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(Personal Profile or summary)




Duties: Filing
Az 63 Uad 30U "~ Usd:

Maintained and organized an
accurate record of
confidential papers and
electronic correspondence
for XYZ Department.
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U Contact Detalls
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A Email,
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U Personal Summary / Statement

U Work Experience

U glieddyneie d 3 aUd
(March 2000 - February 2013)
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U Education & Trainings
U Professional Memberships

U Skills:
A Languages
A IT Skills and Software
A Competencies

U Achievements
U Interests

U Professional References,,
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o - Name Surname
wmo 8 U . 123 Address Street — Town 1234 — CYPRUS
. Mob: +357 90123456
email: yourparsonalemail.com

Personal Summary,/ Personal Statement

State who you are with a short description of your attributes and major achievements. Must be short (2-3
sentences) and should not take more than 10-20 seconds to read. Be smart in the choice of language so that you
pass 3 strong messags about you. You can edjust it for various position you apply.

Experience

Etowpaoia Nome of corpraton 7D

Title - period you have work

B lovp a¢ lKo l', Usz bullet points to describe your main activities, Start with a strong verb (use the Thessurus). Use £-5 bullet

points. Change this according to the job you apply, by priortizing the main activities accordingly. Wherever
possible, you should include "numbsers' and quantities in the job descriptions, Le. how many peopls you managsd,

z n uE l [ ] uatoc fow many clients you handled, how much revenue you generated and over what period of time, etc.

If you are applying for a position outside of Cyprus you may choose to incude the following for each job you
have had:
#  Main activity of the company
# Who you report to (the position of your direct managsr), who you manage, your responsibilities in the
job, your main achiewements in the job, reason for l=aving.

REFPEAT FOR EVERY COMPANY AND POSITION

Education, Training and Certifications
= Degree or qualification, with the area of concentration Mame of the University, City and country date it
was obtained.
#  List zll degress and Cartifications. Avoid high school education unless you are a fresh graduste.
# Mention totsl days of professional training and list significant recent ones to show that you have been

kept currant.
g Professional Memberships
’ | #  List all current professionzl and social memberships.
! AT
Skills and Competencies
C uny VAT *  Language knowledgs — Includs level of knowledge (i.e. native, excellent very good ete).
# [T skills — Include your knowledge on software, systems o tools which are known to the industry
) % Compstencies — list your compsetencies
Other Activities

#  Include hobbies, and charity activities

Personal Information (optional)

% Eurcpesn/Cypriot Citizen
& Married with two children (opticnal)

References

Professional References: Give 2 names with the titles company and telephone number
personal / Character References (optional)
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