[Your Name]

[Your Address]

[City, State, ZIP Code]
[Phone Number]
[Email Address]

Personal Statement:

A motivated and reliable individual with a strong work ethic and a desire to learn and grow. Seeking
an entry-level position to gain valuable experience and contribute to the success of a reputable
organization.

Education:

[High School Name], [City, State]
[Year of Graduation]
e Completed coursework in [relevant subjects]

Skills:

e Strong communication skills, both verbal and written
e Proficient in Microsoft Office Suite (Word, Excel, PowerPoint)
e Excellent time management and organizational abilities

e Attention to detail and accuracy

Ability to work independently and as part of a team

Work Experience:

[Company/Organization Name],
[City, State]
[Position/Role]
[Dates]
e Assisted with [tasks/responsibilities]

e Supported team members in [projects/initiatives]
e Maintained a clean and organized workspace
e Provided excellent customer service

[Company/Organization Name],
[City, State]
[Position/Role]
[Dates]
e Operated [specific equipment/machinery]

e Followed safety procedures and guidelines
o Completed assigned tasks efficiently and accurately

e Collaborated with team members to meet production targets



Additional Skills:

Basic knowledge of [relevant software/tools]
Ability to adapt to new technologies quickly
Strong problem-solving skills

Willingness to learn and take on new challenges

Positive attitude and ability to work well under pressure

Achievements:

[Any relevant achievements or awards]

References:
Available upon request

Remember, a Basic CV focuses on your essential information, including your contact details,
education, skills, work experience, and any additional relevant details. Keep the format simple and
easy to read, and customize it according to the requirements of the job you're applying for. Highlight
your key skills and qualities that make you a suitable candidate for the role.



