FULL NAME
Town/City | Postcode (partial)
Phone | Email | LinkedIn URL

Personal Profile
A concise 3–4 line introduction that highlights your experience, strengths, and what roles you’re seeking.

Example:
Organised and proactive Administrator with experience supporting daily operations, customer communication, and process coordination. Strong IT skills, accurate record keeping, and a clear, professional approach. Looking for a role in [target area] with opportunities to contribute and develop.

Key Skills
Tailor this to the job description. Example categories:
· Administration & Coordination
· Customer Support
· Diary & Inbox Management
· Data Entry & Reporting
· CRM / CMS Systems
· Microsoft Office (Word, Excel, Outlook)
· Problem Solving

Professional Experience
(Reverse chronological order. Month + year included. Don’t include more than 10 years) 
Job Title
Company Name — Location
MM/YYYY – MM/YYYY
· Bullet points showing responsibilities and outcomes, up to 7 bullet points should be enough to cover the relevant info without being overbearing.
· Prioritise skills relevant to the target role
· Add quantifiable achievements where possible
Example bullets:
· Managed incoming enquiries and resolved issues quickly and professionally.
· Coordinated schedules, meetings, and documentation for the operations team.
· Produced accurate reports and updated internal systems to ensure data integrity.
· Improved response times by streamlining internal communication flow.

Education & Qualifications
· Highest relevant qualification first
· Add certifications (e.g., Excel, Power BI, CIPD, Google Analytics)
Additional Information
· Availability / notice period
· Willingness to travel
· Driving licence (if relevant)

