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Career Résumé 

Name

Location (Town, County) 

A snapshot of you. Think beyond your department and job title.  Use a title which describes you in general – e.g. expert, professional, executive.  Describe your work experience and background in about 45 words.  Two or three sentences that give a summary of you.  (Highlight those attributes and qualities which match the role you are seeking.)  E.g.

A finance professional with wide experience of all aspects of the credit function.  Through steady promotion, has covered credit administration, underwriting and management.  Decisive and clear-thinking, leads and motivates by example.  Is keen to gain broader experience and is seeking a fresh challenge within the commercial finance industry.

Key Skills and Experience

These are generic/transferable skills.  There should be no more than about 5 or 6 key skills (one bullet point for each skill and no more than 10 to 12 words).  Avoid using adjectives like “good” – if a skill is “key”, then it must be good.  Conversely “basic knowledge of” cannot be key!  Use words like securing/selecting/high level/developing/leading etc. to start each point.  E.g. 

· In-depth financial analysis
· Balanced underwriting
· Strong communication skills
CAREER HISTORY

Go back to positions held in the past 10 years (approximately).  Show your most recent role first.  Give dates of employment; if you held more than one post with the same employer, put the total span at the top.  For current position, write in the present tense (see pages 3 and 4 for list of useful verbs).  All previous positions should be written in the past tense.  E.g.

Fred Bloggs Limited

          





1995 to present

Credit Manager
  






           1998 to present

· Prepares budgets and maintains expenditure accordingly.

· Manages a department of 6 Underwriters.

· Etc.

Credit Underwriter








     1995 to 1998

· Collected data and assessed creditworthiness of companies.

· Etc.
Where possible, quantify information.  E.g.

· Held joint underwriting authority £100k

· (or for a salesperson) Achieved 115% of new business target for 2004

Name continued…/

Smith PLC









     1993 to 1995                                                                             

Credit Administrator

Etc.
PREVIOUS CAREER

This section is for positions held more than ten years’ ago.  Give only brief details unless they are particularly relevant/very important to the role you are seeking.  Summarise key tasks and/or achievements.  E.g. 

1988 to 1993 – ABC Co. – Trainee Clerk – Monitored day-to-day accuracy of data input.  Achieved average of 85% throughput.
EDUCATION, QUALIFICATIONS & TRAINING

Unless you have only recently left school or graduated, details of school, college and university qualifications need only be summarised.  More recent vocational training or relevant qualifications may be of more interest to a prospective employer than GCSE’s gained 10 years ago.  As with other sections, put the most recent year first.  E.g.

1997 to present
Ashridge Management College – Management Development Programme

1995 Dun and Bradstreet – Credit & Financial Analysis Course (Distinction)

1985 to 1988

Durham University – BSc. (Hons.) Economics 2:2

1979 to 1985
Wellsesly Grammar School – A-Level Mathematics, Economics and Physics and 7 O’ Levels including Mathematics and English

PERSONAL DETAILS

Include factual information and information such as Driving Licence details where applicable to the job.  E.g.

Date of birth:

1st June 1970

Marital Status:
(optional) Married with two children

Health:

(optional) Good

Nationality:

British

Driving Licence:
Full UK, clean (car owner)

Leisure/Interests:
(optional) Watching and playing sport, current affairs and music.

References:

Available on request.
 

	Current Salary:  £30,000 p.a. plus (where relevant) OTE £15,000 p.a., health insurance, pension (and any other benefits etc.)  Salary Sought: (optional)



Action Word List

	Accomplished
	Enlisted
	Memorised

	Achieved
	Ensured
	Merged

	Acquired
	Established
	Minimised

	Activated
	Estimated
	Mixed

	Adjusted
	Evaluated
	Modified

	Administered
	Examined
	Modulated

	Analysed
	Exceeded
	Maintained

	Applied
	Executed
	Managed

	Appraised
	Expanded
	Monitored

	Approved
	Expedited
	Motivated

	Arranged
	Explained
	

	Assayed
	Extended
	Notified

	Assembled
	Extracted
	Negotiated

	Assigned
	Facilitated
	

	Assisted
	Finalised
	Operated

	Attained
	Followed-up/through
	Ordered

	Augmented
	Forecast
	Organised

	Authorised
	Formulated
	Oversaw

	
	Fostered
	

	Bought
	  [relationships]
	Participated

	Brought
	
	Performed

	Budgeted
	Generated
	Planned

	Built
	Graduated
	Prepared

	
	Guarded
	Processed

	Calculated
	Guided
	Provided

	Calibrated
	
	Purchased

	Catalogued
	Headed
	Positioned

	Chaired
	Helped
	Presented

	Classified
	Hired
	Procured

	Co-ordinated
	
	

	Coached
	Implemented
	Qualified

	Collaborated
	Informed
	

	Communicated
	Initiated
	Received

	Compared
	Inspected
	Recommended

	Compiled
	Instructed
	Recorded

	Completed
	Interpreted
	Rendered

	Composed
	Interviewed
	Released

	Computerised
	Investigated
	Represented

	Conceived
	Issued
	Raised

	Conducted
	Improved
	Recovered

	Consolidated
	Increased
	Redesigned

	Constructed
	Indexed
	Reduced

	Consulted
	Influenced
	Related

	Counselled
	Informed
	Replaced

	Created
	Installed
	

	Cultivated
	Instigated
	


	Dealt with
	Instituted
	Sampled

	Debated
	Interacted
	Serviced

	Decided
	Interviewed
	Shaped

	Defined
	Introduced
	Shortened

	Delegated
	Invented/Innovated
	Solved

	Delivered
	
	Sourced

	Demonstrated
	Judged
	Specified

	Designed
	
	Studied

	Determined
	Labelled
	Supervised

	Developed
	Launched
	Supplied

	Devised
	Learned
	Suppressed

	Diagnosed
	Led
	Surveyed

	Diminished
	Listened
	Synthesised

	Directed
	Lowered
	

	Discovered
	
	Tested

	
	Made
	Trained

	Edited
	Manipulated
	

	Eliminated
	Maximised
	Verified

	Empowered
	Measured
	

	Encouraged
	Mechanised
	

	Enhanced
	Mediated
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