


John Smith 

Address: Buckingham palace, London, SW1A 1AA 
Email: name@hotmail.com 

Mobile: 01234 567890 

PERSONAL PROFILE 

I am a highly ambitious, outgoing and competitive individual with excellent rapport building skills and the 
ability to work under pressure. Able to work on my own or as part of a team I have strong organisational 
skills with the ability to work to targets. Currently looking to further my career in a sales driven business to 
business environment.

EDUCATION 

2:2 BSc (Hons) Chemistry 
University of Sheffield (2012 – 2015) 

 Led and contributed to the team when conducting group research projects.

 Analysed information and solved problems

 Wrote a scientific paper on the mechanism and commercial use of Benzene.

A levels in Chemistry (B), Biology (B), Economics (B) and AS level in P.E (B) 
Bilborough College, Nottingham (2010 – 2012) 

10 GCSEs, grade A - C 
Fernwood Comprehensive School, Nottingham (2005 – 2010) 

WORK EXPERIENCE 

The Royal Bank of Scotland Insurance - Service Sales (Mar 2016 – Aug 2016) 

 Coordinated sales pitch to further business relations with current customers.

 Developed strategies to attract new customers and enhance revenue.

 Dealt with and resolved customer complaints.

 The role has significantly improved my interpersonal and reasoning skills.

Jigsaw Insurance Marketing - Sales Executive (Sept 2015 – Mar 2016) 

 Built customer-rapport quickly and effectively to generate sales.

 The competitive nature of the role encouraged me to consistently attain the targets placed before me
and help to ensure that the division consistently proved to be the most lucrative in the company.

mailto:name@hotmail.com
BMS Tips
Sticky Note
This is the first thing people read so it needs to stand out. Sum up who you are, what you can offer and what you’re looking for.  Don’t forget to include sales! Add relevant skills and experience that reflect the role you want. Keep it short. 

BMS Tips
Sticky Note
Include your Degree and explain any projects/skills and why they’re relevant to the role.  If your Dissertation is relevant to the job go into detail. Include any strong grades. Include you’re A-Levels and equivalent and grades.

BMS Tips
Sticky Note
Only include your most relevant and recent 2 or 3 roles.  Think about your main responsibilities and how they relate to sales. Examples might include fast paced environments, working towards targets, under pressure or as part of a team. Showcase successes and quantify - did you perform over and above what was required? Details bring it to life but keep it to 4 or 5 bullets - you will be asked more at interview.



Mecca Bingo, Rank group - Barman (Jun 2009 – Sept 2009) 

 Provided a friendly and professional service to all customers.

 Supervisor responsibilities included managing stock, cash balancing and running bar shifts.

KEY ACHIEVEMENTS 

 Led and captained Bilborough College Men’s Hockey 1st XI to national finals.

 Received University Club Colours having played for The University of Sheffield Men’s 1st XI for 3
years. This provided structure to my working week, where sporting commitments had to be balanced
with my university work.

 Play to a national league standard with Nottingham Hockey Club 1st XI.

HOBBIES AND INTERESTS 

 Travelling (Aug 2010 – Feb 2011), South East Asia, Australia and South America.
o The opportunity to meet new people, sample wonderful cuisine and visit some of the most famous
world heritage sights has always been a long-term ambition and I now feel rejuvenated, a more
mature person and in a strong position to further my career ambitions.

 Scuba Diving
o Open Water PADI (Thailand)
o Advanced SSI (Australia)

BMS Tips
Sticky Note
You could include being part of a sports team or society at Uni or any interesting extra-curricular projects you were involved in. This can help highlight key skills such as organising, planning and people skills.

BMS Tips
Sticky Note
Interests help form an overall impression of you. Don’t just list things, explain why you do them/what you like about them. If you have been travelling you may want to include details here.




