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Curriculum Vitae (C.V.) & Application Letters Templates

Below are some C.V. and Application Letters to help guild you when writing your own.
You can take out the details shown below and add your own.

Tips have been added in Red to help you.

	NAME

 IF  <> "" "1 Microsoft Way

Redmond, WA
" "Type your address here" 
Type your address here

MACROBUTTON NoMacro [Click here and type phone number]


	Career goal
	Put your goal job, but make sure it is related to the position you’re applying for.



	Summary of skills

Fill the below in with details for part time jobs, Work experience position & school achievements 


	Organisational
	· Worked with local business to update company’s secretarial manual (fulfilled class requirement); helped design new memo format, which simplified formatting and gained company-wide acceptance.

· Created responsibilities manual for volunteers at local hospital, which reduced overlapping duties and increased efficiency.

· Assisted in managing volunteers for outpatient information desk at hospital.



	Secretarial
	· Experienced in document formatting, proofreading and administrative assistant duties.

· Skilled in Microsoft Works and Lotus 1-2-3 on IBM compatible system.

· Ability to type 70 words per minute with no errors.



	Communication
	· Delivered a speech to local civic clubs and philanthropic organisations on the importance of hospital volunteers, which brought in seven new volunteers.

· Wrote articles for local newspaper on vocational team’s achievements at district and county contests.



	Education

Put your own qualifications or if still studying subjects that you are taking.

	Graduation expected

June 2005


	Graphic Design Institute, Carmarthen, Carmarthenshire (Current average is 91%)



	Related course work
	Bookkeeping I & II, Typing, Advanced Typing, Computer Operations, Word Processing I & II, Business Writing, Vocational Business Curriculum (2 years)



	Awards
In and out of school
	Outstanding School Volunteer, Queen Anne Hospital (1998)

County Business Vocations Contest (1996)

· document formatting (1st)

· business knowledge (2nd)

· administrative assistant competition (2nd)



	Memberships

In and out of school
	Association of Welsh Business Professionals (student member)

Carmarthenshire Association of Hospital Volunteers

Jr. Rotarian


	Name
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	SKILLS/ABILITIES
Organisational/Management

Put details of things you have done in school and out of school that you are pride off.

· Handled stocktaking and assisted in managing flow of stock in grocery store

· Prepared weekly inventory reports and submitted to supervisor

· Recommended new stocktaking system, which reduced stocktaking time by four hours a week

· Served as treasurer of high school RC aeroplane club for two years

· Co-ordinated fundraiser for RC aeroplane club, which resulted in £350 in profit

· Helped plan monthly “flying’s” and quarterly meetings 

Customer Relations
Put details of Work experience or part-time jobs in here also team work at school

· Assisted grocery shoppers in finding products

· Provided carry-out service

· Created new customer comment program, which included a personal letter from the appropriate department head and increased customer satisfaction by 75%

· Served 78 customers on neighbourhood newspaper route and handled billing and collections

· Initiated revised billing program for paper route, which increased on-time payments by 30%

Communication

Course work was displayed or things out of school

· Wrote articles about RC aeroplane club for high school newspaper



	WORK HISTORY

Put work experience details of placement & part-time jobs

Stock clerk, Superthrift, Sheffield, UK (Summer and after school, June 1992-current) Newspaper carrier, Daily Times, Coal Aston, UK (June 1990-June 1992)



	EDUCATION

Put school detail and course that you are taking

Graduate, Tapton Secondary School, Sheffield, UK (June 1994)


	Your Name
Address
Phone number
Email

	Education 

	
	School detail’s and subjects taken

Elm University, Chapel Hill, NC

	
	Ph.D. in English
	2000

	
	Dissertation: “The Cross-Cultural Communication Epidemic of the 21st Century”

Honors: Dissertation passed “with Distinction”

	
	Elm University, Chapel Hill, NC

	
	M.A. in English
	1997

	
	Thesis: “The Accessibility Debate of Content in the Online Context”

	
	Oak Tree University, Raleigh, NC

	
	B.A. Honors in English
	1994

	
	Areas of Concentration: Journalism, Proposal Writing

Minor: French
Honors Thesis: “The Female Betrayed and Modern Media”

	AWARDS

	
	Certificates and other achievements

· Postdoctoral Fellowship, Elm University
	1998 – 2000

	
	· President’s Fellowship, Oak Tree University
	1995 – 1997

	
	Excellence Grant, Oak Tree University
	1996 – 1997

	Work Experince

	
	Work placements and Part-time jobs

Walnut Grove University, Chapel Hill, NC
	

	
	Lecturer – “Global Communication in the 21st Century.”
	1999

	
	Developed syllabus and overall course structure, and administered all grades.

	
	Adjunct Instructor – “Editing Technical Documents.”
	1998

	
	Developed syllabus and overall course structure, and administered all grades.

	
	Instructor – French 101, 102, 201, 202
	1996 - 1997

	
	Developed syllabus and overall course structure, including weekly lab practicum, 
and administered all grades.

	
	Teaching Assistant – to Professor Garth Fort in “Advanced Rhetoric.”
	1997

	
	Collaborated on curriculum and exam development, met with students upon request, 
and graded all written work, including final exam papers.

	Related Experience

	
	Work that you have done that relates to the position you are applying for

	
	Editor

Provide as needed editorial support remotely, including developmental and copy editing of their internal online and printed documentation.
	1995 - Present

	

	Memberships

	
	Clubs in and out of School

· American Society of English Honorees

· Western Society of Women Writers

· Organization of Global Communicators


Letter of Application
Your details

Name

Address

Phone number

Email
October 17, 2006
Company Details

MACROBUTTON  DoFieldClick [Recipient Name]
Address

Phone number

Email
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

Put details that relate to you

We spoke on Wednesday afternoon and, as promised, I’m enclosing a copy of my resume. 

I’m also enclosing copies of:

· Last School report.

· Curriculum vitae
· Copies of certificates that I have been awarded while at College.
If you have questions, please call me on (your number). I look forward to hearing from you soon.

Sincerely,

 MACROBUTTON  DoFieldClick [Your Name]
Enclosure

Letter of Application

Your details
Name

 IF  <> "" "1 Microsoft Way

Redmond, WA
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Telephone contact number
October 17, 2006
MACROBUTTON NoMacro [Click here and type recipient’s address]
RE:  Job title
here and type recipient’s name]Dear ,

Put details that relate to you

We spoke on Wednesday afternoon and, as promised, here is a copy of my CV. Since it is my first attempt at circulated one, I would welcome any suggestions or advice.

I’m also enclosing copies of:
· Last School report.

· Curriculum vitae

· Copies of certificates that I have been awarded while at College.

Call me whenever you like with questions. I can be reached at on the above phone number at anytime.

Yours Sincerely,
Name

Enclosure

