Resume or Curriculum Vitae Writing Proforma

Personal Details


Name: [insert your name, current address and contact details]
Postal Address:[receive information by post]
Contact Details: [phone and email]
Drivers Licence: I hold a current [state and what type]


1.   Training
[Insert any qualifications, courses, certificates and skills that you may have]

2.   Work History
[insert any position you have held either paid or unpaid employment] [list them from recent to least recent positions]
[Name of position and length of employment]
[brief description of work duties or work performance requirements] [ insert any clinical skills that you may have]


3.   Personal Interest
[insert any interests ie: sport, political or hobbies you may have]


4.   Referees
[Provide the name, title, organisation and contact phone numbers of two professional referees]

Ensue that the referees are aware that you are nominating them in your application for the position you are applying for an they have agreed to act and give information as your referee.


   The referee must to able to comment on your work performance and attendance
The referee should be manager or a supervisor
The referee should not be a family member or friend
The referee should be easy to contact if required
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