Full Name
Phone Number
Email Address
Location - city and country; full address not necessary


Personal Profile - A short paragraph summarising who you are, what you bring, and what you're looking for.

E.g. Dedicated and disciplined professional with a strong background in competitive sports. Skilled in decision-making under pressure, strategic thinking, and team collaboration. Known for resilience, leadership, and a results-oriented mindset. Now seeking to apply these transferable strengths in a business management role, with a focus on driving performance and fostering growth.

Key Skills - A list of your most relevant skills with brief supporting explanation. If applying for a role, focus on skills that match the job description and use keywords from the advert. E.g.

· Leadership & Team Coordination – Experienced in leading teams and working collaboratively under pressure.
· Decision making – Skilled at making quick, strategic decisions in high-stakes environments.
· Time Management – Proven ability to manage tight schedules and prioritise effectively.
· Adaptability – Comfortable navigating change and learning new systems or processes.
· Communication – Strong interpersonal skills with experience liaising with trainers, owners, and media.
· Goal Setting & Performance Tracking – Familiar with setting targets and evaluating progress.
· Resilience & Discipline – Maintains focus and motivation through challenges and setbacks.
· Customer Service Orientation – Understands the importance of client satisfaction and relationship-building.
· Basic Financial Awareness – Developing understanding of budgeting, cost control, and resource allocation.
· IT & Digital Literacy – Competent with Microsoft Office, email, and online scheduling tools.

Work Experience - List your roles in reverse chronological order (most recent first).

Dates of Employment (Month/Year – Month/Year)
Company Name - Job Title
· Key Responsibilities and Achievements (bullet points)

Education: include relevant academic and professional qualifications, with most recent first. You can also include training courses and certificates if applicable.

March 2023	First Aid Certificate
		St John’s Ambulance

July 2022	Level 2 Diploma in Business Administration City & Guilds 
List of relevant modules covered
Newbury College, Berkshire

Nov 2019	Intermediate Excel Skills Certificate
		Elliot Training 

June 2017 	GCSEs 
English Language (C), Mathematics (C), Science (C), Physical Education (B),
John O'Gaunt School, Hungerford
