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Curriculum Vitae – how to write a brilliant CV

What is a CV for?

Your CV is your chance to show an employer you are the right person for the job. Its about selling your skills and experience and grabbing the employers attention. Your CV is quite simply an “advert” which can be used to promote yourself to prospective employers.  

An employer may receive hundreds of applications for one job and will only invite a few applicants to attend interviews; therefore, your CV must stand out and look professional.
When would a CV be used?

You would normally send a CV to an employer when they request one in a job advert for a position you want to apply for, or when you are enquiring if any jobs are available (along with a speculative letter). 

Planning your CV

Your CV is there to make you sound as attractive and interesting as possible. Your aim is to encourage the employer to want to find out more about you. Hopefully, this will then result in you being asked to attend the next stage of the selection process – the interview!
A good CV will show that you have:

· the specific skills needed for the job

· the required qualifications

· the right sort of experience

· the necessary personal qualities

It also needs to illustrate that you understand the particular requirements of the job.

Things to remember

When planning your CV it is important to consider the following points;

· Keep it short and precise (maximum 2 sides of A4)

· Keep it clear – ensure it is easy to read with clear section headings and a well organised layout.  Aim to present the information in a logical easy to follow style

· Ensure you have a good balance between white space and text

· Always start with your most recent experiences, qualifications, education etc

· If you have very little or no employment experience try and utilise the skills you have gained when completing projects, assignments, school work experience etc.  Highlight transferable skills such as communication skills, ability to work in a team, use own initiative etc 

· Make your CV lively. Remember it should seem like a living breathing person – you!

· Never send a CV without a covering letter
What to put in each section
Personal Details

You should include your name, address and contact details.

It’s up to you whether you include your age, marital status or nationality – employers should be able to make a decision based on your skills and attributes.

Personal Profile

Your personal profile should summarise your key strengths such as:
· Skills and qualities

· Work background / experience

· Career aims
It should only be a few lines and grab the reader’s attention. For example; if the job you are applying for will involve working with people, you could include: effective communicator and good team worker. Be brief as you can expand on your skills in later sections.
Employment history and work experience

IMPORTANT: If you have been working for a while, you should list your employment history first. If you don’t have much work experience, (ie; students) then start with your education section first.

In the employment section you should start with your most recent employment and work backwards. You should include the employer, the dates you worked there, job title and your main duties.

Provide more detail on the most relevant jobs you have had and give examples of the skills you used and what you achieved. Use bullet pointed lists.

TIP: It’s a good idea to relate your skills and experience to the job you are applying for and what you think the employer is looking for. 

Also include any relevant volunteering experience.
Try to avoid any unexplained gaps in your employment history. If you have taken time out for travelling, volunteering etc include this along with details of what you’ve learned.

Education
Start with your most recent qualifications and work backwards. eg; university, college, high school.

Include:

· The university, college or school you went to.
· The dates you achieved the qualifications and grades.

TIP: List these in an easy to read format. You could use a table if you want to.
Interests and Achievements
You can include hobbies, interests and achievements, but only if relevant to the job!!

For example, if you’re involved in a club or society that involves meeting new people. Try to avoid putting interests such as cooking – unless you’re applying to be a chef! 

TIP: Remember, hobbies and interests should be relevant and interesting!
Additional Information
This should include anything else you may feel is relevant to your application, for example if you have a driving licence or can speak a foreign language.
References

At least one reference should be work related, for example your manager. If at college, one reference should be your tutor.

You can either list your referees on your cv or just put ‘references available on request’.

If you decided to include the referees’ details you should state the relationship of each referee to you, for example: Gary Barlow – Line Manager.

Examples of CVs
Student or Graduate CV (See examples 1 and 2)
It would be a good idea to use a student or graduate CV if you are still at college or university.

With this type of CV you would show your qualifications first eg; Education section before work section. The reason for this is that your qualifications will probably be your main achievement.

TIP: If you don’t have a lot of work experience, try to make your college/university work relevant to the skills you would need for the job you are applying for. Examples of this may be time management, team work, research and IT skills.

Performance CV (See example 3)
A performance CV is the most popular type of CV. It highlights job titles and company names starting with your most recent job and working backwards.
This type of CV would be useful to someone who has left education and has work experience. 

You might like to use this type of CV if you want to highlight your career progression.

For other types of CVs check out www.nationalcareersservice.direct.gov.uk
Example Student CV (1)

Annalise Appleton
 123 Market Street

Anytown 

ABC 123

Tel: 012345 56789

Mobile 071234567890
j.sm4@hotmail.co.uk

Personal Statement










An enthusiastic, hardworking student who enjoys a challenge, looking for part time work whilst at college to develop the skills and knowledge already gained through a variety of previous jobs.   

Key Skills

· Excellent Customer Care skills

· Good communication skills with all ages and abilities these were developed when working in the hairdresser with a range of clients with various needs

· Proven ability in cash handing including credit and bank cards and cash, till experience gained in most of the jobs I have undertaken

· Willing to learn and undertake further training, I have a determination to succeed in whatever task is given to me. 
Education

2007- Present 
Runshaw College

Leyand

Lancashire

I have successfully completed level 1 and level 2 in hairdressing and currently undertaking level 3 that I will complete in June 2009. Whilst doing this course I have also successfully completed level 1 and level 2 in communication skills, Mathematics and Information Technology. 

2002-2007

Chorley High School

Chorley

Lancashire

GCSE’s in the following subjects:

English Language 
C

 English Literature
C

Science

C

 Mathematics

D

Drama


C

 Textiles

D

Art 


C

 Food Technology
B

During my time at school I represented the school at Cross Country and gained a medal for coming first in the interschool competitions. I was also chosen to be a Prefect whilst at the school. 

Employment

2008-Present

Shop Assistant

Costalot Café

Leyland

Lancashire


Duties include preparation of food, serving customers, waiting on tables, taking payments, and ensuring all areas are clean and tidy. 
2007-2008

Assistant Hairdresser

Curl Up & Dye

Preston

Lancashire

During this time I developed my hairdressing skills in the following areas, shampooing, liaising with clients, assisting the colour technician and reception duties. I ensured that the areas were clean and tidy and made the client feel at ease developing my customer care skills. I also took payments and assisted staff with any other duties required.

2008-2009

Bar Person

All Bar None

Preston

Lancashire

Duties included: serving customers, collecting glasses, ensuring the tables and bar areas were clean and tidy. 
Hobbies and Interests

I enjoy walking, swimming, running and reading.  Last year I took part in the Race for Life and raised £100.

References

Excellent references upon request

Example Student/Graduate CV (2)
Michael Davies

14 Any Road

Manchester, M72 1DE

Home: 0161 230 00200

Mobile: 07782 5678567

md75@email.co.uk
Profile

A versatile and professional law graduate with wide ranging experience in a variety of

law-related areas including youth offending, debt and benefits advice, employment

law, and housing. Seeking to combine academic achievements and work experience

in a challenging role within the voluntary sector.
Education and Qualifications

2006 – 2009 LLB (Hons) in Law 2:1
Nottingham Trent University

Optional course modules: Employment Law, Contract Law,

Consumer Law, Law and Medical Ethics, European Law.
2004 – 2006 Nottingham Sixth Form College
3 A-Levels English Language (A)

Psychology (B)

Business Studies (B)
1999 – 2004 Ashburton Secondary School

9 GCSEs Grades A – C
Maths


A


English Lit

A

Science Combined
B


History


A

ICT


B


Geography

B

English Lang

B


Physical Education
C

Deisgn & Technology C

Voluntary Experience

2007 – 2009 TGH Advice Centre Volunteer Advisor
 Providing independent, confidential and impartial advice to clients on debt,

benefits, employment, housing, relationship and family issues for local

voluntary organisation

 Interviewing clients face-to-face and over the phone to establish their needs

 Drafting letters and making calls on behalf of clients

 Referring clients to specialist caseworkers for complex problems or

signposting to other agencies when appropriate

 Assisting clients to negotiate with companies and service providers to resolve

any difficulties.
2008 – 2009 Volunteer Mentor Youth Offending Team

 Providing one-to-one support, guidance and encouragement to young people

who are at significant risk of offending or re-offending

 Maintaining confidentiality, whilst ensuring child protection procedures and

issues of disclosure are followed

 Supporting mentees to set positive goals and work towards achieving these

 Establishing and maintaining regular and timely contact with mentees.

Work Experience
2007 – 2009 Bar Supervisor Student Union Bar

 Served customers, maintained excellent levels of customer service during

busy periods

 Managed the bar in line with health and safety regulations

 Trained and supervised new bar staff

 Key-holder and responsible for opening and closing the bar within licensing

hours

 Planned and organised staff rotas 
 Ensured the bar area was stocked and well maintained – used specialist software to ensure stock ordered appropriately.
Additional information

 Confident with a range of IT packages including Word, Excel, PowerPoint,

internet and e-mail.

 Fluent in Spanish and French

 Full, clean driving licence.

Interests

 Team captain of the University Hockey Team

 Active member of the University Student Union.

References

 Available on request.

TIPS: 

Separating the voluntary work from the paid work can help make the voluntary work more prominent. In this CV, the voluntary work is the most relevant.

Although this role may not be relevant to the new area of work the graduate is applying for, it highlights transferable skills and experience such as supervisory and management skills.

Positions of responsibility such as sports captain may not be related to the job, but this does highlight leadership qualities.

Example CV (3)
Matthew Damon
64 Any Road
Preston
Lancashire

Tel: 01772 234567
Mobile: 07901222222

An experienced and qualified Building Society administration assistant with substantial customer service experience, I am keen to progress my career within financial planning opportunities. 
Key Skills and Achievements
· Business skills, developed and improved through administration experience and achievement of BTec National Certificate through part-time study via accelerated course

· Communication skills required in present and previous employment, both with customers and colleagues

· Information technology skills, being familiar with Finance and Windows computer packages

· Leadership skills, derived from outdoor pursuits and most recently from achievement of Duke of Edinburgh award.

Employment

2007 - Present

Good Will Building Society

Customer Service Clerk, involving full responsibility for new accounts and marketing new services; particular training undertaken in team work and problem solving, with organisation of improved working practices, having increased department revenue by 50%.

2006 -2007
Bourne Building Society - Clerical Assistant

Promoted from basic office junior to clerical assistant, then given responsibility for particular customer accounts.

Education

2004-2006
Runshaw College 

Leyland

Lancashire

BTec National Certificate in Business and Finance, with specialist modules in marketing, finance and human resource.

2004
Leyland High School
Leyland
Lancashire
GCSE’s in English (A), Geography (B), Spanish (B), French (C), Maths (D), History (D), Biology (E).

Interests

In my spare time I enjoy most outdoor pursuits, which have developed my self confidence and interpersonal skills.  I have represented the County in canoeing and was a runner-up in the recent County Finals.

I am sociable, energetic and enthusiastic and have been able to use these characteristics in my employment to date.  I am very motivated and would be prepared to train and study further to benefit any future employer and to fulfil my own potential.

I hold a full driving licence.

References

Excellent references available on request.

Top Five CV Pitfalls
1. Typing errors, poor spelling and grammar. 
Not everyone’s’ perfect, but even if spelling and grammar are not one of your strong points this is not the place to show it! A tidy mistake free cv gives the impression that you are professional – first impressions count!
2. Listing duties instead of achievements.
Putting in phrases like ‘responsible for ordering stock’ can look like a job description! You could follow this with ‘using specialist software to order stock and follow sales trends ordering stock appropriately.’
3. Not tailoring your CV to the job you are applying for.
 When applying for jobs it can be very tempting to apply for quantity rather than quality by sending the same cv to all employers. By doing this you could be missing an opportunity to sell your most relevant skills. Read the job advertisement and consider exactly what the employer is looking for – by matching and tailoring your cv, you are more likely to achieve your goal – an 
4. Visually unappealing and difficult to read. 
In an effort to cram as much info into your cv you can make it look cluttered and difficult to read. Use bullet points lists and short sentences to make it easier for the recruiter to scan for key points.
5. Too long or too short.
 Another delicate balancing act this one! Your CV should ideally be no more than two pages long. Don’t try to pad it out with irrelevant info – is that Saturday job you had eight years ago relevant?
If you would like further help or want to speak to a Student Adviser please call at

Student Services

Or visit http://moodle.runshaw.ac.uk
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