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Personal profile
Example:
I am a hard-working and professional qualified reach 
FLT driver, with three years 
of experience in this role. I am looking for a full-time job that will continue to improve skills. I am self-motivated but also enjoy working with others in a team.
	Employment history
Job title, name of employer, location, month and year started – present (or month and year that you left).
Briefly list the duties you had, and skills you learned while working here. Choose skills or qualities that the employer has listed in their job description.

Example:
Reach FLT Driver, Adelie Foods, London, March 2017 – present
Responsible for assisting with loading/unloading food goods from lorries and vans, and safely moving and stacking tall loads into the correct sections and aisles.
I have learned how warehouses are organised, the importance of working together to meet targets and cope in the busiest times, as well as how to maintain and look after my forklift truck.

What jobs should you include?
If you’re applying for your first role in this sector, it’s still important to include your work history. Use it to highlight relevant skills that the employer is looking for, such as organisation, 
team work and good communication.
Include details of any jobs that have involved driving, even if 
it’s the organisation’s car – this still shows you are responsible and a driver than a potential employer can trust.
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Education
Name of course or qualification, name of training centre 
or education centre, dates you were in attendance or you completed the course.
Explain briefly the training certificate relevant to the job you are applying to. What did you learn that is relevant to the job?

Example:
Reach FLT Licence, Wallace School, London, October 2015
Five-day course learning about health and safety requirements, operating a forklift, moving pallets 
and difficult loads with practical training and assessments at the end.
RTITB accredited, registration number: ######.
If you have completed courses or gained certificates in anything relating to work or first aid, include that information here, as well as details of your car driving licence.

Skills
Example:
Manoeuvres and driving – ‘I am always looking for opportunities to improve my ability to move loads into tight spots and on the top shelves. With great precision and accuracy, I can safely move loads to any space.’
Communication and team work skills – ‘From working with 
a large team of drivers and workers at Adelie Foods, I have improved my listening and communication skills. I know how 
to discuss problems with colleagues, and enjoy working as 
a team towards finding a solution.’

References
First Name, Surname and Job Title
Relation to you in the work place (if it isn’t obvious 
from the job title), work contact number (or main company phone number which they can be reached through) and work email address.

Example:
Alex Smith, Supervisor, Adelie Foods, Northampton
07888 888888
janesmith@email.com
Who should you include as a reference?
Your first reference should ideally be from a your current or most recent line manager or supervisor. The second reference can 
be from a current colleague, or line manager or supervisor from a previous job. It’s best practice to ask someone if they will be 
a reference for you before they are contacted. Be aware that 
not all employers actually contact references, but it’s important to have them available if needed.
It’s important to remember that while you are in your current job, consider that you may not want your reference (e.g. your current head chef/boss) to be contacted until you have had an interview for a new possible job, or are actually offered it. This is because, for instance, if you weren’t offered the new job, and end up staying in your current job then you might not want your manager having been contacted as a reference. It can cause tension or awkward conversations about why you were trying 
to leave. A good way to get around this is to simply write ‘References available on request’. This shows the new employer that they can ask you for them as needed, but also means you can ask them to only contact them if you are offered the job, 
and then have time to ask the reference if it’s okay for them 
to be contacted. Most potential employers will be happy to 
wait to do this after offering you the job.
If you have only had one previous job, or have been studying, 
it is okay to include a tutor as a reference, or someone else as 
a character reference (who is not related to you).
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