Microsoft Office CV templates are quite useful especially when making online applications. To use these curriculum vitae templates, you can use PDF to avoid alteration of the information. Most people have PDF in their computers, so this should not be a problem. One can also have the resume in Doc, Txt or HTML format. These are usually easier to edit. Avoid flashy graphics in the layout.

Example of Microsoft Office Template
Martins Clarke

23B Albert Road

London WN3 SJ7

Telephone: 782 545 1938

Mobile: 44 042 0549

Email: martinsclarke@yahoo.com 
Career Profile
Leading financial consultant with over two years experience and has a track record of improving sales and revenue figures. 

Educational Qualifications 
2003-2005: PHD in Financial Services, Thames Valley University 
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2000-2002: Masters in Finance, Thames Valley University 

1996-1999: B.Sc. in Finance and Accounting, Swansea Metropolitan University 

1990-1995: Birmingham High School, G.C.S.E; Maths A, English B, Science A, History A 

PROFESSIONAL QUALIFICATION
1. Financial and Operations Manager

Responsibilities
· Strategic financial management of the organization

· Decentralization of key accounts

· Communicating with managers and directors

· Coming up with a financial modeling system for effective control of company resources

· Involved in the restructuring of an automated financial reporting system

· Improved quality control systems in the organization

· Developed new payroll accounting system for employees that enabled prompt and efficient payment

· Provided continuous improvement on the organization

· Conducted financial system seminar for staff and other stakeholders

· Calculating the income tax and income returns to the government shareholder selling of shares

· Involved in public listing of the company in the stock exchange

2007: General Finance Manager, Thames and Sons Franchises 

Responsibilities
· Involved in budgeting, planning and product control

· Involved in sales forecasting

· Involved in the acquisition of new assets

· Making financial statements, balance sheets, profit and loss accounts, journal and ledger entries

· Coordination of financial reporting in over 20 franchises within the UK

· Training staff in the use of financial reporting systems

· Directly supervised 1000 staff

· Financial management of the company

· Prepared budget line financial statements in the company line

· Processing of claims on insurance of employees on injuries and pension

Awards 
2006 Post Doctoral Fellowship, the Open University

