CURRICULUM VITAE

Name:


Jennifer Anniston
Address:

23 The Yellow Brick Road




Dublin 2

Mobile No:

086 1234567
Home No:

01 1234567
E-mail Address:
Jennifer@-----------

EDUCATIONAL DETAILS: (Remember most recent education first)
Sept 05 – Jun 07
D.I.T  Aungier Street

Diploma in Legal Studies

1993 – Sep 1998
Loreto Convent, Dublin 2
Leaving & Intermediate Certificate

EMPLOYMENT DETAILS: (Remember most recent employment first)

Jan 2006 - Pres
ABC LAW

Title:


PA to Managing Partner

Duties:

· Extensive Diary Management 
· Arranging meetings, lunches, organising travel
· Dictaphone typing

· Extensive liaising with clients

· Preparing briefs
Jan 2001 – Jan 2006
BCD Law

Title:


Legal Secretary

Duties:

· Dictaphone typing
· Preparing briefs
· Arranging meetings and making appointments

Oct 1998 – Jan 2001
CDE Law



Title:


Junior Legal Secretary/Office Junior

Duties:

· Dictaphone typing
· Reception

· Filing

· Faxing

· Post

(repeat the above for previous employments)

HOBBIES & INTERESTS

I have a keen interest in sports, some including sky diving, rock climbing, windsurfing etc. etc.

I am the Irish Champion for sand surfing.

REFEREES:
Give details of two most recent referees i.e.:

Name:

Brad Pitt



Name:               Angelina Jolie

Title:

Managing Partner


Title:

Solicitor

Company:
ABC Law



Company:
BCD Law

Phone No:
01 1234567



Phone No:
01 2345678

E-mail address:
brad@------



E-mail address: Angelina@

