
5-Point Networking Email 
 
Steve Dalton, the author of The 2-Hour Job Search believes the perfect networking email is a "5-Point E-mail". The five 
points are as follows: 
 

1. 100 words or less 
2. No mention of jobs (in subject or body) 
3. Connection goes first (e.g., ND connection) 
4. Generalize your interest 
5. Maintain control of the follow up 

 
 
Here's an example of what a 5-Point email would look like: 
 

Subject: Notre Dame MBA Student Seeking Your Advice 
 
Dear Mr. Jones, 
 
My name is Brooke Franklin, and I'm a first-year Notre Dame MBA student who found your 
information in the ND alumni database. May I have 15 minutes of your time to ask you about 
your experience with IBM? I'm trying to learn more about marketing careers at technology 
companies and your insights would be very helpful. 
 
I realize this may be a busy time for you, so if we're unable to connect this week, I'll try again 
next week to see whether that is more convenient. 
 
Thank you for your time, 
Brooke 

 
The most important part of this email may be the follow-up; an email like this allows you to reach out again in a week if 
you haven't heard back without feeling like you're bothering the person at the other end. If you don't hear anything 
after the second attempt, you can probably cross him/her off your list and move on to the next contact. 
 
 



 
36 Westmoreland Drive 

Newcastle upon Tyne 
NE1 8LT 

Mr Mark Wilson  
UK Health Trust  
18 Whitehall Square  
London  
SW1 9LT 

11th January 2015 
Dear Mr Wilson  
 

Re: Community Health Development Officer [HD/12/2014] 
 

I am writing to apply for the above post, as advertised on the Health UK recruitment site. I am 
a sociology graduate with a 2:1from Newcastle University. I have  relevant health awareness 
experience, and I am looking for a position where I can employ my knowledge and skills in 
support of health and community development. I enclose my CV for your attention.  
 

I am eager to work for UK Health Trust because of your ground-breaking work within the field 
of community health. I became aware of the work of the Trust when carrying out my 
dissertation, ‘Generational Change in Local Health Awareness, where I researched health 
awareness of children and elderly people in a deprived location. I referred to a number of 
publications produced by UK Health Trust and was impressed by the innovative techniques 
your organisation uses to engage local community members in projects. The Community 
Health Development Officer position would further develop my existing abilities and my 
understanding of community development, allowing me to contribute in a practical way to 
enhancing the health of disadvantaged people. 
 
The volunteer development aspect of the position particularly appeals to me. I have worked 
in the voluntary sector, providing services tackling health inequalities and promoting healthy 
living in Newcastle. I promoted health awareness through one to one sessions and in large 
groups and  developed interpersonal skills, confidence and patience when engaging and 
motivating participants. While raising the group’s profile using social media, the local press 
and at presentations to youth clubs, faith meetings and care homes I recognised the need to 
change my delivery style to suit the audience. As a volunteer teacher in Ghana, I developed 
communication and team-building skills essential to your advertised role; liaising with 
colleagues and parents and a lively group of twenty-five 7-8 year olds to arrange a 
community event. My retail experience, coupled with my extracurricular activities additionally 
enhanced my ability to develop others, as I was responsible for inducting and training my 
peers.  
 
In relation to the fundraising and budgeting aspect of the role, I have experience of raising 
substantial amounts of money through several successful charity events, including a well - 
attended fashion show. I was also elected Treasurer of NU Sociology Society with 
responsibility for managing a budget of £3000.  
 

The necessity to travel to identify community issues only adds to the appeal of the position. I 
enjoy driving, hold a full clean driving licence and I am very interested in relocating to London 
to work for UK Health Trust.  
 
Thank you for considering my application. I look forward to hearing from you.  
 
Yours sincerely 
 
Rachel Sullivan  
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Types of Affiliations 
Sister City Relationship  

A Sister City relationship is formed when the mayor or highest elected official (or, if elections 
do not take place, highest appointed official) from a U.S. community and a community in 
another country or territory sign a formal agreement on behalf of their communities endorsing a 

sister 
unless otherwise indicated by one or both of the respective communities. 

Sister Cities International shall formally recognize only those relationships by cities/members in 
good standing (i.e. who are current on membership dues) in its Membership Directory or on its 
website. However, Sister Cities International shall not assert as invalid or otherwise impugn the 
legitimacy of those relationships formed by non-members. 

Friendship City  

A Friendship City or Friendship Cities tepping 

referred to as such in the formal documents that are signed. Sister Cities International shall 
recognize Friendship City relationships by members in its Membership Directory and website.  

As per Sister Cities International Board of Directors: 

Sister Cities International will recognize a new sister cities affiliation between a 
U.S. and an international community, even though another affiliation may exist 
between that international community and a different U.S. community, only if a 
cooperative agreement among all involved communities is filed with Sister Cities 
International. If a cooperative agreement is denied, or no response to the request 
is received within a reasonable amount of time, Sister Cities International will 
recognize the partnership as a friendship city and it will be delineated as such 
with a symbol in the membership directories. 

The cooperative agreement must be sent by the Mayor/County 
Executive/Governor of the requesting community, and must be sent to the 
Mayor/County Executive/Governor of each of the existing partnership 
communities. Although the Mayor/County Executive/Governor may request input 
from, or may be given input by, the sister cities program, it is up to the discretion 
of the Mayor/County Executive/Governor to sign the cooperative agreement. 
Although Sister Cities International will help with the cooperative agreement 
process, it is up to the requesting community to get the agreement signed. Sister 

the cooperative agreement.  

To place a relationship into Emeritus status, the mayor or highest elected official of the U.S. 
community must write a letter to the mayor of the foreign city indicating that they wish to 
remain sister cities, but understand that the relationship will remain inactive until such time as 
both cities are able to sustain an active relationship. Sister Cities International should be 
informed in writing by the mayor of the U.S. city of the situation. Sister Cities International will 
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then place the partnership into Emeritus Status and will reflect this status in directories and all 
lists of sister city programs. 

If a community wishes to terminate a sister city relationship, then a letter from the mayor or 
highest elected official of the U.S. city should be sent to the mayor of the sister city. Sister 
Cities International should be informed of this action in writing by the mayor of the U.S. city 
and Sister Cities International will then remove the partnership from its directories and all lists 
of sister city programs. We do not recommend terminating a relationship simply because it is 
dormant. Many partnerships wax and wane over the years, and in many cases a dormant 
partnership may be reinvigorated by local members years after it has been inactive. 

General Guidelines  
In order for a sister city/county/state partnership to be recognized by Sister Cities International 
(SCI), the two communities must sign formal documents which clearly endorse the link.  This 
presumes several key items: that the U.S. community is already a member of SCI and has 
followed proper procedures (e.g. passed a city council resolution declaring the intent to twin 
with the specific city); that both communities share a mutual commitment to the relationship; 
and that both have secured the necessary support structure to build a lasting relationship. You 
should check with your local sister city program to see if they have any additional requirements 
before pursuing a sister city relationship.  

SCI 
  However, as the following examples show, the actual name and format of 

your documents is left up to you.  

A few things to keep in mind as you draft your agreement: 

 
commitment to fostering understanding, cooperation, and mutual benefit to the precise, 
with particular areas of interest, specific programs/activities, or more concrete goals 
related to anything from numbers of exchanges to economic development. 

 r areas of 

include all the programs you plan to do if it makes the document too lengthy or limits 
the scope of projects. This is a formal document to establish the relationship; specific 
tasks, responsibilities, or other nuts-and-bolts text related to implementation or 
administration of the partnership can be expressed more fully in a separate 
memorandum between the respective sister city committees. Your partnership 
agreement is a historical document and should not be dated or limited by being aligned 
with very specific tasks. 

 Work with your counterparts. Remember that this is signed by both cities. You should 
share drafts of your agreement with your international partners and solicit feedback on 

nicipal priorities. 

 Ask your counterparts to translate the agreement if it is drafted in English. It is 
important for the citizens of your partner community to be able to read and understand 
the commitment their city has made. Have someone in your own community who 
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speaks that language check the foreign-language version to make sure it mirrors what 
you have in your own agreement. 

 Keep it to one page. Ceremonial documents such as these partnership agreements 
work best if they can be posted in their entirety. 

 Most sister city agreements include some acknowledgement of the founding principles 
of the sister city movement to promote peace through mutual respect, understanding, 
and cooperation. 

 Consider using official letterhead and/or other embellishments such as city seals or 
logos to reflect your enhance the document. Sister city agreements are often posted at 
city hall or other municipal offices and should reflect their historical importance 

 Look at other agreements your city has signed. These agreements may give you an idea 
of what is acceptable or possible, and they may be in an easily replicable format. If you 
cannot access older agreements please contact Sister Cities International, we may 
have them on file, although we do not have copies of all partnership agreements. 

 Documents must be signed by the top elected official of both communities.  

 Check with your mayor, city council, town clerk, et al. to make sure that the agreement 
is OK with them. The mayor is the one putting his or her name on the paper, and you 

 

 Official documents are usually signed during a formal ceremony recognizing the 
partnership.  Be sure both communities receive a signed set of the official documents 
for their records.   

 Remember to send your signed agreement to Sister Cities International. After we 
receive your agreement we will post the relationship in the City Directory and make sure 
it is included in our Annual Membership Directory. 

like the establishment of a committee, a review period, sustainability/funding plan, among 
othe
office to see if this is the case.  

what is possible. While you should feel free to use some of the formatting and language, we 
encourage you to make your agreement your own and be creative with what you produce. If 
you are unsure about your agreement or want advice you can always solicit feedback by 
sending it to our Membership Director at akaplan@sister-cities.org or contacting us at (202) 
347-8630. 

 
 

mailto:akaplan@sister-cities.org
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ASHLEY GILL
3 Lappage Court Telephone: 01882 652349  
Tyler Green, Bucks. Mobile: 07717 121824 
HP8 4JD Email: ashleygill2023@gotmail.com

Personal Details

Summary

• Business studies with Spanish undergraduate.
• Ability to speak French and Spanish.
• Extensive business experience including an internship with Top Choice Holidays.

Education And Qualifications

2008 – present Buckinghamshire Edge University 
BA International Business Studies with Spanish (expected 2:1)
• Study semester at The University of Valloid (Spain).
• Six-month work placement in Madrid.
• Relevant modules included: Business Planning; Sales Promotion and

Marketing; and Business Operations Management.

2000 – 2007 Freebridge School
A-Levels: Business Studies (B), French (C)
8 GCSEs including Maths, English, Spanish and French

Work History

2008 – 2011 Buckinghamshire Edge University - Librarian/tour guide
• General administrative and customer service roles.

2011 (Feb–Aug) Audigest S.A. (Madrid) – Audit Assistant
• Six months’ work experience in an international bank.
• Liaising with colleagues and clients in English and Spanish.

2010 (June–Dec) Finsbury’s supermarket (Hazelbridge) – Supervisor
• Managing a small team.
• Customer service in a busy competitive environment.

2010 (Jan–Aug) Top Choice Holidays and Flights Ltd (Low Wycombe)
Financial Assistant/Supervisor
• Working in a range of teams to manage complex financial processes.

2007 (Jul–Aug) Dogs Protection League – General Assistant
• Dealing with enquiries and selling packages to a range of clients.

2006 (Jan–Dec) McHenry’s Restaurant (Low Wycombe) – Supervisor

Voluntary Experience

2007/2011 Teaching English in Mexico/Spain

Interests

Active member of University Business Club – Winner of the ‘Bucks Best Business Pitch’ award in 2010 Enterprise
week, judged by Michael Eavis.

Relate  your degree to
the job by listing your
relevant modules/
dissertation.

Briefly list
your relevant
duties.
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Example of a skills-based CV



Skills And Achievements

Effective communication
• Able to communicate effectively with a wide range of clients and colleagues, by showing interest, carefully

listening to needs and appropriately adjusting my message, as demonstrated during my time at Finsbury’s
Supermarket.

• Strong presentation skills and confidence demonstrated by experience of delivering presentations in different
languages to groups of five to fifty.

Customer service
• Ability to quickly build rapport with customers and calmly deal with any problems as shown during my retail

experience in high pressure environments.
• Capacity to maintain professional relationships through email and other written correspondence, for example,

at Audigest in Madrid, where I built longstanding business relationships with customers and colleagues across
the globe.

Teamwork
• At Top Choice Holidays demonstrated excellent teamwork skills in a busy financial environment, such as an

ability to listen to clients and managers, perform my role to a high level and support colleagues, resulting in
promotion.

Administration
• Excellent ability to plan ahead and manage time effectively, for example, 

managing complex roles during my internship at Top Choice Holidays.
• Gathered data from a wide range of sources during my dissertation 

whilst balancing my other studies and two jobs, resulting in a 73% grade. 

Experience of travellers’ needs
• Recent travel consultancy experience gives me an in-depth understanding of the expectations of holiday

customers and the competitive nature of the industry.
• International travel experience and language ability give me an empathy with travellers and a passion for

helping them find a unique holiday experience.

Initiative
• Self-funding an evening course in bookkeeping during my first accountancy role demonstrated my ability to

plan ahead and take control of my career.
• Successful study and work in Spain and Mexico show that I can creatively develop my skills and experience and

adapt to new and different environments.

Sales knowledge
• Wide experience of financial roles gives me an awareness of the tight monetary pressures which drive UK

service industries.
• Raised sales at The Dogs Protection League by 12% by up selling add-on packages to new and existing

customers.

Language ability
• Spanish fluency obtained working overseas, French - semi-fluent.

Referees

Professional: Mr. Jose Andreas, Management Accountant, Audigest, Avenida de Concha Espina 2, Madrid, ES-
28036, +34 91 398 5476, j.andreas@audigest.es

Academic: Dr. Jane Luffle, Personal Tutor, Buckinghamshire Edge University, Due Road, Low Wycombe, Bucks,
HD15 3DL, 01628 435 6784, j.luffle@bedge.ac.uk 

Prove you have each of the
skills required by outlining
where you performed them
and how you performed
them well.

Include all your referee details including their email and
phone number (but ask for their permission first).

Make sure you carefully assess
the job advert/job description
and address all the skills they
require.
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5-Point Networking Email 
 
Steve Dalton, the author of The 2-Hour Job Search believes the perfect networking email is a "5-Point E-mail". The five 
points are as follows: 
 

1. 100 words or less 
2. No mention of jobs (in subject or body) 
3. Connection goes first (e.g., ND connection) 
4. Generalize your interest 
5. Maintain control of the follow up 

 
 
Here's an example of what a 5-Point email would look like: 
 

Subject: Notre Dame MBA Student Seeking Your Advice 
 
Dear Mr. Jones, 
 
My name is Brooke Franklin, and I'm a first-year Notre Dame MBA student who found your 
information in the ND alumni database. May I have 15 minutes of your time to ask you about 
your experience with IBM? I'm trying to learn more about marketing careers at technology 
companies and your insights would be very helpful. 
 
I realize this may be a busy time for you, so if we're unable to connect this week, I'll try again 
next week to see whether that is more convenient. 
 
Thank you for your time, 
Brooke 

 
The most important part of this email may be the follow-up; an email like this allows you to reach out again in a week if 
you haven't heard back without feeling like you're bothering the person at the other end. If you don't hear anything 
after the second attempt, you can probably cross him/her off your list and move on to the next contact. 
 
 



 
36 Westmoreland Drive 

Newcastle upon Tyne 
NE1 8LT 

Mr Mark Wilson  
UK Health Trust  
18 Whitehall Square  
London  
SW1 9LT 

11th January 2015 
Dear Mr Wilson  
 

Re: Community Health Development Officer [HD/12/2014] 
 

I am writing to apply for the above post, as advertised on the Health UK recruitment site. I am 
a sociology graduate with a 2:1from Newcastle University. I have  relevant health awareness 
experience, and I am looking for a position where I can employ my knowledge and skills in 
support of health and community development. I enclose my CV for your attention.  
 

I am eager to work for UK Health Trust because of your ground-breaking work within the field 
of community health. I became aware of the work of the Trust when carrying out my 
dissertation, ‘Generational Change in Local Health Awareness, where I researched health 
awareness of children and elderly people in a deprived location. I referred to a number of 
publications produced by UK Health Trust and was impressed by the innovative techniques 
your organisation uses to engage local community members in projects. The Community 
Health Development Officer position would further develop my existing abilities and my 
understanding of community development, allowing me to contribute in a practical way to 
enhancing the health of disadvantaged people. 
 
The volunteer development aspect of the position particularly appeals to me. I have worked 
in the voluntary sector, providing services tackling health inequalities and promoting healthy 
living in Newcastle. I promoted health awareness through one to one sessions and in large 
groups and  developed interpersonal skills, confidence and patience when engaging and 
motivating participants. While raising the group’s profile using social media, the local press 
and at presentations to youth clubs, faith meetings and care homes I recognised the need to 
change my delivery style to suit the audience. As a volunteer teacher in Ghana, I developed 
communication and team-building skills essential to your advertised role; liaising with 
colleagues and parents and a lively group of twenty-five 7-8 year olds to arrange a 
community event. My retail experience, coupled with my extracurricular activities additionally 
enhanced my ability to develop others, as I was responsible for inducting and training my 
peers.  
 
In relation to the fundraising and budgeting aspect of the role, I have experience of raising 
substantial amounts of money through several successful charity events, including a well - 
attended fashion show. I was also elected Treasurer of NU Sociology Society with 
responsibility for managing a budget of £3000.  
 

The necessity to travel to identify community issues only adds to the appeal of the position. I 
enjoy driving, hold a full clean driving licence and I am very interested in relocating to London 
to work for UK Health Trust.  
 
Thank you for considering my application. I look forward to hearing from you.  
 
Yours sincerely 
 
Rachel Sullivan  
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Types of Affiliations 
Sister City Relationship  

A Sister City relationship is formed when the mayor or highest elected official (or, if elections 
do not take place, highest appointed official) from a U.S. community and a community in 
another country or territory sign a formal agreement on behalf of their communities endorsing a 

sister 
unless otherwise indicated by one or both of the respective communities. 

Sister Cities International shall formally recognize only those relationships by cities/members in 
good standing (i.e. who are current on membership dues) in its Membership Directory or on its 
website. However, Sister Cities International shall not assert as invalid or otherwise impugn the 
legitimacy of those relationships formed by non-members. 

Friendship City  

A Friendship City or Friendship Cities tepping 

referred to as such in the formal documents that are signed. Sister Cities International shall 
recognize Friendship City relationships by members in its Membership Directory and website.  

As per Sister Cities International Board of Directors: 

Sister Cities International will recognize a new sister cities affiliation between a 
U.S. and an international community, even though another affiliation may exist 
between that international community and a different U.S. community, only if a 
cooperative agreement among all involved communities is filed with Sister Cities 
International. If a cooperative agreement is denied, or no response to the request 
is received within a reasonable amount of time, Sister Cities International will 
recognize the partnership as a friendship city and it will be delineated as such 
with a symbol in the membership directories. 

The cooperative agreement must be sent by the Mayor/County 
Executive/Governor of the requesting community, and must be sent to the 
Mayor/County Executive/Governor of each of the existing partnership 
communities. Although the Mayor/County Executive/Governor may request input 
from, or may be given input by, the sister cities program, it is up to the discretion 
of the Mayor/County Executive/Governor to sign the cooperative agreement. 
Although Sister Cities International will help with the cooperative agreement 
process, it is up to the requesting community to get the agreement signed. Sister 

the cooperative agreement.  

To place a relationship into Emeritus status, the mayor or highest elected official of the U.S. 
community must write a letter to the mayor of the foreign city indicating that they wish to 
remain sister cities, but understand that the relationship will remain inactive until such time as 
both cities are able to sustain an active relationship. Sister Cities International should be 
informed in writing by the mayor of the U.S. city of the situation. Sister Cities International will 
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then place the partnership into Emeritus Status and will reflect this status in directories and all 
lists of sister city programs. 

If a community wishes to terminate a sister city relationship, then a letter from the mayor or 
highest elected official of the U.S. city should be sent to the mayor of the sister city. Sister 
Cities International should be informed of this action in writing by the mayor of the U.S. city 
and Sister Cities International will then remove the partnership from its directories and all lists 
of sister city programs. We do not recommend terminating a relationship simply because it is 
dormant. Many partnerships wax and wane over the years, and in many cases a dormant 
partnership may be reinvigorated by local members years after it has been inactive. 

General Guidelines  
In order for a sister city/county/state partnership to be recognized by Sister Cities International 
(SCI), the two communities must sign formal documents which clearly endorse the link.  This 
presumes several key items: that the U.S. community is already a member of SCI and has 
followed proper procedures (e.g. passed a city council resolution declaring the intent to twin 
with the specific city); that both communities share a mutual commitment to the relationship; 
and that both have secured the necessary support structure to build a lasting relationship. You 
should check with your local sister city program to see if they have any additional requirements 
before pursuing a sister city relationship.  

SCI 
  However, as the following examples show, the actual name and format of 

your documents is left up to you.  

A few things to keep in mind as you draft your agreement: 

 
commitment to fostering understanding, cooperation, and mutual benefit to the precise, 
with particular areas of interest, specific programs/activities, or more concrete goals 
related to anything from numbers of exchanges to economic development. 

 r areas of 

include all the programs you plan to do if it makes the document too lengthy or limits 
the scope of projects. This is a formal document to establish the relationship; specific 
tasks, responsibilities, or other nuts-and-bolts text related to implementation or 
administration of the partnership can be expressed more fully in a separate 
memorandum between the respective sister city committees. Your partnership 
agreement is a historical document and should not be dated or limited by being aligned 
with very specific tasks. 

 Work with your counterparts. Remember that this is signed by both cities. You should 
share drafts of your agreement with your international partners and solicit feedback on 

nicipal priorities. 

 Ask your counterparts to translate the agreement if it is drafted in English. It is 
important for the citizens of your partner community to be able to read and understand 
the commitment their city has made. Have someone in your own community who 
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speaks that language check the foreign-language version to make sure it mirrors what 
you have in your own agreement. 

 Keep it to one page. Ceremonial documents such as these partnership agreements 
work best if they can be posted in their entirety. 

 Most sister city agreements include some acknowledgement of the founding principles 
of the sister city movement to promote peace through mutual respect, understanding, 
and cooperation. 

 Consider using official letterhead and/or other embellishments such as city seals or 
logos to reflect your enhance the document. Sister city agreements are often posted at 
city hall or other municipal offices and should reflect their historical importance 

 Look at other agreements your city has signed. These agreements may give you an idea 
of what is acceptable or possible, and they may be in an easily replicable format. If you 
cannot access older agreements please contact Sister Cities International, we may 
have them on file, although we do not have copies of all partnership agreements. 

 Documents must be signed by the top elected official of both communities.  

 Check with your mayor, city council, town clerk, et al. to make sure that the agreement 
is OK with them. The mayor is the one putting his or her name on the paper, and you 

 

 Official documents are usually signed during a formal ceremony recognizing the 
partnership.  Be sure both communities receive a signed set of the official documents 
for their records.   

 Remember to send your signed agreement to Sister Cities International. After we 
receive your agreement we will post the relationship in the City Directory and make sure 
it is included in our Annual Membership Directory. 

like the establishment of a committee, a review period, sustainability/funding plan, among 
othe
office to see if this is the case.  

what is possible. While you should feel free to use some of the formatting and language, we 
encourage you to make your agreement your own and be creative with what you produce. If 
you are unsure about your agreement or want advice you can always solicit feedback by 
sending it to our Membership Director at akaplan@sister-cities.org or contacting us at (202) 
347-8630. 

 
 

mailto:akaplan@sister-cities.org
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ASHLEY GILL
3 Lappage Court Telephone: 01882 652349  
Tyler Green, Bucks. Mobile: 07717 121824 
HP8 4JD Email: ashleygill2023@gotmail.com

Personal Details

Summary

• Business studies with Spanish undergraduate.
• Ability to speak French and Spanish.
• Extensive business experience including an internship with Top Choice Holidays.

Education And Qualifications

2008 – present Buckinghamshire Edge University 
BA International Business Studies with Spanish (expected 2:1)
• Study semester at The University of Valloid (Spain).
• Six-month work placement in Madrid.
• Relevant modules included: Business Planning; Sales Promotion and

Marketing; and Business Operations Management.

2000 – 2007 Freebridge School
A-Levels: Business Studies (B), French (C)
8 GCSEs including Maths, English, Spanish and French

Work History

2008 – 2011 Buckinghamshire Edge University - Librarian/tour guide
• General administrative and customer service roles.

2011 (Feb–Aug) Audigest S.A. (Madrid) – Audit Assistant
• Six months’ work experience in an international bank.
• Liaising with colleagues and clients in English and Spanish.

2010 (June–Dec) Finsbury’s supermarket (Hazelbridge) – Supervisor
• Managing a small team.
• Customer service in a busy competitive environment.

2010 (Jan–Aug) Top Choice Holidays and Flights Ltd (Low Wycombe)
Financial Assistant/Supervisor
• Working in a range of teams to manage complex financial processes.

2007 (Jul–Aug) Dogs Protection League – General Assistant
• Dealing with enquiries and selling packages to a range of clients.

2006 (Jan–Dec) McHenry’s Restaurant (Low Wycombe) – Supervisor

Voluntary Experience

2007/2011 Teaching English in Mexico/Spain

Interests

Active member of University Business Club – Winner of the ‘Bucks Best Business Pitch’ award in 2010 Enterprise
week, judged by Michael Eavis.

Relate  your degree to
the job by listing your
relevant modules/
dissertation.

Briefly list
your relevant
duties.
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Skills And Achievements

Effective communication
• Able to communicate effectively with a wide range of clients and colleagues, by showing interest, carefully

listening to needs and appropriately adjusting my message, as demonstrated during my time at Finsbury’s
Supermarket.

• Strong presentation skills and confidence demonstrated by experience of delivering presentations in different
languages to groups of five to fifty.

Customer service
• Ability to quickly build rapport with customers and calmly deal with any problems as shown during my retail

experience in high pressure environments.
• Capacity to maintain professional relationships through email and other written correspondence, for example,

at Audigest in Madrid, where I built longstanding business relationships with customers and colleagues across
the globe.

Teamwork
• At Top Choice Holidays demonstrated excellent teamwork skills in a busy financial environment, such as an

ability to listen to clients and managers, perform my role to a high level and support colleagues, resulting in
promotion.

Administration
• Excellent ability to plan ahead and manage time effectively, for example, 

managing complex roles during my internship at Top Choice Holidays.
• Gathered data from a wide range of sources during my dissertation 

whilst balancing my other studies and two jobs, resulting in a 73% grade. 

Experience of travellers’ needs
• Recent travel consultancy experience gives me an in-depth understanding of the expectations of holiday

customers and the competitive nature of the industry.
• International travel experience and language ability give me an empathy with travellers and a passion for

helping them find a unique holiday experience.

Initiative
• Self-funding an evening course in bookkeeping during my first accountancy role demonstrated my ability to

plan ahead and take control of my career.
• Successful study and work in Spain and Mexico show that I can creatively develop my skills and experience and

adapt to new and different environments.

Sales knowledge
• Wide experience of financial roles gives me an awareness of the tight monetary pressures which drive UK

service industries.
• Raised sales at The Dogs Protection League by 12% by up selling add-on packages to new and existing

customers.

Language ability
• Spanish fluency obtained working overseas, French - semi-fluent.

Referees

Professional: Mr. Jose Andreas, Management Accountant, Audigest, Avenida de Concha Espina 2, Madrid, ES-
28036, +34 91 398 5476, j.andreas@audigest.es

Academic: Dr. Jane Luffle, Personal Tutor, Buckinghamshire Edge University, Due Road, Low Wycombe, Bucks,
HD15 3DL, 01628 435 6784, j.luffle@bedge.ac.uk 

Prove you have each of the
skills required by outlining
where you performed them
and how you performed
them well.

Include all your referee details including their email and
phone number (but ask for their permission first).

Make sure you carefully assess
the job advert/job description
and address all the skills they
require.
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