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Curriculum vitae

· What is a CV?
A CV, which stands for curriculum vitae, is a document used when applying for jobs. It allows you to summarise your education, skills and experience, enabling you to successfully sell yourself to employers.


· What to include in a CV
· Contact details - Include your full name, home address, mobile number and email address. You do not need to include your date of birth or a photograph unless you're applying for an acting or modelling job.
· Profile - Placed at the beginning of the CV, a profile is a concise statement that highlights your key attributes or reasons for deciding to work in a field. Pick out a few relevant achievements and skills, while articulating your career aims. It must focus on the sector you're applying to, as your cover letter will be job-specific. You should keep it short and snappy - 100 words is the perfect length.
· Education - List and date all previous education and qualifications, placing the most recent first.
· Work experience - List your experience in reverse chronological order, making sure that anything you mention is relevant to the job you're applying for. 
· Skills and achievements - This is where you talk about the IT packages you can competently use. Whatever you list should be relevant to the job and not over-exaggerated, as you'll need to back up your claims at interview. 
· Interests - Simply writing 'socialising, going to the cinema and reading' isn't going to catch the attention of the recruiter. Examples include writing your own blog if you want to be a journalist or being part of a drama group if you're looking to get into sales.
· References - You don't need to provide the names of references at this stage. You also don't need to say 'references available upon request' as most employers would assume this to be the case.

There are CV builders online to help you to design a CV, for example: My Perfect CV




Example of a CV:
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PERSONAL PROFILE

Tam 2 hardworking person who is looking to prove him/herself in (what industry sector or
role) and throughout my days at school 1 have worked very hard to ensure that I have good
orades.

I feel that I have got good communication skills and have always done everything I can to
improve my communication and other skills. I am IT literate and am used to using a computer
every day and feel that I pick up new packages quickly.

Tam very enthusiastic and determined and would be a dedicated worker for any business. T
am articulate and have 2 personable manner.

EMPLOYMENT HISTORY

Date to Date or To Date - School Leaver role - Where?
In my role of (XXX), 1 provide general support to a busy business area. My day to day
responsibilities include:

Making teas and coffees

Ensuring that the work areas are clean and tidy for any visitors

‘Allowing staff and visitors through an entry door system and signing visitors in and out
Dealing with the post at the end of the day and franking the mail and passing mail onto
the correct departments

Running errands including lunches, drinks for mestings etc

General typing and other admin duties such as photocopying

Learning from different departments and areas to ensure that I gain a well rounded
aspect of the business.

QUALIFICATIONS

School, College, University — any qualification details and where.

SKILLS AND ABILITIES

Computer skills - MS Office, Excel, Outlook o any other packages you have used?

HOBBIES & INTERESTS

What o you like to do outside of work?

REFERENCES

Available on request.
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