Short CV Template 
Name :              
Profession:                             
Date of Birth:                                    
Years with Firm/Entity:                                        Nationality:   
Membership of Professional Societies: 
Detailed Tasks Assigned: 
Key Qualifications: 
Give an outline for staff member's experience and training most relevant to tasks on assignment.  Describe degree of responsibility held by staff member on relevant previous assignments and give dates and locations.  Use about 1/2 to 3/4 page. 
Education: 
Summarize college/university and other specialized education of staff member, giving names of schools dates attended, and degrees obtained in the following order: 
     Highest degree, discipline, university name, state, country, year 
     Next level, etc…. 
Employment Record: 
 Starting with present position, list in reverse order every employment held.  List all positions held by staff member since graduation, giving dates, names of employing organizations, titles of positions held, and locations of assignments.  For experiences in the last 10 years, also give types of activities performed and client references where appropriate.  Use about 2 pages.  If someone has been employed at one organization but has moved up in ranks, please list from the earliest date of employment and the latest position.  Note that previous positions held at the organization included other positions.  I.E., 1969-Present, Oregon State University - Professor of Education.  Previous positions include Adjunct Professor of Education, Assistant Professor, etc…. 
Year -Present   Position and Employer. 
Brief description of duties/responsibilities. 
Selected Consultancies 
Identify relevant consultancies using the following format: 
Year, Position, Name of Project, Country, description of duties. 
(i.e - 1993-1994, Agricultural Analyst, Agricultural Policy Development Project, Burundi.  Responsible for etc….) 
Languages: 
(For each language indicate proficiency:  excellent, good, fair or poor in speaking, reading and writing. i.e. English - excellent speaking, reading, and writing; Bengali - good speaking and reading, poor writing, etc…) 
Certification: 
I, the undersigned, certify that to the best of my knowledge and belief, these data correctly describes me, my qualifications and my experience. 
_______________________________________________________________ 
Signature of Staff Member or authorized official from the firm 
_______________________________________________________________ 
Day/Month/Year 
