Student example CV

Palitha de Silva

25 /124 Alan Avenue

Dehiwala

Tel: 1223 234 435

e-mail: palitha@hotmail.com
PROFILE:

A Mathematics student who is keen to find a position as a Trainee Accountant. Reliable, trustworthy, numerate and meticulous. Worked for a firm of chartered accountants during vacation and gained a good understanding of what is required of an accountant. Able to work on own initiative or as part of a team and can deal with administrative duties competently.

EDUCATION:

2000 – 2004 BSc. (Hons) (expected) in Mathematics at University of Kelaniya. 

Subjects studied: Business Studies, Computer Studies, Calculus, Geometry & Topology and Catastrophe Theory.


1993 – 2000 
Dehiwala Central College. 
3 GCE A Levels: Mathematics [A], Physics [C], Chemistry [B]. 
6 GCE O Levels: Mathematics [A], English Language [B], Chemistry [B], Physics [B], Geography [A], Economics [A].


EXPERIENCE:

JOHNSON & JOHNSON COMPANY (2002)

Administrative Assistant

A vacation job working for a large firm of accountants. Responsibilities and achievements:

· Assisted the Senior Partner who was conducting audits on major companies in the area.
· Handled incoming telephone calls to the Senior Partner from other companies and members of the public. 

· Organized and maintained the Senior Partner's filing system. 

· Typed reports on an IBM Compatible PC using the WordPerfect word-processor. 

· Devised a new filing system to maintain the files held by the department. 

· Solved users PC problems including sorting out spreadsheets, explaining how to use complex features in word-processing packages. 

COLOMBO COMMUNITY CENTRE (2001)
Co-ordinator
A vacation job at a community centre for the elderly. Responsibilities and achievements:

· Organised a local advertising drive that increased the number of elderly people coming to the centre by 20%. 

· Organised games for people attending in the afternoons. 

· Escorted some of the elderly people to and from the centre. 

COMPUTER SKILLS:

IBM Compatible PCs running Microsoft Windows, MS-DOS, WordPerfect, Word for Windows, Lotus 1-2-3 and Microsoft Visual C.

PERSONAL DETAILS:

Date of Birth: 
15th March 1983

Marital Status: 
Single

Nationality: 

Sri Lankan

INTERESTS:

Interests at University of Kelaniya included organizing a charity quiz, which raised 
Rs. 5000. Badminton, Cricket and Table Tennis

REFEREES:

1. Professor Ranjith Fernando, Department of Mathematics, University of Kelaniya, Kelaniya.

2. Mr Harin de Almeda, Personnel Manager, Johnson & Johnson, 124 High Street, Colombo 01.

(NB: This is only a sample CV and all the names and other details are hypothetical. This was prepared and distributed by Dr. K.M. Nalin de Silva, Director, Career Guidance Unit of University of Colombo.)
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