Your Name
email@address.co.uk
Telephone number
Address
Date of Birth

Personal Statement

Your personal statement is probably the most important part of your CV. Get this
wrong and your chances of being invited for an interview are drastically reduced, as
the average time spent reading your CV is between 20 to 30 seconds, which means
that you need to make an impression quickly and sell yourself. Don’t use empty
words like ‘team member’ sell your skills by telling the potential employer how you
would benefit them by joining their team.

Key Skills
Technical Skills

e Show that you have the relevant skills required for the job
¢ Include courses

Personal Skills

e List skills that are not course related i.e personality skills
e Employers look out for good communication, punctuality, loyalty, and the
ability to work as part of a team

CERTIFICATES & MEMBERSHIPS

e Include any relevant professional qualifications here
e Make sure your most impressive qualifications are listed first

EDUCATION

e College name, Location Course title, Grades
e School name, Location Course title, Grades



EMPLOYMENT

Job Title

Company Name

Location

Dates of employment

Explain a briefly your responsibilities within the role.

Key Achievements:

e Provide examples of the responsibilities you have held within the company
e Give enough information to entice potential employers to call you

PERSONAL INTERESTS

Outside interests enable a potential employer to understand what motivates you,
what personal skills you may have and how you will integrate into the team.

Look at how job advertisements stipulate certain personality traits required for

positions. ldentify what they are and show how your hobbies can relate to their
requirements.

REFERENCES

You should state that references are available on request.



