CV Template

This CV template is a basic design to help you format your own CV please edit as appropriate.

Curriculum Vitae

Full name

House number/name Street

Town

County

Postcode

Contact number

Email address

(DOB if desired)

PERSONAL PROFILE

Please enter a few sentences that summarise your personality, skill set, work ethos, achievements and ambitions. Such as the type of role you’re looking for.

E.G. I am a hardworking individual with a proven track record of successfully leading a team to complete projects ahead of the programme whilst achieving clear profit margins .I am motivated by delivering quality whilst building relationships and am seeking a challenging Project Management role with a Market leading Contractor.

QUALIFICATIONS

Please detail relevant qualifications, apprenticeships, professional body memberships and industry accreditations. In order of most recent first.

E.G. Building Services Degree – Nottingham Trent University – July 2008.

IT USE

Detail software applications used regularly that are relevant to your role.

E.G. Proficient use of Estimation, MS Projects, Word, Excel, PowerPoint, Outlook and Explorer.

CAREER HISTORY

Detail career history from most recent backwards, covering dates, company name and location, overview if desired. Include duties and responsibilities, key projects/contacts including value, duration and type of construction.

E.G. Dates from and to


Company Name One


Location

Current Role (Date from)

Previous Role (Dates to/from)







Overview – E.G. Large sized Building Services Contractor specialising in the health and commercial sector with a regional turnover of £30million.

Duties and Responsibilities;

· Reporting to Contracts manager

· Oversee installation of mechanical, public health & electrical services.

· Ensure operatives adhere to safe working practices.

· Assess and reduce risk to operatives.

· Day to day management of site staff / operatives including electrical engineer, totalling 65 personnel.

· Responsible for representing the business at all client progress meetings.

· Engineer mechanical & public health services.

· Cost control, forecasting profit.

· Programming / sequencing of works.

· Procuring plant / materials and sub contractors.

· Recording progress and delays.
Key Projects

Please detail most recent or relevant projects.

· £20million New Hospital Build, 18months, London, Full M&E Services including Public health.

· £5million School refurbishment, 6months, Hampshire, Mechanical Services only.
E.G. Dates from and to


Previous Company two


Location

Current Role (Date from)

Previous Role (Dates to/from)







Overview – E.G. medium sized Building Services Contractor specialising in the hotel and leisure sector with a regional turnover of £15million.

Duties and Responsibilities;

· Reporting to Project Manager

· Ensure operatives adhere to safe working practices.

· Assess and reduce risk to operatives.

· Day to day management of site staff / operatives including electrical engineer, totalling 65 personnel.

· Responsible for representing the business at all client progress meetings.

· Engineer mechanical & public health services.

· Cost control, forecasting profit.

· Programming / sequencing of works.

Key Projects

Please detail most recent or relevant projects.

· £3million, refurbishment of exclusive London Hotel, 6months, Mechanical services only.

· £1million, New Plant room for swimming pool, 8months, Hertfordshire.

As you continue you with previous employers follow the examples given, be careful not to let the CV go over three pages and edit the oldest experience just to give relevant key facts to allow space for all employers to be included. If your CV is well weather you could display your oldest employers as demonstrated below.

Dates to/from

Previous Company Name Three

Location

Role

Dates to/from

Previous Company Name Four


Location

Role

Dates to/from

Previous Company Name Five


Location

Role

REFERENCES

Name:








Name:

Company:








Company:

Position:








Position:

Contact number:







Contact number:

Make sure you supply two employment references, although these won’t be taken until a job offer has been made or you have given your consent, it demonstrates your belief in your ability to be keen to supply referees.

