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CV Questionnaire
If you do not have an existing CV, then please complete this Questionnaire as thoroughly as possible.  
.  
	Full Name:

Date of Birth:

Marital Status:

Nationality:

	

	


	Address:


	
	Tel (Home):

	
	
	Tel (Work):

	Town/City:


	
	Mobile:

	Post Code:


	
	Email:

	Country:


	
	Best time to call:


Do you hold a UAE driving licence? 

Yes/No
Why do you need a CV prepared? (Please choose from below)
Promotion


□


Recently graduated

□
Change in career

□


Redundant/Unemployed
□
Recent school leaver
□


New job after career break
□

Education, Qualifications and Skills

High School, Bachelor’s, Master, PhD or other equivalent.
	Name of Institution Obtained:

	Level
	Subject
	Grade
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Please list the computer packages you can use i.e. Word, Excel etc.  State your competency level i.e. basic, intermediate or advanced.




	Please list any languages you speak and state the level eg. fluent, basic etc.



	Interests and extra activities outside of work e.g. swimming, reading etc




Current or Last Employment Details:
	Position Held:

	Employer’s Name and Location:

	Employment Dates:
	From:
	To:

	Job Description and Responsibilities:

Include details of major achievements and projects, promotions etc.  Try to include relevant information, highlighting your key responsibilities.  Write down what comes to mind.   It is likely that we will re-write this significantly. 

	

	

	

	

	

	

	

	

	


Previous Employment Details: (in chronological order)
	Position Held:

	Employer’s Name and Location:

	Employment Dates:
	From:
	To:

	Job Description and Responsibilities:



	

	

	

	

	

	

	

	

	


	Position Held:

	Employer’s Name and Location:

	Employment Dates:
	From:
	To:

	Job Description and Responsibilities:



	

	

	

	

	

	

	

	


	Position Held:

	Employer’s Name and Location:

	Employment Dates:
	From:
	To:

	Job Description and Responsibilities:



	

	

	

	

	

	

	

	

	


	Major Work Achievements:

List 3 to 6 major achievements at work.  These can be inclusive of those you may have detailed above in your employment history. 




Further Details:

	Give a brief description of yourself, highlighting your strengths and weaknesses. In addition, list your many characteristic as both an employee and in your personal life.



	

	

	

	

	

	

	

	

	


	Describe your career aims and ambition.  How do you intend to achieve them? What are you looking for in your next job? 



	

	

	

	

	

	


	Additional Information: Please detail any other information you consider to be relevant/important which has not already been covered.  



	

	

	

	

	

	


	Special Request: If you have any special requests or want to state any particular points which may help us in the preparation of your CV, then please detail them here.  This can include anything which you believe may pose you a problem in finding a new job.

	

	

	

	

	

	


Please attach your photo here below:
Thank you for completing this form.  You are now a step closer to receiving your new and improved CV!.
Good Luck!
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