CONFIDENTIAL


QUALIFICATIONS CV TEMPLATE
Section in this colour are included for explanation reasons only, please remove them.  All the heading and format can be used through the ‘styles and formatting ‘ menu.
 [name: SNOOPY THE RED BARRON]
[You’re Address]
Home:
[Home Telephone]

Mobile:
[Mobile Telephone]

Email:
[Home email]

I am a hard working team player and I enjoy exceeding targets.  I look for ways to do things better because I am motivated by being successful and achieving.
Profile explained: your profile should be in the region of 30 – 35 words long; describe what you are like to work with, focussing on how you can help an employer to prosper.  Remember, you do not have to had a job to be able to describe yourself as a colleague.
Education and Qualifications

List any courses/qualifications that are in date if they are relevant to your potential new employer.  State the grade and mark you achieve where relevant.
1984 - 1988
Further Education

Sotham College of Higher Education, Leeds

B.Tec ONC Building Studies - Merit

B.Tec HNC Building Studies - Pass

CIOB Part 1

CIOB Part 2

You should list here any particularly relevant modules that have specific relevance to the job that you are applying for.
1977 - 1984
Secondary Education

Happy Place Church of England School, Leeds

2 GCE ‘A’ Level

6 GCE ‘O’ Level

Key Skills and Achievements

In this section you should list up to 5 achievements – remember to make them relevant to the job you are applying for, hopefully showing how you would add value to a company: Explain what you did and what was achieved.

I developed a Service Level Agreements to enhance customer experience for new and existing customers; this led to a decrease in renewals of 104%, this in turn led to a disastrous decrease in the value of units sold of 205.21%.

Key IT Skills

List all the systems that you have used that are relevant to the job you are applying for stating how competent you are.

MS Excel advanced

Championship Manager 2009 – took Stockport on to win the Champions League!

Career History

Focus on the skills and experience that you have from previous employment that supports the requirements set out in the job advert or description if you have one.  List your employment history in reverse order, starting with your most recent job first, however only go into detail for the last three jobs, then with the older jobs (if there are more that rather depends on how long you have been out of school – “you see I am not allowed to mention – age”) .  List your employment history like this:
Jan 03 to present
Commercial Director
Dave Riley Homes, Leeds
You do not have to name your current employer if you do not wish to.  Instead describe the company instead e.g. National House Builder.
Main Responsibilities:

· Provide key Support and Mentoring in terms of company initiatives, commercial systems and day to day commercial issues
· Day-to-day Management support of company surveyors, providing advice and development
· Review and investigate audit issues within the company
· Assist with the development and improvement to the commercial systems
· Develop and investigate pro-active cost control initiatives in the company in order to reduce cost base
Sep 01 - Dec 03
Commercial Director
Steve Smithy Homes Sheffield
Main Responsibilities:

· To provide leadership to the commercial team, ensuring that focus is maintained upon business objectives, and cost control.

· To set and monitor departmental goals and objectives to ensure achievement of the company business objectives
· To facilitate and co-ordinate team work between departments
· To exercise commercial judgement on any aspects of the business that require a management decision.

· Overall responsibility for the surveying, buying and estimating functions
· Overall responsibility for the timely and accurate reporting to the board of cost variances to budget
· To recruit, train and manage staff appropriate to the needs of the commercial team, and in accordance with the company Investors-in-People accreditation
· The preparation of land purchase viabilities as required
· The preparation to strict deadlines of site budgets and cost plans, quarterly cost value reconciliations and cost-to-completes
Steve Smithy Homes where taken over by Dave Riley Homes and I was offered a position in another office.

Mar 95 - Aug 01
Technical Manager
McPherson Homes, Manchester
Main Responsibilities:

All as outlined within David Steve Smithy Homes Sheffield main responsibility overview.

Was headhunted for the position as Commercial Director at Steve Smithy Homes which gave me career progression , and it was an opportunity that McPherson Homes were unable to provide.

· Responsible for the pre-contract contracts and post-contract management of the region’s housing association developments
· Responsible for preparation of the region’s developments and subcontract specifications, and the management of the region’s computer data bases
Decided to join the management team of McPherson Homes in March 1995 as the opportunity presented a natural progression to my career, and it was an opportunity that Bell Homes were unable to provide
Awards and Membership of Professional Bodies

List all the relevant awards, membership of professional bodies.

Chartered Institute of Busy-Bodies (CIBB)

Interests

Keep this short; what may be extra exciting to you may not be to the reader of your CV.  However try to mention any team type activities that you do – for obvious reasons.  Try and be specific if the interest mentioned is wide ranging.

Morris Dancing, Reading – particularly subversive political thrillers, Listening to Music with a fastidious interest in Thrash Metal.  Adult instructor with the Boy Scout Movement.

References
You don’t have to include a reference section; most recruiters will assume that you will be able to provide references on request.  If you do want to include this section, it is sufficient to say ‘References available on request’
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