The two bad CVs have been rewritten to correct the mistakes
CV1

Davina Anonymous
8 St David’s Close
Romanby

Northallerton

DL7 8XX

Telephone: (01609) 121212

Personal Profile
A reliable, trustworthy and self-motivated person who is capable of working alone or as part of a team. Enjoys working with other people, dealing with the general public and meeting sales targets. Flexible regarding working hours and willing to continue training.

Skills/Achievements
· Passed NVQ level 2 in Retail and Customer Service 

· Gold Award for Outstanding Service to Customers – 2008 

· Well developed communication skills 

· Capable of coaching others 

· Computer literate 

· Experienced in handling customer queries 

· Time management skills 

· Patient and responsible 

Employment History
Retail Service Assistant, Link Training, Bedale, 2006 – 2007
· Customer service including measuring customers’ feet for shoes, serving at the cash till and dealing with general customer enquiries 

· Responsible for stock checks, ordering replacement stock and putting new stock out on display 

· Coaching new members of staff 

· General cleaning of the premises 

St Joseph’s J&I School, 2 Weeks Work Experience, 2005
· Working with the teacher of a class of over twenty children under the age of five 

· Listening to children read 

· Assisting children with maths, the alphabet and writing 

· Taking care of equipment 

Education
Wakefield High School, 2002 – 2006
Personal Details
Interests: Reading, Swimming (captain of local team), playing the guitar
Date of Birth: 01.02.1990

CV2
DONNA JONES

3 Clayton Avenue

Brompton

Northallerton

North Yorkshire

DL6 8YZ

Telephone (01609) 928272

Personal Statement
A hard working and mature school leaver who can communicate effectively at all levels. Enjoys working with a variety of people and helping to motivate others.

Skills & Abilities
· Enjoys working with figures and other aspects of mathematics 

· Eager to learn new skills 

· Can work alone or in a team 

· Confident in dealing with the public 

· Well organised and able to meet deadlines 

· Enjoys meeting challenges 

· Punctual and conscientious 

Qualifications
Middleton Community College, 2001 – 2006
GCSE Mathematics A

English Language A

English Literature A

Design & Technology B

Geography B

Science B

French C

Drama C

Achievements
School Attendance Monitor
Responsible for calculating attendance figures both for individual classes and the whole school. School Sports Captain Responsible for the management and development of sports days, and also organising meetings for the whole school to inform students of events.

Employment & Work Experience
Middleton Community College Administration Office, Office Assistant
· Helping in the school office for three lunch times per week, including answering the telephone, filing, photocopying and taking messages 

Appleton lane Junior & infant School, Work Experience 2005
· Work with 5-9 year olds including participation in reading and writing exercises and small group work 

Interests
Line Dancing – Organising classes, advertising sessions and completing the required administration

Swimming – member of school team

Badminton

Personal 
Date of Birth: 02.04.1990

Provisional Driving Licence

References Available on request
