PROFESSIONAL CVS FOR BUTLERS AND HOUSEMANAGERS 

WE RECOMMEND YOU USE A FORMAT SIMILAR TO THIS EXAMPLE BELOW, 
WITH OUR TIPS FOR GETTING NOTICED
Full Name Here
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Professional photo inserted above     ( we will place our logo here) 
Please complete your full bio data below: 

Full Postal Address :

22 Wayne Street, London, SE99 32X
Permanent Address

PO BOX 78954, LONDON
Telephone Number:

++ 44 207 7033 666
Date of Birth :


02.02.1966
Nationality:     


British
Email Address:


wayne@igbh.com              
Married Status:


Divorced and presently single        
Dependents:


One child with mother, (I am able to travel alone) 
Notice Period:


4 Weeks
Availability:


6 weeks
Present Salary:


$ 35,000 plus benefits Tax free

Salary expectation:

$ 40,000 plus benefits, ideally tax free
     
PROFILE 
Having worked for the King & Queen of Jordan, I have worked in stately homes for the past ten years managing large teams overseeing homes all over England, America and Europe. We cater for guests from ten to 100, and over 40 rooms to maintaine, large grounds, a fleet of cars and staffing of over 45 to lead and direct. (My core strengths are) sum up where you have worked and what makes you unique, special and why you should you get this job or any other that you might be seeking? Your might want to quickly summarise your career highlighting your main achievements but don’t prolong this too much. 
  
A short statement at the beginning of the CV is a positive way of selling yourself. You could include positive words, such as competent, adaptable and conscientious.

KEY SKILLS or ACHIEVEMENTS   
Use this section to outline and identify significant skills, which may be of interest to future employees, i.e.:- Languages, or Specific Training, targetted to the role you are applying for. 
This can also be used to outline the things that you have done well in past jobs and any other significant achievements. 

PROFESSIONAL EXPERIENCE ( PER JOB) 
· Starting with your most recent job, in reverse order, 
· Make sure you enter full dates ( months and years) – this will be of most interest to future employers. 
· Enter the country or country and the city or town where you were based. 
· Enter the name of your employers and perhaps a description of who they are, Give the job title and the main duties involved in the role – keep it brief. 
· Give a discription as to the household you managed, what size household, number of staff reporting into you, number of rooms, number of guests, daily, budget

· Give a list of your core duties, skills, experiences, achievements and ensure you summarise - DO NOT WRITE SHOPPING LISTS


EXTRA NOTES
Don't leave gaps; employers will want to know what you were doing during these periods. 
If work experience is limited, you may want to add in part-time, temporary, holiday or voluntary positions. 
  
If you have had many different jobs, emphasise the skills and experience you have gained by grouping them together, e.g. I have worked in many different types of job during vacations, including office, shop and factory work. Suggest that bullet points be used for this information. 
  
EDUCATION 
Outline College, university and secondary education, qualifications gained and years attended. 
  
  
PROFESSIONAL TRADE QUALIFICATIONS
Skilled trade qualifications, i.e. City and Guilds, HND etc. 
  
  
INTERESTS 
Aim to show the employer that you have a well-rounded personality. This is a chance to sell yourself. You can include any sporting activities, hobbies and membership of clubs and societies.
NOTE: Make sure you know enough about your interest to be able to talk about them in an interview; they are often picked upon by employers for further questions.
  
ADDITIONAL INFORMATION 
This is optional, but useful if there are gaps in other parts of your CV. If you have had a break at home make this positive. 
Do this by describing skills you have used in, for example, bringing up children and running a home. 
If you are changing career direction, explain why you are interested in the new type of work. 
  
  
REFERENCES 
You may or may not want to include the details of your references on your CV, but you should always have a record of two or more people you can use as references. 
One should be you last employer or, if you have not worked for some time, you could use your family doctor or a friend (not a relative), who has known you a long time.  ( You may not you’re your present employer to know you are looking for a job, so we wont chase this reference until you leave their employment)
You should ask people to agree to this beforehand. 
  
  
PHOTOGRAPH 
Some future employers may require a photograph of you – if so; ensure that you are dressed smartly in work attire, and that you smile! 
CV HELP
If you need help with your CV, we have posted information on our website, and you are welcome to re-submit it, once you have studied our requirements
http://www.globalsearchint.com/cvsample.htm
