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Include your first name and surname (only include your middle name if you have a common
combined first and surname), email address (ensure it sounds professional) and mobile number.
No need to include your home address although the town/city can show you're local if necessary.
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Keep it concise, relevant and impactful, focusing on your key achievements, qualifications and
goals. Do your research so you can use keywords and ensure it's tailored for the role. 

Personal information

Professional summary

This is a bulleted list of your key strengths including both hard and soft skills. Another opportunity
to tailor your CV for the role you're applying for. There's no need to include this section if you're a
school leaver, recent graduate or you don't have much work experience. 

Key skills

List your roles in chronological order starting with the most recent. Include your role, the firm
name and dates employed - don't leave any gaps. Then create a bulleted list of your best
achievements from those roles. Quantify these where possible, qualify if not, and ensure the
relevant skills and keywords are detailed.

Work experience

List your education in chronological order starting with the most recent. Include the course name,
institution name, dates attended and final grade/s. You could also incorporate some
achievements such as captaining a sports team, playing a lead role in a society/club etc. 

Education

This is where you can provide details of any other relevant skills ie. languages or IT skills,
especially if you don't have a key skills section. Also an opportunity to list hobbies and interests,
although try to make these as relevant to the role as possible. 

Additional information 

Don't include references or 'references available upon request' (when they need them, they'll ask
for them). Use a clean and clear font no smaller than 10 but no bigger than 12 (except for
headings). Save the file with a sensible name and in Word format (most commonly used). Get
someone else to proofread it. 

And finally...


