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Name
Contact details

· full address
· telephone numbers

· email

Personal details *NOTE: inclusion of personal details whilst optional is advisable            
· nationality
· date of birth

· status

· driving licence
Education

· brief summary of qualifications & educational establishments (chronological listing in reverse order)

Profile

· very brief summary of key skills and experience

· career objectives

Career history - chronological listing in reverse order (most recent first)

· inclusive start/finish dates

· employers name

· 1 line employer description

· job title (under each job title, bullet point responsibilities and then achievements)
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