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We as an agency confirm that this member of staff has undergone comprehensive screening that has established his/her suitability to be involved in the selection and supervision of any personnel who will work in sensitive positions.

	CURRICULUM VITAE  

Last updated 


	NAME HERE                             INTERVIEWING / NON-INTERVIEWING STAFF (please underline)



	CONTACT DETAILS 

INCLUDING BRANCH

AND ITS PHONE NUMBER:
	

	DATE OF BIRTH:
	

	PLACE OF BIRTH:
	

	NATIONALITY:
	

	SECONDARY and TERTIARY EDUCATION:
	

	PROFESSIONAL QUALIFICATIONS:
	· 

	SUMMARY OF EXPERIENCE IN INTERVIEWING AND APPOINTING CANDIDATES ON BEHALF OF 3rd PARTIES:
	· 

	EMPLOYMENT 

20* TO

PRESENT:
	Position:

Responsible for:

· Recruitment and retention of worker database

· Development of client base throughout various geographical areas
· Planning of advertising budgets and campaigns, liaising with advertisers and senior management

· Monitoring of ad response and vetting candidates with a view to arranging interviews

· Face-to-face interviewing of candidates

· Taking booking requirements

· Assessing candidate suitability for supply working and matching to appropriate bookings

· Completion of all vetting procedures and documentation

· Tracking of Criminal Records Bureau and visa checks

· Monitoring & developing efficiencies of our Criminal Records Bureau & visa checks

· Visiting clients to develop working relationships

· Negotiating pay rates with workers and charge rates with schools

· Advertising for, interviewing & employing branch staff (office administrators & recruitment consultants)

· Resolving queries from both workers and labour-users

	LAST EMPLOYMENT 

**** – ****:
	Position:

Employer:

Responsible for:

· Managing our worker supply candidate/client-base

· Developing relationships with clients within the area with a view to supplying staff

· Recruiting and interviewing workers

· Completing all necessary administration and vetting requirements

· Visiting clients to strengthen relationships

· Preparing copy for recruitment advertisements

	EMPLOYMENT 

**** – ****:
	Position:

Employer:

Responsible for:

	EMPLOYMENT 

19** – 19**:
	Position:

Employer:

Responsible for:

	EMPLOYMENT 

19** – 19**:
	Position:

Employer:

Responsible for:

	EMPLOYMENT 

19** – 19**:
	Position:

Employer:

Responsible for:

	
	ALL DETAILS WITHIN THIS CURRICULUM VITAE CAN BE FULLY SUBSTANTIATED.
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Professional Educators Direct

 

Trading as PE DIRECT

 

16 North Parade

 

Lincoln

 

Lincolnshire LN1 1LB

 

Tel: 

 

Fax:

 

24/7 

Mobile:

 

Email:

 

Website:

 

01522 533 311

 

01673 844 011

 

07917 146 896

 

info@professiona

leducatorsdirect.co.uk

 

www.professionaleducatorsdirect.co.uk

 

 

Company No:

 

VAT No:

 

06894992

 

886 3791 63
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