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Professional profile
[bookmark: _heading=h.fscix1adj6xz]Professional Summary - A brief, high-impact introduction to your skills and experience.
· Opener: Start with one or two powerful sentences that give a high-level overview of your professional profile.
· Details: Expand with a 3-5 line summary of your core skills, relevant experience, and how your work benefits employers.
Example: Highly accurate and detail-oriented data entry professional with three years of  in financial services. Proven ability to efficiently manage high volumes of data and maintain strict levels of data integrity. Seeking to leverage strong organisational and technical skills to support a fast-paced team.
work experience
Company Name, mm yyyy—Present 	
Role Title
[bookmark: _heading=h.397jzt4ww35u]Work Experience - Showcase how you added value to each role, regardless of the hours.
· Overview: Give a brief 1-3 line summary of your position and its purpose.
· Responsibilities: Use bullet points to detail your key duties and skills, focusing on how they impacted the business.
· Achievements: Highlight impressive accomplishments, using numbers to quantify your impact.
Example
[bookmark: _heading=h.jlu32riscw3c]Data Entry Assistant
Apex Data Solutions | Birmingham, UK | September 2022 — Present
Responsible for the accurate and timely input of client data to maintain the company’s digital records system.
· Entered and verified client information with 99.5% accuracy.
· Managed and organised digital files, ensuring all documents were correctly categorised and easily accessible.
· Processed an average of 500 records per week, consistently exceeding targets by 10%.
· Identified a recurring data entry error and proposed a new validation process, reducing errors by 25%.

Company Name, mm yyyy—Present 	
Role Title

Repeat the steps above

If you have lots of experience that are very old then you can just list them, see below

Company Name, mm yyyy—Present 	
Role Title



Education, qualifications and trainings
· Qualification, grade – Institution – Year
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