CURRICULUM VITAE 

Name

Personal details

· Address

· Phone numbers – mobile, home and work if convenient

· Email address

· Nationality and terms/length of visa if required

Profile

This is completely optional, not really necessary & can shoot you in the foot!

If you decide to include a profile, use it to highlight your strengths at work, it is meant to be an advertisement for you.  You may include what you want of your next role – take care though because it may need changing with each cv you submit.  

E.g. if you say that you want to work for a large co then send the cv to a small one you won’t get an interview. 

Training or qualifications relevant to work

Education

· Degree, A’ levels, HND, BTEC, GCSE’s – academic establishments & grades

IT Skills with proficiency levels

Languages with proficiency levels

Positions of responsibility – if you are a college leaver mention such appointments as: prefect, captain of a sports team or secretary of a club. 

Career History

Dates

Current or latest employer



Short description of what the company does



Job Title

· Duties in bullet point form

· Include ad hoc projects

· And deputising or covering for more senior roles

Achievements in this role (optional, but worth including if you have achieved something noteworthy such as a commendation/saved the co money) 

Dates

Previous employer

Same format as above for all jobs going back to the date you left full time education.

Hobbies and Interests – optional, but if you are a college leaver it will give a more rounded picture of you.

References

If you can give two names & addresses of referees, that won’t get you in trouble if someone inadvertently calls them, do so.  

