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	Personal
Statement
	Committed secondary school pupil presently completing my A-Levels. Excellent team player with leadership skills because of my experience as elected English Team Leader of the ABC Academy Homework Club for 2 consecutive years. Seeking a part-time position as a virtual assistant for DEF Company.

	
	

	Skills
	· Proficiency using Microsoft PowerPoint, Word, and Excel
· Fluent in reading and writing in both French and English languages
· Adept at data entry with 50 wpm typing speed
· Knowledgeable in creating and maintaining social media accounts on different platforms (Facebook, Instagram, TikTok, LinkedIn)
· Ability to follow instructions carefully
· Organisational skills
· Excellent team player
· Strong attention to detail
· Time management

	
	

	Volunteer
Experience
	ABC Academy • English Homework Club Team Leader

September 2021–Present, Peterborough

· Organised Homework Club timetable and advertised the club schoolwide, resulting in 47% increase in regular attendees
· Negotiated with school kitchens and headteacher to allow for healthy snacks and drinks to be provided to Homework Club participants
· Implemented 2 revision timetables to improve student time management leading up to exams

	
	

	
	The Peterborough School • Annual Debate Organiser

September 2020–June 2021, Peterborough

· Monitored and organised all logistics and programme flows for the Annual Debate
· Collaborated with 10 other team leaders by creating posters, leaflets, emails, and decorations for the event
· Coordinated with the supplies team for the duration of the event, spending 50% under budget for supplies and other resources

	
	

	
	Academy Summer Camp • Participant 

May 2016–March 2019, Peterborough

· Punctually attended programmes before, during, and after summer camp
· Participated actively in all summer camp tasks including making T-shirts, planting trees, and camping in the moors
· Assisted younger participants aged 10–14 by acting as group leader during scavenger hunts and helping camp supervisor keep attendance records during nature activities

	
	

	Education
	The Peterborough School 
September 2014–June 2023, Peterborough
· A-Levels: English, French, History (predicted grades: A*, A, B)
· GCSEs: 10 A–C including English and Maths

	
	

	Awards
	· Senior Maths Challenge: Bronze (2018)
· Creative Writing Competition: Silver (2021)
· Duke of Edinburgh Award: Bronze (2018) and Silver (2019)

	
	

	Hobbies &
Interests
	· Playing Scrabble and chess
· Reading books (fiction and non-fiction)
· Photography
· Violin (completed Grade 4)
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Dear Reader,
 
Our goal at CV Genius is to provide you with the resources you need to get the job you want, and having a professional-looking CV is an essential part of that mission. 

That’s why each one of our CV templates is carefully created to make your application look polished and easy to read. Additionally, our templates are designed to help your CV get past the Applicant Tracking System software that many large employers use to scan through applicants. 
 
However, writing an impressive CV isn’t only about the template you use. Make sure your CV also highlights your qualifications, skills, and experience by using our free resources and reading our articles written by certified career coaches:
· How to write a CV
· CV layout
· CV examples by industry
· CV maker
 
After you’ve finished writing your CV, download a matching cover letter template and write a cover letter tailored to the position you’re applying for to give your job application an extra boost. 

Here are some of our most helpful cover letter resources to help you accomplish that:
· Cover letter builder
· Cover letter examples
· How to write a cover letter
· Cover letter format
 

Best regards,
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