CV Proforma 
Name
Home Address

Contact Telephone Numbers

Email address

Personal statement 
This should be a statement reflecting your capability as well as your key strengths - an example of this could be:

I am an innovative and commercially astute Senior Manager with a proven track record of initiating and managing performance enhancing change within FMCG businesses.

Specialties include Strategic development & deployment, Change management & restructuring, Cost reduction through lean initiatives, manufacturing performance Improvements and Team development.

Key achievements

This would be a top line list of some your most relevant and indeed significant business achievements – for example:
· Introduced a “value added” management review programme to drive improvement of the IMS in the facility e.g. KPI’s, visual management, PAP’s
· Attained Tesco Green Food Standard
· Developed a new range of food products for Tesco seasonal product range adding £3m of increased sales which delivered a 20% margin improvement.
Experience

Company, Job Title (Dates of Employment 2008 – 2011)

Start with your most recent role and work yourself back - Outline brief company description include size, scale, brands, site location 

Key Responsibilities

• List role responsibilities in bullet form - make sure you include your scope of responsibility.

 Key Achievements
· List key achievements in this role, specific tangible achievements that include financial responsibility, contribution, percentage improvements, performance improvements, changes made etc…

Job Title, Company name (Employment Dates)
Brief on Company 

Key Responsbilities

• List key parts of your role 
Key Achievements
• List key achievements for this role 
Cover all employment roles although be more expansive with information within your most recent and most relevant roles 

Education
List all qualifications from most recent back:
Leeds university – BA (Hons) Business Studies – 2:1

3 A’Levels – Mathematics (A), Applied Biology (B), Geography (B)

12 GCSE 

Additional Qualifications 
e.g.

HACCP

CIPS qualified 

Interests
I enjoy reading, listening to music, manage my sons football team, spending time with family 
References
Available on request
