		Date
Your Name

Contact details (email and phone number)

Profile (Optional) 

My expertise is in XYZ, I am now looking for a role within XYZ. 

Key Skills/Key Achievements and Competencies (Optional) 

Skills/competencies: If you are going to include key skills/competencies then you need to give an explanatory note on why/how you are skilled in that area with an example and/or overview of your experience. 

E.g. Direct Marketing – whilst at ABC Charity as Direct Marketing Manager (March 2018 – June 2020) I led on a multi-channel donor acquisition campaign using print mail drops and paid social media that recruited 5,000 new regular donors in year one. 

Professional Experience 

Organisation, Job Title (if not a permanent role, include temp/contact/interim), Month/Year worked 
Context (Optional) – providing the bigger picture of the organisation at this time, the context in which you were responsible and delivered the achievements below.
Key responsibilities  
· Include line management, size of team and direct reports, who you report to (e.g. board/CEO). Are you the strategic lead? Are you the budget holder? Do you manage a portfolio? What were the goals (e.g. targets, diversifying income, growing supporter base, growing team, etc.) of your role?
Key achievements 
· Tailor to the role you are applying for - read through the Person Specification for the role you are applying for, what have you achieved that evidence these?  
· Specific and succinct key outcomes, such as: income wins, increased income, targets met, partnerships established, new products designed and delivered, innovation projects, development of other staff, promotion, presenting experience etc.  
· Contextualise your experience – numbers, names, etc. - if details are in public domain/you have permission. 
· Remember the I vs the We of fundraising – be clear and honest here with no ambiguity.  
· Speak to a previous line manager or colleagues to help jog your memory!

Other Experience and Training 

Voluntary roles (formatted in same way as professional experience).

[bookmark: _GoBack]List training/courses with dates achieved.

Education  

Educational Establishment - Subject - Result  

References 

References available on request
