[image: image1.jpg]


                                 



Employment History:

1998 to Present: Albion Insurance, London
Job Title: Secretary
· File and database management 
· Client queries and client response management
· Stock control and rota control
1992 to 1998: Chilled Food Chain, London
Job Title: Office Worker
· Invoice control
· Organising customer statements and billing
· Fill management in main office including stock control
1990 to 1992: Quality Bikes, London
Job Title: Office Worker
· File management and paper organisation
· Email queries and replies, including database entry.
· Board meeting notes and control of meetings layout.
1988 to 1990: Ted’s Hardware, London
Job Title: General Cleaner
· Dusting of all stock on shelves and shelve tidying.
· Floor space control and cleaning.
· Canteen hygiene and toilet cleaning and hygiene.
Education:

1985 to 1988: Essex College

B.sc Business Studies

1981 to 1985: Essex Primary School
Qualifications: GCSE Maths B, English B, History C, Science C, Arts C, Geography B, Economics B 
Main Achievements:

· Number one typist in qualifying from college
· Top ladies golfer in 1988
· High grade degree in Business Studies
Skills:
Microsoft ECDL certified. Access database management skills and excellent excel spreadsheet skills. I am a high end achiever and want to improve myself with new skills.
References:

Name: 
JJ O’Brien 
Hubert Hollis

H.G .Wells

Profession: 
Doctor

Carpenter

Solicitor


Contact: 
0009990000
9009090090
9879879
It is ok to use more than one page for a CV but try to use at most 2 pages. See the other templates and choose the best one to suit you. 

Also try out the cover letter templates on our site, a cover letter with a CV is professional. 
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Name:	John Jane Doe


Address:	7 High Street


	Hastings,


	Sussex, e87ui


Contact:	0088888000	


Email:	� HYPERLINK "mailto:mymail@mail.com" ��mymail@mail.com�


Nationality:	English


Full Driving Licence:	Yes








