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	Name:
	

	Nationality:
	
	Date of Birth:
	

	Qualifications:
	· List your qualifications, setting out any degrees gained 

	Membership of Professional Societies
	

	Country experience:
	List the countries in which you have worked


Key qualifications

Please summarise your key qualifications, focussing on those you think most relevant. Cover experience, skills and competencies.
This section should move from global statements about your experience and all round capability to specific details about your particular skills and finish with a brief account of your most recent or most relevant project work. 

Employment history

	From xxxx to xxxx 
	Organisation/ Agency/Beneficiary

	
	


Please insert the main details of your employment history, listing your most recent job first. Employment history includes all full time jobs but not assignments/projects within the jobs.
Mark periods where you have been performing individual assignments on your own account without being employed full-time by an organisation as ‘independent consultant.’
Selected projects

Please set out each of the projects in which you have been involved, stating the beneficiary, the finding agency (if different), the main objectives and activities of the project, and the results achieved.
Focus on setting out accurately what you did personally.  
Do not focus on generic skills, such as

· Drafted reports; or

· Carried out analytical studies.

INSTEAD, highlight specific achievements, such as

· Designed and implemented a new organisational structure for the Ministry; or

· Developed a new training evaluation instrument
 Make sure that the title of the project and your role summarises accurately the project and your role within it. 
Order the selected projects so that you have the most important projects appearing first. Do not use the word ‘I’ ; instead write in the third person. 
Some of the issues that could be highlighted are as follows:

•
What you specifically delivered or managed; 

•
If on a technical assistance project – your key counterparts (e.g. senior government figures).
•
Any mentoring/capacity building/training activities

•
Key achievements or successes
Below is an example:

X country: XXX reform

Team Leader on this major multi-year project to help the Government of XXX reform YYYY. Provided policy and technical advice to Minister of XXX on YYY reform issues. The principal focus of this work was focused upon technical aspects of ZZZ. Gained the strong support of the Minister for the project objectives. Led the overall project which was successful in achieving the overall objectives of YYY. As a result of the project’s work now the Government of XXXX can YYYYY.  In addition to role as team leader worked as lead technical exert in ZZZZ, and produced the draft policy paper that served as a basis for the Govt.’s successful programme.
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