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Preparation of your CV

Below is one example of how a CV could be laid out.

Curriculum Vitae

Your Name                              
Your City/Town

Your Home Phone

Your Work Phone

Email Address

Précis of who you are and your objectives:   This  should be one paragraph.  The idea of this is that an employer or recruiter will be able to find out who you are immediately. Looking through lots of CV’s, they will be scanning through.  If they have to hunt, ( perhaps even to the end of a CV to find out what the person does and their objectives), they may just pass on to the next CV,

Personal:
Your Date of Birth


Your Nationality


Your Marital Status

Employment History:  

(This should list the previous companies and your positions with them and the dates.  It should start at your most recent, or present position going back in time.  As a CV only wants to be two pages long you may leave off jobs prior to the last 15 years, or just list them without any description.

In the description of the position you should describe what you did  in the company, not what the company does.  Your strengths should be highlighted here and your weaknesses avoided, so spend some time thinking through your strengths and weaknesses.  A CV is to enable you to get an interview, and then at the interview you want the interviewer to ask you questions about things that you were successful in, so you can relate your achievements. You should practice these and hopefully the interviewer will pick up on your CV and ask you a question on what you already have prepared). 

Employer:          Most recent position


Employer's:       Town

From:      Date    To:   Date

Job Description:  Outlining major duties and responsibilities

Employer:          Next most recent position


Employer's:       Town

From:      Date    To:   Date

Job Description:  Outlining major duties and responsibilities

And so on.

(The list of dates in your CV including those whilst you were in education should explain what you have done in your life without any gaps. If you went on a world trip for a year, that time should be accounted for.)

Education:
School/College


School/College Town

Year Attended  


Qualification Level: e.g. GCSE



List of examinations taken


Description: Outlining extra curricular activities

Interests:
Interests and hobbies outside employment or education

References:
Available upon request

