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Contact details – address, mobile number, sensible email address

	
Profile including information about your character and desired job/course/career path, etc

Suggested words to include – reliable, hard-working, good timekeeping, good communication skills, good team player, honesty, sense of humour.




Education
· Include dates, high school, exams even if not taken yet, results when you get them
Work experience
· include dates, description of work and responsibilities
Volunteering
· include dates, description of what you did and responsibilities
· eg helping elderly or guiding children
Skills
· include IT skills – packages you are proficient in
Achievements
· eg Duke of Edinburgh
Hobbies
· include all and any leadership responsibilities
· often these are talked about in interviews as a way of relaxing the nerves and getting to know your character
References
· ideally one from school and one from outside – work, club, etc
· ask their permission
· include contact details, email as a minimum

