Curriculum Vitae






       <Date Composed>

<Your Name> <Your Degree/HND/HNC and Grade>


Profile <Type in a brief profile of yourself, indicating your strengths and personality type. Make the profile in the 3rd person or ‘formal’ style as many employers prefer this. For example ‘An experienced Electronic Technician … has worked in £100 000 plus projects … ‘ >

Note: this profile should be identical to the one in your Skills Checklist.
Employment History

<YEARA - Date> 

<Job Title> <Salary>

<Employer and Employer Town/Country>

<Job Description. Detail the general industry the firm was in, as well as your specific responsibilities. Mention project values and complexities. Be specific about skills and experience needed or gained for the job - methodologies, software with version numbers, management techniques, equipment and standards. It is a good ideas to embolden key words and skills, especially those that are mentioned in your skills check list. Be as detailed as possible>

<YEARB - YEARA> 

<Job Title> <Salary>

<Employer and Employer Town/Country>

<Job Description. Detail the general industry the firm was in, as well as your specific responsibilities. Mention project values and complexities. Be specific about skills and experience needed or gained for the job - methodologies, software with version numbers, management techniques, equipment and standards. It is a good ideas to embolden key words and skills, especially those that are mentioned in your skills check list. Be as detailed as possible>

<YEARC - YEARB> 

<Job Title> <Salary>

<Employer and Employer Town/Country>

<Job Description. Detail the general industry the firm was in, as well as your specific responsibilities. Mention project values and complexities. Be specific about skills and experience needed or gained for the job - methodologies, software with version numbers, management techniques, equipment and standards. It is a good ideas to embolden key words and skills, especially those that are mentioned in your skills check list. Be as detailed as possible>

Qualifications

<Degree and Grade> <University Name and Town> 

<HND/C> <College and Town>

<Other Further Qualifications and Grades> <Name and Place of Study>

<Memberships and levels of memberships> 
<A Levels Taken and Grades> <School/College and Town>

Educational History

<YEAR - YEAR>

<Degree and Grade><University Name and Town> 

<Modules/courses taken. Final year project. Final year options. Other relevant experience/skills gained. It is especially important for more recent graduates with little or no job experience to go into detail about their studies, in particular the final year project, dissertation, or thesis.>

<YEAR-YEAR>

<HND/C><College Name and Town>

<Include a list of modules taken separated by grade - e.g. Distinction, Merit and Pass. As in the degree, more recent students should go into detail about projects and courses that may be relevant to the job(s) sought.>

<YEAR - YEAR>

<A Levels><School/College Name and Town>

<List the A levels in order of grade, best first. >

<YEAR-YEAR>

<Secondary Education><School Name and Town>

<State the number of O Levels, CSE’s or GCSE’s passed. If you have English and/or Maths, say so>
Further Courses

<YEAR-YEAR>

<Further Training courses - e.g. Day release, One day seminars etc> <Establishment/Town>

Personal Information

<Marital Status>, <No Children>, <Nationality>, <Driving Licence>, <Car Owner>, <DOB etc>

Note: If you don’t for any reason want to divulge this info on the CV, then put it on the covering letter - that doesn’t go to the client. However, if a client specifically asks for personal information not on the CV, we will give it to them.

