JOHN SMITH
First-Line Support | Service Desk Analyst | IT Support Technician
+44 (0)0000000000 | johnsmith@email.com | Manchester | www.linkedin.com/in/john-smith/ 

PROFESSIONAL SUMMARY 
A motivated and detail-oriented professional with a strong interest in [industry or role]. Known for being [2–3 soft skills, such as proactive, reliable, or collaborative], with developing skills in [relevant hard or technical skills]. Recently completed training in [course or subject area], demonstrating a solid understanding of [key knowledge areas]. Currently seeking an entry-level opportunity within [industry], to apply my skills, continue learning, and contribute to a professional team.

SKILLS 
	Hard Skills 
	Soft Skills 
	Technical Skills 

	Hard skills are practical, teachable abilities that can be learned through education or training, for example: 
· Report writing 
· Project management 
· Hardware troubleshooting 
· Front-end development 
· People management 
· Human resources 
· Trend analysis 
· Root cause analysis 
· AI sentiment analysis
· Social media marketing 
· Risk assessment 

	Soft skills are how you work rather than what you do, including behaviours and personal qualities, for example: 
· Written and verbal communication 
· Analytical and critical thinking 
· Adaptable and flexible 
· Time management 
· Leadership 
· Organisation 
· Attention to detail 
· Problem-solving 
· Proactive 
	Technical skills are a specific type of hard skill, including specific tools, systems, or applications, for example: 
· Microsoft Word 
· Salesforce CRM 
· Canva 
· Adobe InDesign 
· Microsoft Project 
· Windows OS and macOS 
· Meta Business Suite 
· Hootsuite 
· HTML, CSS, JavaScript
· Microsoft Power BI (Basic)



EDUCATION & TRAINING 
Qualification Name | Institution								Date Achieved 

CERTIFICATIONS 
	Certification Name
Awarding Body 
	Date Achieved
	Certification Name
Awarding Body 
	Date Achieved



PROJECTS
Project Title or Description | Institution/Platform Used					Dates To & From 
· If you are trying to break into Project Management, you might use a holiday you have organised, or an event you have coordinated (such as a party or gathering), including any timelines, budgets, and stakeholders.
· If you are trying to break into IT, you might include setting up or troubleshooting devices for yourself, friends, or family, such as installing software, fixing hardware issues, or resolving connectivity problems. You could also include any lab work or simulations completed as part of training.
· If you are trying to break into Human Resources, you might include organising people-related activities such as coordinating schedules, helping onboard new members into a group, assisting with administrative tasks, or supporting communication within a team or community setting.
· If you are trying to break into Coding or Programming, you might include personal or practice projects such as building a simple website, creating an app, or completing coding challenges. If possible, host these on platforms like GitHub and include a link to your portfolio.
· If you are trying to break into Business Analysis, you might include analysing a process in your daily life or studies (such as improving a system for managing tasks or information), identifying problems, and proposing solutions. Coursework or case study analysis can also be included here.
· If you are trying to break into Health and Safety, you might include identifying risks in a workplace, school, or home environment and suggesting improvements. This could include completing risk assessments, safety checklists, or participating in safety-related training or activities.
· If you are trying to break into Digital Marketing, you might include managing a social media page, creating content, running small campaigns, or analysing engagement metrics. This could be for a personal account, a small business, or a community group.
· If you are not yet targeting a specific industry, you can include general projects that demonstrate transferable skills. This could include organising a school event, managing a group assignment, planning a trip, participating in extracurricular activities, or completing structured coursework. Focus on showing skills such as teamwork, communication, organisation, problem-solving, and responsibility – these are valued across all industries and help demonstrate your readiness for the workplace

VOLUNTEERING
Title | Institution or NPO 									Dates To & From
· List your duties and responsibilities during this time, as well as any impact or metrics that your volunteering had. 

ADDITIONAL EXPERIENCE 
Title | Institution 										Dates To & From
· Describe any experience with informal work, freelancing, shadowing, or extracurricular activities you have had, if applicable. 

HOBBIES AND INTERESTS 
· List hobbies and interests (just two to four good ones will do) that are either related to the industry you want to go into or are related to skills that employers will value. 

LANGUAGES
	English (Native Fluency) – Speak, Read, Write 
	Spanish (Conversational) – Speak



REFERENCES 
Available Upon Request. 
