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[image: ]What is a CV? 

CV (Curriculum Vitae) is a summary of your education, work history and the skills and experience you have up till now. 

It is your very own sales and marketing document. 

It should: 


1. 2. 3. 4. 


Clearly present your skills, experience and qualities. Create a good impression. Help you get an interview. 
Show your suitability for the role. 
Not give the employer any reason to discard your job application. 


The purpose of your CV is to show a prospective employer that you have the necessary qualities to do the job you are applying for. 

The easier the CV is to read the better. An advertised job vacancy will often attract many 
applicants and the employer usually has two questions in mind: 

1. Is this person capable of doing the job? 
2. Will this person fit with our team/company? 

Your CV is a very important document. It is worth taking the time to get it right. 





CV Basics 

Presentation 

	Make your CV attractive and easy to read. 
	Your CV must be typed and printed on white or cream paper (do not use fancy paper or 
excessive artwork). 
	Keep it short - aim to fit your CV on 1 - 2 pages. 
	Use one font type only, preferably Arial. 
	Design element - line breaks between sections 
	Avoid big blocks of text and tables - use bullet points instead. 
	Margins 15mm, all sides 
	Spacing - 1 line between sections, 2 lines between heading (name & contact details) 
and personal profile. 




	
Preparing your CV 

CV Structure 

Personal details: (top, centred) 
Name, address, contact telephone, email address, LinkedIn URL. 
DO NOT include date of birth, National Insurance Number or obscure/unsuitable email address or photo. 

[image: ]2. Personal Profile: (Be punchy, precise and try to use no more than 5-6 sentences) 
This is a descriptive summary of your strengths, skills, experience and career aim. It 
should be short and positive and must be honest as you will have to back up your 
statements when interviewed. An unfocused profile is worse than none at all. However, a carefully worded profile will really enhance your CV. 

Example: 
A logical and quick thinking individual looking to undertake a career in the IT industry. Experience of customer service gained whilst working part time at Tesco, able to undertake orders and work under pressure. Confident, with a natural ability to interact with people and show enthusiasm and positivity when faced with challenging situations. Has recently completed a BTEC level 2 Diploma in IT and looking to further hone these skills in a work related environment. 

3. Key Skills & Achievements: (bullet points, 3-4 maximum giving examples). 
This is a great place to highlight soft or technical skills, including IT skills (Excel, 
Microsoft Office, PowerPoint etc.), languages (include level of competence) and any other interesting achievements, awards or relevant work experience. 

Example: 
 Proficient in the use of Microsoft Office (including Word, Excel, PowerPoint, Outlook) 
and self-taught in Java and Adobe. 
 Excellent customer service skills and understanding of retail sector, obtained through 
working at Tesco. 
 Highly organised and able to work without supervision, demonstrated through years 
of academic studying and has always completed work by the set deadline. 
 Fluent in two languages Spanish (native) and English. 


4. Education & Qualifications (in reverse chronological order) 
Date, School/College, Qualification level and results/predicted grades. It is not 
compulsory to include your exam grades but if you have excellent grades then of course show them off. 

5. Work Experience - (dates, job title, company name) 
Most people have done some 'work' even if they didn't get paid for it. Think about school 
work experience, helping family or neighbours (babysitting), things that you may have 
done in school including the leadership roles (helping out at a school event, showing visitor around the school etc). 
Remember to include dates, job title, company, company profile and your duties. Use 
bullet points to list your job responsibilities, providing examples of the tasks you carried out in your role and not what you have learnt. 

6. Voluntary Experience 
Dates, title, company, company profile, duties and responsibilities. Use bullet points to 
list your duties and again back up with examples 

7. Interests & Hobbies (what you like doing outside of education) 
This is for the employer to find out further information about you and what you enjoy doing in your spare time. 

Example: 
I enjoy travelling, learning foreign languages, cooking and listening to jazz music. 

[image: ]8. References - You do not need to include these on your CV, merely state 'references 
available upon request'. Make sure that those you want to provide you with a reference 
are aware and give you their contact email and phone number. Try and give them 
details of the role you are applying so if they are called upon they can tailor accordingly. 

Common Mistakes 

Do not give the employer any reason to reject your application. The most common 
mistakes are: 

	Typing errors, poor spelling and grammar. 
	Disorganised layout - not divided into easy to read sections. 
	Poor presentation. 
	CV is too long or includes irrelevant information. 
	Poorly described job history or no description of duties and responsibilities. 
	Missing information or employment gaps not explained. 



Ways to use your CV 

	Applying for an advertised vacancy. 
	Speculative job application. 
	Useful information for completing job application forms. 
	Preparing for job interviews. 
	Networking at events. 



Please contact the Careers Office if you have any questions or would like further 
advice on your CV: careers@wh5d.com 

[image: ]James Smith 
07437 123 456 
james.smith@mket.org.uk 
https://linkedin.com/in/jamessmith
 
Personal Profile 

A focused and proactive individual who strives for excellence in any given task to produce work of a high standard. Qualified to Level 2 in Creative Media and looking to pursue a full-time career in the industry. A 
team player who is committed and motivated, skills which have been developed through academia and 
sporting activities. Able to work using initiative, possesses good communication skills and proactive when working in customer focused roles. A quick learner who enjoys a challenge. 

Key Skills and achievements

	School Council Member, who has debated and implemented ideas and improvements around the 
school in regards to better facilities for students and ACE day activities. 
	Bronze Duke of Edinburgh Award, where I volunteered at a local hospice for 3 months and 
developed leadership skills. 
	Captain of the Walton High football team, managing a team of 20, keeping them motivated and    working together. Rewarded by being crowned winners of the under 16's Milton Keynes regional final.
	IT Skills: Experienced user of Microsoft Word, Excel and PowerPoint. 
	Languages: Fluent in English and Polish, Basic French. 

Education and Qualifications


September 2016 - June 2018 


September 2011 - June 2016 




Work Experience


Walton High, Walnut Tree A Levels: Biology (B), Sociology (C), English (C) 

Walton High Post 16  
GCSEs - English (6) Triple Science (6), Art (6) RE (6) 
Food Tech (6), Drama (5), Maths (5) 
BTEC - Level 2 in Creative Media 


October 2018 - Present 	Sales Assistant 	 John Lewis, Milton Keynes 

John Lewis has 50 stores in the UK and also owns 348 Waitrose supermarkets. Employs over 83,000 permanent staff and has annual sales of £1.5billion. 

	Part-time job role, based within the men's wear department, working as a team of 3. 
	Greeted customers and assisted with face to face enquiries regarding sizing and availability of 
products. 
	Using my sales technique to encourage customers to make purchases to hit targets. 
	Trustworthy, till trained and able to handle payments including cash and card with 100% accuracy. 
	Worked with permanent members of staff on the shop floor, undertaking stock checks, with sole 
responsibility for the accurate log of men's footwear and using marketing display techniques to increase sales. 


July - September 2017 	Paper Delivery Assistant 	 Smith Newsagents, Milton Keynes 

A local family run newsagent which has been serving the community for over 50 years. 

	Liaised with senior staff to ensure route efficiency for deliveries. 
	Completed a daily log of enquiries so that these could be quickly responded to. 
	Updated the customer details database to improve information quality. 

[image: ]Volunteering Experience

July 2017 - Present 	Mentor 	Milton Keynes Football Club 

Under 16's team coaching on weekends and occasional evenings. 

	Regularly mentoring junior members of the football team. 
	Assisted with organising team events. 
	Represented the club at match fixtures. 


Interest and Hobbies 

My interests include playing the guitar, participating in musical performances both in school and as part of a band. 


References 

Available upon request. 
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