Personal Information                                                                                                                                 

[full name]                                               
[date of birth]
[telephone]                                                   [address]


[email]                                                           [LinkedIn]


Personal statement – a fairly short paragraph listing your key skills, achievements and experience. Remember that you should consider tweaking this where possible to be relevant to the job you are applying for.

Employment History
Month 2010 – Month 2010 | Job Title | Employer Name | Location (town or county)
Main Responsibilities:

· e.g. Campaign Co-ordination: managed multiple international PR campaigns in technology and education concurrently, ensuring all messaging maintained succinctly and directly to relevant press in each European territory in print, broadcast and digital. Coordinated press tour events, exhibitions, partner events and training open days, all requiring time management skills, foresight and ability to manage event organisers, clients and external functions including catering.
or… 
· Campaign Co-ordination: managed multiple PR campaigns concurrently, ensuring all client and journalist deadlines met, in hand with coordinating press tours and ad-hoc briefings with channel, consumer and business journalists. Co-ordinated pan-agency PR efforts with affiliate international agencies including teams in US, France, Germany and Spain, guaranteeing consistent, unified global outreach.
· e.g. Team Leader: managed junior and senior account team, allocated tasks, oversaw personal development.
· e.g. Copywriting: managed product, issues-based and corporate releases drafted in-house and internationally, ensuring translation with sister agencies into respective languages where appropriate. Interviewed, drafted and placed corporate case studies and focus on news agenda to prepare and generate reactive commentary to timely announcements and wider initiatives.
Key Achievements:

· e.g. Coordinated press briefings at [international trade show event], positioning client in front of eight top tier journalists, followed up with network evening meal inviting a further four key members of the press to join and gain insight into client’s product plans. 
· e.g. Sourced opportunity for [business entrepreneur] to appear on [cable TV channel programme name] to launch [new product]
· e.g. Instigation of [business name] PR account into a consumer focused campaign in the coordination of product reviews for both its [product types] in [leading niche media publications]
· e.g. Consumer press tour to launch [social networking site] from [client name]. Coordinated briefings with [industry media web portals and magazines]
· e.g. Coordinated regular reviews of [product types] such as [names of products] in both channel and high end consumer IT and business magazines including [names of magazines]

Computer Skills 

Extensive use of media contacts and publication databases [software names]
Education & Qualifications

Month 2000 – Month 2000 | University                    
               

· BA (Honours) Culture, Media and Communication- 2nd Class Upper Division (2:1)
· Relevant modules studied: Marketing Communications, Public Relations, Brand Awareness, video production and editing techniques; production of short documentary film

Month 2000 – Month 2000 | College  
                              

· A-Levels:  Subject (Grade)
· e.g. City and Guild Certificate: Press Journalism and Radio Techniques
Month 1990 – Month 1900 | College 
                              

· 10 GCSEs, including: Subject (Grade)
Personal Interests & Achievements

· I am a volunteer worker for [name of charity] and assist with family fundraising events, as well being involved in the [support network group name]
· I have a passion for the great outdoors, am a keen gym-goer and enjoy attending live music events of all genres.
· I’m a keen player of [sport name] and represented my [county/university] in the 2000 [event name]
References

Available on request.

