Sample CV

	                                                       Curriculum Vitae

                                                   Julie Black
                                                          + 44 161 564876

                                                      black@execauto.bt.uk

Education
Oct. 1995 - July 1998 
Blackburn Business College 
Diploma in Business Studies 



              Blackburn, England            
(Distinction)

Sept. 1990 - May 1995
Hulme Comprehensive
              GCE A levels:



              Bolton, England        
              English A, Maths B,  French B


Work experience
Feb. 2000 -present
Executive Auto Importers Ltd., Furness House, Newton Heath



              Type of company: Car importers



              Post: Secretary to CEO



              Responsibilities: dealing with all correspondence; receiving customers  

                             and suppliers; dealing with domestic and overseas customers.                                           

Oct. 1998 - Jan. 2000
Getaway Travel, Oxford Sq, Manchester



              Type of company: Travel Agent



              Post: Travel Assistant



              Responsibilities: Travel arrangements for package holidays in SE Asia; 

               planning tailor-made packages for business clients.

Computer skills




              Microsoft Office, PageMaker

Interests
              Folk music, cinema, theatre



              Tennis - participation in tournaments, badminton, aerobics

Languages                         French (good); Italian (beginner)

              References
                                                          Mr Ronald McQuaid,                             Ms Sally Armstrong,

                                                          CEO                                                        Managing Director,

                                                          Executive Auto Importers,                     Gateway Travel,

                                                          Newton Heath                                         Manchester

                                                          Tel: 078 562 765                                     Tel: 0161 649 

                                                          rommcq@execauimp.co.uk                    salarm@gatewaymcr.co.uk



