Name

Address, (all on one line)

Telephone number and email address


Personal Profile
Tell the employer who you are, what you are looking for and what you can offer.  (approx 4 lines)

Education
Course, institution, location, dates
Modules if relevant (eg for placement CV)
Most recent course first
Employment or Work Experience
Job title, company, location, dates
For each role either use bullet points or write a paragraph.  Make sure you tell the employer exactly what you did, how you did it and the skills you have developed as a result of this.

Hobbies and Interests
Tell the truth – tell the employer what you do in your spare time, and remember to show your skills!!

References
You will need two, no friends or relatives, and you don’t need to put the details just write:

Available on request

