[image: image1.png]y
AA careers








           














  KAREN MUNRO – Career Coach
 “Do the Job you Love”

EXAMPLE OF A SKILLS BASED FUNCTIONAL C.V.
FULL NAME

LOCATION not your full address (information security)

Email and mobile

Customised Linked-In URL

PROFILE / PERSONAL STATEMENT

Your personal statement should be no more than 6 lines deep and describe a few of your qualities, your 'label', your background and years of experience and a couple of sentences clarifying what you are best at. Avoid clichés - tell the recruiter / hiring manager something unique about what you can offer. Remember to write ABOUT yourself so avoid reference to 'me, my and I' throughout.
KEY ACHIEVEMENTS (listed as competency headings) 
Create achievement statements to demonstrate your skills, experience and strengths under each competency heading below i.e.

Planning and Organising

· Achievement statements reflect WHAT you did demonstrating EVIDENCE of HOW you did it
· Ensure each statement is clearly demonstrating your value and what you offer
· Achievement statements should be short, punchy headlines reflecting your audiences‘ language
Leadership

· Start all achievement statements with action words i.e created, organised, managed (see guide)
· Focus on the headline not all the finer detail – that’s for the interview

· Quantify and qualify – use facts and figures, percentages and estimates
Problem Solving

· Pick the competency headings your audience are looking for

· Prioritise the competencies in order of importance to your audience

· Choose competencies relevant to your audience and their requirements
CAREER SUMMARY 

Company name (most recent)
 






Year  –Year 
Job title

Company name 
 








Year  –Year 
Job title

Don’t go back more than 10 / 12 years. No need to include individual job information here.  Just a list of companies, years and role as all of this will be within your competency headings (they’re not role specific)
CONTINUOUS PROFESSIONAL DEVELOPMENT

QUALIFICATIONS
PROFESSIONAL MEMBERSHIPS

ADDITIONAL INFORMATION / VOLUNTARY WORK

INTERESTS

Use this small space to tell your audience a bit more about what you enjoy doing outside of work.  This can be a good topic of conversation and can be a great ‘ice breaker’ at interview.  It’s also another way for you to demonstrate additional transferable skills i.e “coaching the under 7s Rugby team every Sunday” would demonstrate ‘commitment’, ’communication’ and ‘coaching’ etc. or being a Governor at a local school could demonstrate ‘managerial’, ‘collaboration’ and ‘decision making’ skills.  However, mentioning family, personal information and generic hobbies like ‘walking the dog’, ‘socialising with friends and family’ or ‘going to the cinema’ should be avoided.
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A full member of the International Coaching Federation and the Association for Coaching 
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