
Here’s a professional CV template that individuals can download and tailor to their own 
experiences, skills, and goals. I've formatted it to include clear sections, which can be 
personalized with their details. 

 

[Your Name] 

 

Phone Number: [Your Phone Number] 
Email Address: [Your Email Address] 
LinkedIn Profile: [LinkedIn Profile Link] 
Location: [City, Country] 

 

Professional Summary 

A brief paragraph summarizing your skills, qualifications, and career objectives. Example: 
Dedicated and highly motivated Sales Development Representative (SDR) with hands-on 
experience in lead generation and sales prospecting. Completed a Level 4 Sales 
Development & Lead Generation course, gaining practical skills in CRM tools, cold calling, 
and email outreach strategies. Seeking an opportunity to apply my skills in a full-time sales 
role to help drive business growth and create value for a dynamic team. 

 

Work Experience 

Lead Generation Intern 



LeadGenerator.store | [Start Date] – [End Date] 
City, Country (if applicable) 

● Conducted outbound lead generation activities, including cold calling and email 
outreach to potential clients. 

● Utilized CRM software (Salesforce, HubSpot) to manage leads, track sales progress, 
and update client information. 

● Researched industry trends and target markets to identify high-potential leads and 
develop targeted outreach strategies. 

● Assisted in developing and testing cold-calling scripts and email templates. 
● Analyzed lead conversion rates and helped identify areas for improvement in the lead 

nurturing process. 
● Collaborated with the sales team to enhance lead generation workflows, resulting in 

improved lead qualification. 

 

Education 

Level 4 Sales Development & Lead Generation 

[Course Provider Name] | [Start Date] – [End Date] 

● Learned sales techniques, including prospecting, cold calling, and email outreach. 
● Gained practical experience with CRM systems such as Salesforce and HubSpot. 
● Studied lead qualification, customer relationship management, and sales strategy 

development. 

[Your Previous Education Level (e.g., High School)] 

[School Name] | [Year of Completion] 

● Relevant courses/subjects: [List relevant courses, e.g., Business Studies, Marketing] 

 

Skills 

● Lead Generation 
● Sales Development 
● CRM Software (Salesforce, HubSpot, etc.) 
● Cold Calling 
● Customer Relationship Management (CRM) 
● Email Outreach & Campaign Management 
● Market Research & Data Analysis 
● Time Management 
● Problem-Solving 
● Negotiation Skills 



 

Certifications 

● Sales Development & Lead Generation – Level 4 Certificate 
Issued by: [Course Provider Name] 
Date Issued: [Month, Year] 

 

Volunteer Experience (if applicable) 

[Your Volunteer Position Title] 

[Organization Name] | [Start Date] – [End Date] 
City, Country (if applicable) 

● Assisted in [briefly describe your role and any achievements or impact]. 
● [List any relevant responsibilities or experiences that contribute to your skill set]. 

 

Languages (if applicable) 

● English: [Level of proficiency (e.g., Fluent, Native, Intermediate)] 
● [Any other language]: [Level of proficiency] 

 

References 

Available upon request. 

How to Customize This Template: 

1. Professional Summary: Update with your personal career goals and key skills. 
2. Work Experience: Include all relevant roles, internships, or part-time jobs. Use 

action verbs (e.g., "Managed," "Developed," "Coordinated") to highlight your 
achievements. 

3. Education: Tailor to your qualifications and add any relevant certifications or training 
programs. 

4. Skills: Focus on the abilities that match the jobs you are applying for. Add soft skills 
(like communication or teamwork) and technical skills (like CRM software or lead 
generation techniques). 

5. Volunteer Experience: If you have volunteered in any capacity, it can be a great 
addition to your CV, even if it is informal. 

6. Languages: If you speak any additional languages, list them here. 
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