school Student Sport Committee 

· Develop relations with local businesses

· Organise and develop communications with parents

· Interact with sport students

· Develop fundraising programmes

· Provide opportunities to increase sport development 
2004-06  SportManukau Basketball
Sport coordinator for basketball holiday programme           
Responsibilities:

· To manage and organise activities for group

· Arrange activities in advance

· Supervise

· Communicate with children and parents

· Marketing basketball programme

2002 – 2007  Artisan Painting – casual work
1997 - 1999   Taco Pronto– Front of House staff
1996 - 1997   Payless Shoes – Customer Service
INTERESTS AND ACTIVITIES

Only include 2-3 interests or activities.  These could include sports team you play in to and how long you have played this sport, community, cultural or church groups you belong to or personal interests.
An employer will be looking for interests and activities that compliment those who currently work with the team or company you are applying to work in, so keep this brief and interesting.

REFERENCE – available on request
