Your Name
email@address.co.uk
07XXX 7XXXX3

10 Street, Town, P05T C0D3
PERSONAL PROFILE
Use your personal profile to entice the reader and set a professional tone for the rest of your CV. Talk about what you are looking for and sell your most relevant skills, knowledge and experience, whilst avoiding clichés such as “hard-working” and “team-player”. This should be a short paragraph (4-6 lines).

WORK EXPERIENCE
If you have some good and relevant work experience this should come before your education.
Job Title

Month Year – Month Year (eg. June 2013-March 2016)
Company Name – www.companywebsite.co.uk 
Location
Achievements:
· Prove your value by adding some quantifiable facts and figures to your achievements.

· Highlight key examples of when you have used your skills.

· Keep skills and examples relevant to the role you are applying for.

· Avoid vague indicators like buzzwords and clichés.
Job Title

Month Year – Month Year (eg. January 2011-June 2013)
Company Name - www.companywebsite.co.uk 
Location 
Responsibilities:

· If you have old or irrelevant roles, you can shorten them to brief summaries in order to save space. But think – does your paper round need to be on your CV?
EDUCATION
List your education starting with your degree. If you have little work experience you should include more detail about your education, including key skills developed and responsibilities you undertook.
Present your grades truthfully but in a good light – perhaps disclosing that E in A2 level General Studies isn't necessary.
BA (Hons) 2:1, Subject Name

September 2010 – June 2013
University of Example
· Highlight some of your key achievements at university.

· Mention key skills you developed providing they are relevant to the role you are applying for.

· Include further information about your time at university – were you a course rep or a society exec member?
A-Levels

June 2006 – June 2008
College Name

Location

Business Studies: A

Maths: A
                

Physics: B
GCSEs

June 2003 – June 2008
School Name

Location
10 GSCEs overall including:
List your best and most relevant subjects and grades.
Maths: B

English Language: A

KEY ACHIEVEMENTS AND RESULTS

· List key achievements that you are proud and that will impress potential employers.

· Use quantifiable facts and figures to support your achievements.

PERSONAL INTERESTS
Interests and hobbies should add value to your application. Use this section to sell your strengths, skills, attributes and personality. Interests tell employers a lot about you! For more insight, have a go at our interests quiz.
REFERENCES
References are available on request.
Additional Sources
For more advice on perfecting your CV, take a look at these articles:
8 Common CV Mistakes that you Need to Avoid
CV Checklist: Is Your CV Ready to Send?
CV Formatting Faux Pas: What to Avoid
CV Format – How to Score with Your Job Application
How to Create a Great Graduate CV
And for help with your job search:
Become a Job Search Expert in 7 Steps
Following Up On Job Applications – Our Top Tips
How to Beat the Job Search Blues
How to Write a Covering Letter: Everything You Need to Know
Where to Look for Jobs – Our Top Tips
