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Personal Profile
-This is your opportunity to ‘sell yourself’ to the employer.
Paragraph about your relevant skills and experience that relate to the Traineeship vacancy that you are applying for, what skills can you bring? What experience in this area do you already have? What personal qualities do you have that makes you a good employee (leadership, team worker, organised, motivated – always give examples of how you have demonstrated these skills)
-Shorter paragraph summarising why you want a career in this sector, what has inspired you and why you would be the right candidate for the role.

Key Skills
-Summarise the skills and experience gained in your work history or life so far in about 5 bullet points, keep the skills focused towards your chosen career and the vacancy you are applying for along.
· E.g. Information Technology and/or Software skills.
· E.g. Organisation skills and timekeeping 
· E.g. Excellent communicator 

Education
-List your qualifications you are working towards and have achieved.  Include any details of grades you are looking to improve on

Name of College or School:		
Qualifications:


Career History
-Paragraph about your work experience to date. Remember to include any paid or unpaid work such as voluntary work.  Include Dates, Job Title, Duties, Company, Length of Service & what you achieved.  Start with the most recent first. Follow the example below:




Job title:                                  
Company name:                                          
Dates:
Duties:  -Brief description of your duties


Key Achievements:  -Summarise your key achievements and successes.  These should be relevant to the industry or achievements at school or college.



Hobbies & Interests
-Short paragraph starting with something relevant to the discipline you are applying for, followed by general hobbies and interests.  Be careful not to include anything that may put an employer off.
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Disclaimer:  This resume is prepared for your exclusive use and must mot be passed on or  shown to any third party.  The information has been voluntarily provided by the above named and is subject to verification.  By inviting this candidate for an interview, you accept WS Training terms of business regarding Traineeships.  © WS Training.
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