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Name Surname
Full Address, Including County and Eircode | +353 (0) 876 355 366 | makesureits@professional.com | Http://i.e.linkedin.uniqueurl
PROFILE

· An adaptable and responsible graduate seeking an entry-level position in … which will utilise the organisational and communication skills developed through my ….
· Comfortable with analysing and understanding data, working under time pressure and presenting myself in a professional manner as demonstrated … 
· Seeking to combine academic achievements and work experience in a challenging role within …
EDUCATION & QUALIFICATIONS

DkIT, Media Studies 2017

Bachelor (Hons) of Business, Dundalk Institute of Technology
2018
Result:

Expected 2:1

Modules:
List only relevant modules and results

Project:

Operation Management (Team of 6): / Laboratory Skills / Technical Skills
· Developed a strategy to run … Undertook an in-depth analysis and design
· Researched and developed … Planned and coordinated
· Compiled a final report and presented …. Analysed data 
· Achieved / Result / Awarded
Junior Cert 6 HB’s / Leaving Cert Honours
2014

Leaving Certificate, Name of Secondary School
2014
Result:

430 points including H2 in Maths (include relevant subjects only)

OTHER QUALIFICATIONS

Think about the relevance to the job you are applying for.
Full Clean Irish Driving License
2016
FAI Coaching Level 3 Badge
2017
First Aid / Manual Handling / Safe Pass
2018

Microsoft Office Specialist
2018

Google LEARN Digital
2018
RELEVANT EXPERIENCE

Highlight skills and tasks completed that tie in with job applying for. Focus on outcomes and achievements, where you added values/made a difference; use metrics/amounts to back up case. Use skill based active verbs that tie in with role for which you are applying (see below) – no need to use the personal pronoun’ I’ as it is self-evident that the CV is about you  Write less about irrelevant or older jobs; concentrate on recent and relevant experience. If you don’t have any relevant experience for the position you are applying for, ensure your Skills Profile is positioned here. You must state if it was placement / internship.
Your Role (Placement / Internship) Name and Location of Employer
01/16 – 09/16
2 Sentences explaining the core function of the Employer (if not well known) in including anecdotes of size turnover etc...

· Give priority to experience and skills relevant to the job you are applying for.
· Dealing with customers.

· Handling and resolving up to 100 customer queries per day which enhanced and improved my communication skills, particularly the ability to professionally handle difficult customers.

· Responsible for a project worth €10K and led and managed a team of 10 staff.

· Worked effectively with colleagues.
· Participated in fortnightly review meetings, contributing to planning and proposing ideas for projects.

OTHER EXPERIENCE

Although these roles may not be relevant to the new area of work, you can highlight the transferable skills and experience (such as supervisory, management and customer service skills).
Your Role | Name and Location of Employer
05/15 - Present
· Customer assistant – worked on till

· Proactively engaged with customers and delivered high levels of customer service at all times. 
· Operated POS terminal, processed customer payments and managed refund procedures.
· Managed customer queues during peak trading & promotional events. 
· Liaised with stockroom colleagues to optimise stock replenishment.
· Ensured all product displays met brand guidelines at all times.
· Created in-store merchandising to increase rate of sale and sales performance. 
· Maintained high standards of store housekeeping and high level of security vigilance. 
VOLUNTARY EXPERIENCE

Separating voluntary work from paid work can help to make the voluntary work more prominent especially if it is more relevant to the role you are applying for. If this is the case ensure that you move it to the top of your experience. If you don’t have any voluntary experience have you held a role as a student like Class Representative / Club Secretary / Treasurer of a club?
Your Role | Name and Location of Employer
05/14 to Present
2 Sentences explaining the core function of the agency / organisation / club  (if not well known) in including anecdotes of size, staff and area of work.
· Helping out at my local housing charity. Coaching children. Class Rep. Club Secretary
· Providing independent, confidential and impartial advice to clients on debt, benefits, employment, housing, relationship and family issues for local voluntary organisation. Maintaining confidentiality, whilst ensuring child protection procedures and issues of disclosure are followed. Referring clients to specialist caseworkers for complex problems or signposting to other agencies when appropriate. (separate each sentence with a bullet point)
· Preparing lesson plans/ Planning training programmes/ Teaching players the rules of the sport/ Planning fitness programmes / Organising practice sessions/ Supervising practice sessions. Undertaking administrative duties such as booking venues, organising tours and budgeting.
· Gathering the opinions of the class. Acting as spokesperson for the group in order to ensure constructive dialogue with the Institute. Acting as a liaison between staff and students.

· Dealing with the new membership of people to the club and keeping an up-to-date list of all members and their next of kin details. Drawing up the meeting agenda / Preparing a list of apologies and visitors. / Recording motions and amendments. / Recording and distributing minutes from club meetings.

SKILLS PROFILE
It is important to back up each point with an example or evidence. You may wish to combine your key skills and key achievements under one heading. Keep to your strongest points only. It is usually better to make a few powerful statements than a long list. If you are changing career or have limited work experience, this section is key. Tailor for each job application by prioritising your skills against those required by the employer. It is important that you match the person spec and use S.T.A.R examples.
Language
· French, Irish, Spanish
· Fluent French.
· Conversational Spanish and Irish.
Communication

· Well-developed oral and nonverbal communication skills
· Demonstrated excellent interpersonal skills in client facing role at …, as professional reference shows.
· Delivered a presentation summarising my project findings to 100 delegates from within (company) and academic staff at the end of my placement, achieving a grade of 90%.
Teamwork and Leadership
· Good team player … Captain of the local GAA Team … Secretary of Coding Society

· Proven ability to work as part of a team demonstrated through involvement in numerous successful marketing projects during my role as student ambassador. These included college open days and international / regional fairs to market the Institute.
· Demonstrated team-working, leadership and supervisory skills and have participated in team sports to inter-county level and manage underage soccer and GAA teams on a voluntary basis. Extensive experience of liaising professionally with colleagues and customers through work experience.
IT / Technical
· Enjoy spending time on social media / Familiar with Word

· Competent in the use of Microsoft Office packages: Word, PowerPoint, Access and Excel at college and work placements. Working knowledge of SAGE, Microsoft Dynamics, MS Project and SalesForce CRM gain through placement and work experience.
· Working Knowledge of SPSS, STATA and Matlab
· Confident user of Twitter, Facebook and YouTube as demonstrated during my tenure as Class Representative.

· Good understanding of HTML mark-up and principles of website design.
Time Management / Organisational
· Managed to keep a part-time job while keeping up my studies and only missed one deadline in 4 years
· Experienced at managing time and prioritising tasks to accomplish projects efficiently and meet deadlines. Can work effectively without direct supervision. Experience of being part of committees and meetings.
INTERESTS / ACHIEVEMENTS
Remember to make this section interesting not just a list of predictable things. If possible link your interests to the company, industry or role.

· Active member of DkIT …
· Student member of …
· Enjoy travelling, America (J1 Visa), Europe etc.
· General Interests: enjoy outdoor activities such as hill walking
REFERENCES

Decide whether to state “References available on request” or to insert the details of one or two references. Ensure that you have informed the referees that you have listed them as one!
Name Surname, Course Coordinator, Department of …. , Dundalk Institute of Technology.

Tel: 00353 (0)42 937 2000 Email: name@dkit.ie
Name Surname, HR Manager, Company Name, Address. 
Tel: 00353 (0)42 937 2000 Email: name@company.ie
USEFUL WORDS AND PHRASES
Management / Leadership Skills

administered analysed appointed approved assigned attained authorized chaired considered consolidated contracted controlled converted coordinated decided delegated developed directed eliminated emphasized enforced enhanced established executed generated handled headed hired hosted improved incorporated increased initiated inspected instituted led managed merged motivated organized originated overhauled oversaw planned presided prioritized produced recommended reorganized replaced restored reviewed scheduled streamlined strengthened supervised terminated

Communication/ People Skills

addressed advertised arbitrated arranged articulated authored clarified collaborated communicated composed condensed conferred consulted contacted conveyed convinced corresponded debated defined described developed directed discussed drafted edited elicited enlisted explained expressed formulated furnished incorporated influenced interacted interpreted interviewed involved joined judged lectured listened marketed mediated moderated negotiated observed outlined participated persuaded presented promoted proposed publicized reconciled recruited referred reinforced reported resolved responded solicited specified spoke suggested summarized synthesized translated wrote

Research Skills

analysed clarified collected compared conducted critiqued  detected determined diagnosed evaluated examined experimented explored extracted formulated gathered identified inspected interpreted interviewed invented investigated located measured organized researched searched solved summarized surveyed systematized tested

Technical Skills

adapted assembled built calculated computed conserved constructed converted debugged designed determined developed engineered fabricated fortified installed maintained operated overhauled printed programmed rectified regulated remodelled repaired replaced restored solved specialized standardized studied upgraded utilized

Teaching Skills

adapted advised clarified coached communicated conducted coordinated critiqued developed enabled encouraged evaluated explained facilitated focused guided individualized informed instilled instructed motivated persuaded set goals simulated stimulated List taught tested trained transmitted tutored
Financial/ 
Data Skills

administered adjusted allocated analysed appraised assessed audited balanced calculated computed conserved corrected determined developed estimated forecasted managed marketed measured planned programmed projected reconciled reduced researched retrieved

Creative skills

acted adapted began combined conceptualized condensed created customized designed developed directed displayed drew entertained established fashioned formulated founded illustrated initiated instituted integrated introduced invented modelled modified originated performed photographed planned revised revitalized shaped solved

Helping skills 

adapted advocated aided answered arranged assessed assisted cared for clarified coached collaborated contributed cooperated counselled demonstrated diagnosed educated encouraged ensured expedited facilitated familiarize furthered guided helped insured intervened motivated provided referred rehabilitated presented resolved simplified supplied supported volunteered


Organization/ Detail Skills 

approved arranged catalogued categorized charted classified coded collected compiled corresponded distributed executed filed generated implemented incorporated inspected logged maintained monitored obtained operated ordered organized prepared processed provided purchased recorded registered reserved responded reviewed routed scheduled screened set up submitted supplied standardized systematized updated validated verified


More verbs for Accomplishments 

achieved completed expanded exceeded improved pioneered reduced (losses) resolved (issues) restored spearheaded succeeded surpassed transformed won


Useful Phrases 

Retail / Hospitality

Dealing with customer queries

Ensuring consistency in customer service

Advising/ persuading customers on purchases 

Answering customer queries

Directing customers 

Greeting customers

Advising the type / quantity of 

Utilising product knowledge to increase / maximise sales

Stocking / replenishing / maintaining shelves

Preparing promotional displays 

Achieving / exceeding monthly sales targets

Meeting / exceeding sales goals through on the floor customer interaction

Handling money and completing transactions/ Packing customers purchases

Handling returns and exchanges

Cashing-up at the end of each shift

Planning work schedules / rotas and assigning employees tasks / specific tasks

Advised customers regarding specific menu items (allergy’s)

Advised and informed interested parties about specifics of various product items/ranges

Assisted clients with product selection

Co-ordinated deliveries of products

Increased brand awareness 

Identified various upselling opportunities

Maintained maximum capacity for restaurant by efficient table planning and time estimation

Responsible for ensuring premises was secured at end of day trading

Maintained excellent standards of hygiene and food preparation

Developed rapport with regular customers

Worked efficiently and calmly under pressure.

Processed invoices checking for quality and quantity

Distributed a range of promotional materials

Involved in the launch of a range of new products

Responsible for all aspects of shop floor management, including space management analysis,

merchandising, etc.

Sales / Call Centre / IT Support

Making a minimum of XXX calls per day, Making a minimum of XX customer contacts per week, (be clear on your KPI)

Cold calling via leads … 

Making outbound sales calls to xxx/

Arranging appointments for field representatives / 

Lead Generation

Meeting and exceeding targets: Responsible for XX business growth, XX revenue and XX gross profit / 

Meeting and exceeding new business developments targets of XX

Utilising product knowledge to upsell

Selling the product/service to potential customers

Closing sales in order to meet and exceed sales targets

Ensured accurate recording of details for interested customers in order to follow up

Following up calls with a letter or further calls

Responsible for reporting weekly sales figures

Updating the database / CRM

Completing administration duties, including faxing, filling out paperwork and liaising with other departments

Providing IT support to … 

Solving various technical difficulties on a daily basis for customers including …

Achieving / exceeding targets help desk calls on a daily and monthly basis.

Worked in a CITRIX / VMware Horizon and XenDesktop environment

Social Care / Childcare / Youth work

Assessed residents’ / patients’ needs and progress

Devised care plans

Ensured quality care of…

Liaised with, and made referrals to

Ensured accurate record keeping and…

Prepared evidence and reports for …

Monitored progress … 

Assessed the needs of 

Provided support and information to families 

Referred … to outside agencies as necessary

Communications

Publicising events / advertising meetings around the college campus

Liaising with the media across multiple channels / Print / Radio / Social etc

Greeting and attracting potential members.

Updated web page / blog / social media

Oversaw the upkeep of notice boards

Analysed data to determine market trends

Analysed media coverage

Responsible for the preparation, communication and smooth running of events

Chaired production meetings and contributed ideas for items

Conducted market research

Coordinated surveys, researched …

Coordinated a team of volunteers …

Tasked with developing a communications plan for…

Responsible for XXXX budget and ensured costs were maintained and managed effectively

Liaised with design agencies

Lobbied and influenced

Organised and coordinated events from conception through to execution

Promoted and developed positive, professional image of …

Accounting

Timely and correct filing of Income Tax and Corporation Tax returns

Liaising with clients and departments to ensure 

Preparing tax calculations

Maintained confidential records and files

Created documents / excel spread sheets and brochures

Managed internal and external correspondence and emails

Provided customer service and handled customer queries

Working effectively under instruction from senior staff 

Contributed to a teamwork environment in a professional manner by following all reasonable instruction by senior managers

Purchase Ledger – Processing of Purchase Invoices, Credit Notes, Payments

Sales Ledger – Responsible for producing Sales Invoices,

Debit Notes, processing receipts

Bank Account – Processing Payments,

Receipts (Includes issuing of all payments & Debt collection)

Monthly Reconciliation’s – Debtors, Creditors / Bank / Credit Card Transactions

Nominal Ledger – Processing Posting to Nominal Ledger

Processing of Month End procedures on all ledgers,

Ensuring all month end reports completed efficiently and accurately

Cost Control of all Projects

Proficient in Sage / Tasbooks / Excel etc….

Student Roles

Gathering / Voicing the opinions of the class at meeting

Ensured constructive dialogue with the college 

Communicating ideas and concerns 

Acted as a liaison between the students and the academic leaders and the Students’ Association

Ensured that classmates are properly represented and completely informed

Acting as a source of information for students

Dealing with the new membership of people to the club  

Maintain an up-to-date list of all members and their next of kin details

Responsible for keeping an accurate record of all current members of the society

Arranging meetings 

Drawing up the meeting agenda 

Recording motions and amendments.

Recording and distributing minutes from club meetings.

Presenting a report on the 

Developed a database system for membership forms and 

Assist the treasurer in …

Reserving rooms for meetings

Advertising meetings on …

