It’s a good idea to put your name in
a bigger font size, such as 16 pt, so
it stands out. The main text should
not be smaller than 11 pt. Our sample general CVs are in Times New
Roman 12 pt. You could try Arial,
Verdana or Lucida Sans, which
may be easier to read on screen.
A sensible email address is a must.
Think about how to make headings
and sub-headings stand out, but
don’t go overboard.
You don’t need to include details of
what you studied in your degree
course unless it’s relevant to the
job. This is most likely in technical
roles, for example in engineering or
IT. A breakdown of modules can be
helpful, but say what mark you got
in each. If you’re currently taking a
module, say so. If you mention your
dissertation, give the title, length
and mark. You could mention any
relevant awards you received during your studies. If you are doing a
postgraduate course, highlight relevant modules if they develop professional skills referred to in the job
description.
Be consistent in the way you present date information. Here dates
are always on the left-hand side.
You don’t need to list all your
GSCEs.
Try to match the competencies in
the job description and put examples of the most relevant skills first.
You don’t need to say ‘Skills developed’ and reel off a list. Avoid using
broad, standard terms such as
communication and teamwork and
try to define the skills more closely:
refer to negotiating, persuading, influencing and so on. Bullet points
are a concise way of conveying information, but keep them snappy –
no longer than two lines. Give concrete examples and quantify your
impact where possible. This could
involve saying how frequently you
carried out a task, or giving a numerical outcome. If you worked as
part of a team, give an indication of
how you contributed. If you proposed an idea, explain briefly what
it was and say whether it was implemented.
Use confident language to describe
your part-time or holiday experience of retail or bar jobs. Convey
your customer care skills without
coming across as deferential.
Drawing attention to awards or
praise employers give you is a
good way to do this.
If you took on a role such as
deputising for a senior colleague,
give a brief example or description
to get across what that involved.
Give brief details of the systems
you used.
Including information about your
performance and targets helps to
quantify your impact.

Do you need separate sections for
your positions of responsibility and
your interests? You may not. The
sort of information you should be
including about your interests – for
example, roles on student societies
– is likely to include positions of responsibility, and you can structure
your extra-curricular activities in the
same way as your work experience. However, this is one of the
grey areas of CV writing, as some
recruiters like to see evidence of a
breadth of interests. If you do include further interests, avoid listing
hobbies such as socialising with
friends. Try to pick out activities
that are relevant to the job description or that have developed skills
the employer wants. Unusual or
team sports, volunteering and overseas expeditions can all help to
give the recruiter a sense of who
you are.

If you mention travelling, highlight
aspects of your travels that developed skills relevant to the workplace, such as how you
approached fundraising.
By the time you are in your final
year and applying for graduate
roles, employers are unlikely to be
interested in positions of responsibility from your school days, so
don’t include these.

You don’t have to squash language
and IT skills in together. Separate
them out and give them some
space.

You do not necessarily have to include your references. You could
say ‘References available upon request’, or just omit this as it can
safely be assumed that you will
provide referees’ details if you are
offered a job. In this sample CV, the
space taken up by referee details
could have been used to expand
on further interests or positions of
responsibility.

