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 CURRICULUM VITAE 

 

THE FORMAT 
 
A CV is a written overview of your skills, education, and work experience and is an essential part of the 
application stage when applying for a job. Through your CV, an employer is able to assess whether you're a 
good fit for the role you've applied for. 
 
Although there’s no specific CV structure, listed below is the key information you must include in your CV: 
 

● Your personal details – full name, email address and phone number 
● A personal profile - a brief personal summary of who you are and what you’re looking for 
● Work experience  
● Education and qualifications  
● Relevant key skills and achievements  
● Hobbies and interests  
● References  

On the next few pages we will be covering the different sections mentioned above in more detail for you to 
then crack on with your own CV using the template provided! 
 
 

PERSONAL DETAILS 
 
This section includes your full name, email address and phone number. Make sure this information is at the 
top of the page so employers can contact you easily. Do not put your home address on your CV, as that is 
private information. There is no reason that the organisation you’re applying to needs to know your address 
unless you get the job for payroll reasons but again that comes in the final stages of recruitment.  
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PERSONAL PROFILE  
 
A personal profile is a few lines on who you are, what you’re looking for and what you can offer. Always 
remember to tailor this section for the position you’re applying for. 
 
Here is an example of a personal profile for when applying for a job in engineering sector: 
 
‘Mechanically minded, with a methodical approach to working and an eagerness to learn and develop personal 
skills in a practical setting. Eventual career goal is to become a fully-qualified and experienced maintenance or 
electrical engineer, with the longer-term aspiration of moving into project management.’ 
 

WORK EXPERIENCE  
 
Your work experience should be listed in reverse chronological order – starting with your most recent job and 
ending with the oldest. You will need to specify the dates in which you worked at the organisation, the name 
of the organisation and a few sentences about the roles and responsibilities you obtained at that job. 
 
For example, if you worked in retail you could add in the description that you were responsible for handling 
card and cash payments effectively and ensured that all customers’ needs were met. 
 
If you’ve had a lot of jobs, only keep the top three that you think are most valuable to the job that you’re 
applying for. If you’ve only had two or three jobs, then that’s also fine – If this is the case keep all jobs on your 
CV as this shows how transferrable you can be across multiple jobs. Work experience can also be anything 
from paid and unpaid work and it doesn’t matter how long you completed it for. If you think it’s worth being 
on your CV, then keep it on! 
 
Tips to remember: 
 

● Work experience needs to be in reverse chronological order  

● You can include voluntary work or work experience placements 

● Tailor the duties and responsibilities section to the job description - use the words the employer uses. 
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EDUCATION AND QUALIFICATIONS 

 
Similar to work experience, your education should be listed in reverse chronological order. You’d start with 
your university, then college, then high school. For each, write in the name of the institution and your grades 
for each subject or if you haven’t yet completed the subject, put in your predicted grade. You don’t need to 
put the address of your institution into your CV. On your CV you can decide whether you want to put your 
work experience before educational qualifications or after. 
 
Tips to remember: 

● Education and qualifications should be in reverse chronological order 

● Only go back as far as your secondary school experience 

● If you don’t have your grades yet, use your predicted grades 
 

SKILLS AND ACHIEVEMENTS  
 
The skills and achievement section can range from anything such as receiving awards, completing certified 
workshops, first aid training etc. Keep them relevant to the job you are applying for. 
 

HOBBIES AND INTERESTS 
 
For the hobbies and interests section you can add things such as travelling, reading, shopping, taking part in 
a weekly yoga session etc but don’t lie, it would be awkward to have something in common with your 
interviewer that you’ve never actually done before!  
 
Here is an example of what you can put under this section: 
 
‘I am involved in a local amateur dramatics society, where I volunteer as a lighting and sound technician. I 
have been involved with this society for three years and very much enjoy being part of the team. More 
recently, I assumed the role of Stage Manager for a two-week production and relished the chance to take 
control of performances and react to a high-pressure environment.’ 
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REFERENCES 
 
It's recommended to have two different references you can rely on for your CV. They can not be from the 
same organisation. If you don't have a job reference you can have a character reference in place, this can be 
someone like a teacher.  
 
A referee can not be related to you or have a personal relationship with yourself. You do not need to put 
your references on your CV just simply put 'References available upon request' at the bottom of your CV. You 
don’t need to put your references on your CV either, you can just say that they’re available upon request. 
 

TIPS & TRICKS 
 

● Back everything up 

● Your CV should be no longer than 2 A4 pages 

● Stick to a simple font and design - unless you’re applying for an arts/graphics type position, then use 
your CV to express your creative talents 

● Always ask yourself “will this help me get the job?”. If the answer is no, then don’t include it! 

● Keep it short and sweet – use bullet points rather than lengthy paragraphs 

● Don’t include pictures of yourself 

● Always get someone to check it 
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Full Name 
 

Mobile Number • Telephone Number • Email Address 
 

Personal Statement 
 

 
 
 
 
 

Key Skills  
 

 
 

  
 

Employment History 
 

 
Position Held, Company Name 
(Dates) 
 
Achievements and responsibilities:  
 
 
 
 
 

Position Held, Company Name 
(Dates) 
 
Achievements and responsibilities:  
 
 
 
 
 
 
 
 
 
 
 
 

Position Held, Company Name  
(Dates) 
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Position Held, Company Name  
(Dates) 
 
Achievements and responsibilities:  
 
 
 
 
 
 
 

Education 
 

  
College/School Name 
(Dates) 
 
A-levels: 

● Subject-Grade 
● Subject-Grade 
● Subject-Grade 

 

School Name 
(Dates) 
 

10 GCSEs, grade A-C, including Maths and English 
 

Hobbies & Interests 
 

 
 
 
 
 

References 
 

 
References are available upon request. 
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