“History” style CV example (shortened).

Jane Brown
1 High Street, Smaltown, Westshire AB1 2CD
jane.brown@e-mail.co.uk   
Telephone: 01234 67890 Mobile: 07896 65432


Key achievements.  
· Promoted to Director’s PA in recognition of my attention to detail and expertise in running accounting packages.  
· Counselled over 100 victims of criminal offences to improve their recovery.

Personal Summary.  
· Exceptionally organised PA and administrator who is versatile in operating wide range of IT packages and presenting information analysis.  
· Experienced in managing and safe-guarding highly sensitive commercial and personal information.  
· Good advocacy skills from voluntary work and Parent Teacher activities.

Employment history.

Victim support (2005 - present) - Counsellor.
I have manned the phone line as a voluntary counsellor providing advice and practical and emotional support for over 100 victims of crime, often acting as their advocate in discussions with other organisations.  I learned the range of help available and produced a short leaflet summary for clients.

ABC Manufacturing (2000 - 2005) - Accounts clerk - promoted to Director’s PA 2002.
Member of accounts team responsible for all customer invoicing, I indentified high value over due payments and took action to recover the debts.  Using the SAGE accounting package, I was able to present accurate forecasts for Director meetings using PowerPoint.  This helped the company create future plans and strategies to improve turnover.  Promoted to PA, I was responsible for the Director’s appointments, correspondence and all personnel cost forecasts.  The forecasts included the company’s pension liabilities and my analysis supported a change in policy and contributions.

Smalltown Solicitors (1995 - 2000) - Copy typist and filing clerk.
I was responsible for ensuring that legal documents and correspondence were produced accurately and to time.  I created an improved filing system that allowed clients and their billing to be better cross-referenced, identifying the most profitable areas of the business.  Managed filing system efficiently so that papers were correctly controlled and easily found.

Other temporary agency work (1994 – 1995).

Qualifications.

	Company training course
	2002
	Basic First Aid.

	Newtown college
	2001
	EXCEL and SAGE certificates.

	Smalltown College
	1994
	Secretarial & basic accounting certificate NVQ Level 2.

	Smalltown School
	1993
	GCSEs in English and French (Grade B) plus 
Mathematics and Science (Grade C).



Personal Information.  Current driving licence.  Active member of local Parent Teacher Association and managed accounting for uniform sales over three years so that donations to school prize fund increased annually.

References.

	James Smith (former line manager) 
ABC Manufacturing, 
12 Old Street, 
Smalltown, 
Westshire 
AB6 2DE   
jsmith@ABC.co.uk  
01234 987654.
	Jenny Scott (head teacher) 
Smalltown School, 
West Road, 
Smalltown, 
Westshire 
AB7 9FE.
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