
Your name
Your address
Your postcode

Your telephone number
Your email address


PERSONAL PROFILE: 

Has a wealth of experience in working in retail. Has previously undertaken voluntary work to improve and extend skills. Articulate in all areas of work and responds well to challenging situations.  Trained mental-health first-aider. Passionate about caring for others. Holder of a full, clean driving licence. Has excellent IT and organisational skills.  This is an example – write anything you like here. Do not be afraid to show off your skills. Don’t worry if you struggle with this part (many people do!).


KEY SKILLS AND ATTRIBUTES:
Change these to what your skills are – think of skills you have gained in your everyday life. Raising children gives you skills such as time management, organisational, punctuality etc.

· 
· Well-presented and approachable
· Strong customer service skills
· Cash handling experience
· Honest, trustworthy, reliable, and conscientious
· Excellent timekeeping and organisational skills
· Excellent team player, supportive and helpful
· Excellent communication skills – verbal and written
· Cleaning experience
· IT literate – Microsoft Office
· Project management skills




EMPLOYMENT HISTORY:

WH Smiths, Retail Assistant									Oct 2017 – present
· Serving customers and dealing with refunds or complaints in a professional manner
· Ensuring store is kept tidy and stock is updated
· Cash handling

Age UK, Volunteer									           June 2015 – Oct 2017
· Spending time with isolated elderly people who have accessed the service
· Supporting with digital devices
· Household tasks as required, including shopping or collecting prescriptions

New Home Care Home, Housekeeper						                           Jan 2011 – June 2015
· Ensuring communal areas of the care home were kept clean
· Laundering bedding
· Helping to prepare snacks for residents
· Adhering to health and safety protocols
· Using equipment – buffer machine, hoover, industrial washing machines
Add any other jobs here (including volunteering!). If there are breaks in your work history – do not worry 😊 You might have been caring for a family member, raising children, attending college etc etc. Add them here also.


EDUCATION

Feb 2018	CACHE NCFE			Level 2 Award in IAG (Information, Advice & Guidance)
Jun 2005	Bolton College			Level 2 Childcare
Jul 2004	Bolton College			Level 2 Community Studies
Jun 1987	Harper Green Secondary	6 O Levels grades A-C including English and maths

Add your education history above.



PROFESSIONAL TRAINING:

Nov 2023	WH Smiths		Mental Health First Aider course
Feb 2015	Bolton College 		First Aid
May 2010	Bolton College		Manual Handling  
Add any courses you may have done here that were at work as well as at college / online.


INTERESTS & ACHIEVEMENTS

Enjoys reading, hiking, going to the gym, live music, meeting new people.
Add your hobbies and interests here.


REFERENCES AVAILABLE ON REQUEST


Note: Don’t worry if you don’t have much to put in the sections above – you can remove the professional updating section if need be. 
Everyone needs to start somewhere with a CV and it will become larger as you do more training / work.

