1 The Road, 

Anyplace,

 Anytown,

 AN1 1NA 

Tel: 0101 987654

John Doe


	Key Skills



	· Confident, ambitious and self-motivated

· Good communication skills

· Competent IT knowledge having used Word, Excel, Access, E-mail and Internet

· Good customer service skills

· Punctual, reliable and trustworthy

· Polite, well organised and presentable

· Keen to learn new skills



	Work History
	Sep 01 – Mar 02             John Lewis, Anytown

Sales Assistant

· Serving customers and dealing with queries and complaints

· Stock control and replenishment

· Working on the tills and assisting with cashing up

· Opening customer accounts and entering customer details into a database

· Ensuring the shop floor remained clean and tidy

· Awareness of Health and Safety issues


	Education
	Sep 96 – Jul 01
Anytown High School


GCSE’s

· Mathematics
              B

· English language

  B

· Double Science

  C C

· Graphics


  C

· Business Studies

  C

· French


  C

· Geography

  C



	Additional Information
	· I was involved in my School Drama Group, and played the lead role in several plays.

· I was captain of my School football, rugby and cricket teams.

· I work voluntarily at a local Youth Club, assisting with the running of activities for the club members



	Interests
	I enjoy most sports and regularly play football and rugby for a local club.  I like to play strategy games on my computer and use e-mail to keep in touch with family and friends around the World. I like to socialise with my friends and I ride my bicycle and visit my local gym to keep fit.
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KEY SKILLS

· Confident, ambitious and self-motivated

· Good communication skills

· Competent IT knowledge having used Word, Excel, Access, E-mail and Internet

· Good customer service skills

· Punctual, reliable and trustworthy

· Polite, well organised and presentable
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EDUCATION

	Sep 96 – Jul 01
	Anytown High School
	GCSE 

Mathematics                  B

English Language          B

Double Science             C C

Graphics                        C

Business Studies           C

French                            C

Geography                     C


WORK HISTORY

	Sep 01 – Mar 02
	John Lewis, Anytown
	Employed as a Sales Assistant. Duties included: Serving customers and dealing with queries and complaints, stock control and replenishment, working on the tills and assisting with cashing up, opening customer accounts and entering customer details into a database, ensuring the shop floor remained clean and tidy.


ADDITIONAL INFORMATION

I work voluntarily at a local Youth Club, assisting with the running of activities for the club members.

I was involved in my School Drama Group and played the lead role in several plays.

I was captain of my School football, rugby and cricket teams.

HOBBIES AND INTERESTS

I enjoy most sports and regularly play football and rugby for a local club. I like to play strategy games on my computer and use e-mail to keep in touch with family and friends around the World. I like to socialise with my friends and I ride my bike and go to the gym to keep fit.
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 Key Skills

· Confident, ambitious and self-motivated

· Good communication skills

· Competent IT knowledge having used Word, Excel, Access, E-mail and Internet

· Good customer service skills

· Punctual, reliable and trustworthy

· Polite, well organised and presentable

· Keen to learn new skills

Achievements

· I was involved in my School Drama group and played the lead role in several plays.

· I was Captain of my School football, rugby and cricket teams.

· I work voluntarily for my local Youth Club, assisting with the running of activities for club members.

Work History

Sep 01 – Mar 02: 

Sales Assistant, John Lewis, Anytown

· Serving customers and dealing with queries and complaints.

· Stock control and replenishment.

· Working on tills and assisting with cashing up.

· Opening customer accounts and entering customer details into a database.

· Being aware of Health and Safety issues.

· Ensuring the shop floor remained clean and tidy.

Education
Sep 96 – Jul 01:


Anytown High School

GCSE’s

· Maths


B

· English Language            
B

· Double Science

C C

· Graphics


C

· Business Studies

C

· French


C

· Geography


C

Hobbies & Interests

I enjoy most sports and regularly play football and rugby for a local club. I like to play strategy games on my computer and use e-mail to keep in touch with family and friends around the World. I like to socialise with my friends and I ride my bike and go to the gym to keep fit.
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	· Confident, ambitious and self-motivated

· Good communication skills

· Competent IT knowledge having used Word, Excel, Access, E-mail and Internet

· Good customer service skills

· Punctual, reliable and trustworthy

· Polite, well organised and presentable
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	Education
	Sep 96 – Jul 01        Anytown High School

GCSE 

Mathematics                                 B

English Language                         B

Double Science                            C C

Graphics                                       C

French                                          C

Geography                                    C

       

	Work History
	Sep 01 – Mar 02         John Lewis, Anytown

Employed as a Sales Assistant. Duties included:

· Serving customers and dealing with queries and complaints

· Stock control and replenishment

· Working on the tills and assisting with cashing up at the end of the day

· Opening customer accounts and adding customer details to a database

· Ensuring the shop floor remained clean and tidy

	Additional Information
	I work voluntarily at a local Youth Club, assisting with the running of activities for the club members.

I was part of my School drama group, playing the lead role in several plays.

I was Captain of my school football, rugby and cricket teams

	Hobbies and Interests
	I enjoy most sports and regularly play football and rugby for a local team. I like to play strategy games on my computer and use e-mail to keep in touch with family and friends around the World. I like to socialise with my friends and ride my bicycle and visit the gym to keep fit. 
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