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Name Name BA/BSc (Hons)
Location - phone number - email address - Linkedin Profile (hyperlink it) - Portfolio link/Github (if relevant)
Official job title - company name you’re applying for (put here for ATS purposes)
Personal Statement (to be tailored for a specific job spec for an individual company using ATS)


A [relevant quality] and [relevant quality] professional with a passion for/to pursue [type of work] in the [type of sector] industry. A [bachelor’s/master’s degree] graduate with [X] year’s/years’ experience in/including [type of work related to this role] roles. A [relevant personal skill] who [relevant personal skill]. Now seeking the [official name of role] role at [company name], where I can [refer to the company’s/role’s big mission and goals].
Education (if you have 2 degrees and wish to unpack both,  copy & paste this degree section) 


Name University (start date - end date)
1st/2:1/2:2/2:3 BSc/A. (Honours) Official Degree Title

· Key Modules: list your most relevant 4-5 here (be sure to capitalise them like official names)
· Key Project: explain an impressive project where you gained great academic/work results and utilised lots of key skills
· Dissertation/Achievement: if you wrote a relevant dissertation, give your title (succinct version!) in quotation marks, then a short explanation about how you worked to create it. If you didn’t write a relevant dissertation, you can either delete this bullet or add a bonus bullet point on another “key achievement” or a selection of “key skills” gained

Secondary School/College Name (start date - end date)
A-levels/IB: Subject - Grade, Subject - Grade, Subject - Grade, Subject - Grade  GCSEs/BTEC: X GCSEs (can list your grades e.g. 6 A, 5 A* or just put 11 GCSEs (A*-C) 

Technical Skills & Tools (ONLY use if going for technical roles e.g. data/software/engineer - if not, delete!)


· Proficient: list here
· Intermediate: list here
· Familiar: list here

Industry-Relevant Work Experience/Projects (note: if you 100% do not have anything industry-relevant at all to highlight, just change to ‘Work Experience’. But please check other resources to ensure this!)


Job Title 1 - Company/Organisation Name (start date - month and year  – end date month and year) 
Optional: Give brief context of the role rather than you using a bullet point to explain this. 

· [State your impact e.g. Delivered excellent service to 300+ daily customers on busy shop floor] by [state the key skills you used to achieve that e.g. by collaborating in a staff team of 6, communicating efficiently with customers and conducting myself in a personable manner]
· [State your impact e.g. Recruited 50+ students in 14 days to join university society] by [state the key skills you used to achieve that e.g. by marketing our programme of events, public speaking in team’s information sessions and networking with 300+ students at freshers’ fair.]
· [State your impact e.g. Led 1:1 tuition programmes for 30+ primary school students ] by [state the key skills you used to achieve that e.g. analysing educational progress, delivering bespoke online lessons and consulting parents on educational recommendations]
· If you would like to add a fourth or fifth bullet point, you can. But stick to 3-5 max. 
· Key Skills: (consider using this for ATS key words and phrases) 
Job Title 2 - Company/Organisation Name (start date - month and year  – end date month and year) 
Optional: Give brief context of the role rather than you using a bullet point to explain this. 

· [State your impact e.g.Graduated as a Fast Futures Scholar (top 5%)] by [state the key skills you used to achieve that e.g. learning to implement data analytics, sales strategies, and marketing promotions to develop and deploy a project in a mock work sample.]
· [State your impact e.g. Performed company analysis presentation to 25 senior staff members] by [state the key skills you used to achieve that e.g. completing SWOT analysis, producing financial reports and honing my skills in public speaking.]
· [State your impact e.g. Generated 2 new club sponsorship deals yielding £1000 additional funding] by [state the key skills you used to achieve that e.g. networking with local businesses, negotiating favourable terms and building rapport for fruitful long-term business partnerships ]
· If you would like to add a fourth or fifth bullet point, you can. But stick to 3-5. 
· Key Skills: (consider using this for ATS key words and phrases) 

Job Title 3 - Company/Organisation Name (start date - month and year  – end date month and year) 
Optional: Give brief context of the role rather than you using a bullet point to explain this. 

· [State your impact e.g. Delivered excellent service to 300+ daily customers on busy shop floor] by [state the key skills you used to achieve that e.g. by collaborating in a staff team of 6, communicating efficiently with customers and conducting myself in a personable manner]
· [State your impact e.g. Recruited 50+ students in 14 days to join university society] by [state the key skills you used to achieve that e.g. by marketing our programme of events, public speaking in team’s information sessions and networking with 300+ students at freshers’ fair.]
· [State your impact e.g. Led 1:1 tuition programmes for 30+ primary school students ] by [state the key skills you used to achieve that e.g. analysing educational progress, delivering bespoke online lessons and consulting parents on educational recommendations]
· If you would like to add a fourth or fifth bullet point, you can. But stick to 3-5. 
· Key Skills: (consider using this for ATS key words and phrases) 
Other Work Experience


Job Title 4 - Company/Organisation Name (start date - month and year  – end date month and year) 
Optional: Give brief context of the role rather than you using a bullet point to explain this. 

· [State your impact e.g.Graduated as a Fast Futures Scholar (top 5%)] by [state the key skills you used to achieve that e.g. learning to implement data analytics, sales strategies, and marketing promotions to develop and deploy a project in a mock work sample.]
· [State your impact e.g. Performed company analysis presentation to 25 senior staff members] by [state the key skills you used to achieve that e.g. completing SWOT analysis, producing financial reports and honing my skills in public speaking.]
· [State your impact e.g. Generated 2 new club sponsorship deals yielding £1000 additional funding] by [state the key skills you used to achieve that e.g. networking with local businesses, negotiating favourable terms and building rapport for fruitful long-term business partnerships ]
· If you would like to add a fourth or fifth bullet point, you can. But stick to 3-5. 
· Key Skills: (consider using this for ATS key words and phrases) 
Other Achievements & Interests (feel free to add/delete categories below)


· Additional Courses: list here.
· Qualifications/Licences: list here.
· Technical Skills: list here (if going for non-technical roles and not using the official tech skills section).
· Languages:  list here along with proficiency descriptors.
· Extracurricular: list here.
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