Title of the CV (e.g. C++ Developer, Microsoft IT Professional, Java Developer, Sales Professional)
Name

Address

E-Mail Id

Contact No.

--------------------------------------------------------------------------------------------------------------------------------------
Career Statement: Your career statement should fit into the purpose of the opening notified or the general requirements a company looks for. It should not be too broad and vague. Develop it based on your skills, attitude, knowledge and experience. 
Career Summary:       

· Candidate with work experience should mainly focus on what they have learnt and achieved during last employments.

· This section is the best place to convince the recruiter that you are the best candidate for this position. 

· Write your career summary based on the requirements specified in the job notification. Employer should immediately be able to identify your profile with his requirement.

·  If you have any expertise on any software packages which can be useful for the company, it’s a good place in your CV to mention about it.
· If you have any other skills which you think would impress your prospective employer, it’s a good place to mention them. They will catch the employer’s attention fast.
· In this section of CV you can also mention about your travel with in or outside the country which added value to your last company.

Work Experience:

Working as "designation" for "company's name" since "month and year"
Job responsibilities and achievements:
· Mention about your key responsibilities in this section of CV in bullets. 

· Add some figures to emphasize on your achievements for example “Handling 23 customer care centers across 3 cities of Northern India”.

· You can also write about achievements in the employment for e.g. “Successfully implemented the HRMS system across 5 offices of 2 fortune 500 companies”. 

· Use impactful words describing your responsibility in a way that they demonstrate you in hold of the situation.

· You can repeat this process for every last employment you find worth mentioning in the CV. 
Achievements:
· Your achievements during the professional or the student life can be mentioned here.

· If you have received any recognition at work, it can be mentioned in this part of your CV, for e.g. Awarded “Best implementer of policies across all PSU’s” award for the year 2009.
Educational Qualifications:

· Write them in chronologically descending order. 
· Mention percentage of marks scored only if it is above 60%

· Don’t go beyond HSC. 

Extra Curricular Activities:
· The activities in this section show a facet of your personality. 

· Activities you used to participate in during your student life and still continuing can find a place here.

Hobbies

· Activities that you do during your free time. 

Personal Information

Date of Birth:
Languages known:
