
• Chronological CV – Chronological means
“in order of time” and is a way of listing
things in date order. This is the most
common way to write a CV and puts
everything you have done in date order –
starting with your most recent experiences
and achievements.

• Functional CV – Functional means
“practical” and is more about your skills
and achievements - starting with what you
think is most important or relevant to the
job you are applying for.
In the main, a “Chronological” CV will be
the better option, as at this stage in your
career you are less likely to have gained
enough practical experience to develop a
“Functional” CV.

Along with your CV you will send a covering
letter. The attached sheets explain how to put
together a Cover letter.

You must be precise - a CV that is too long or
too many pages will probably end up in the
bin. If you get to interview stage, this is the
time to tell the employer more about
yourself.

Writing a CV:

How to write a CV
Writing a CV for the first time can seem like an impossible task. You just don't know what to put in or what to leave out.
You may feel you've done nothing and achieved nothing that's relevant.
Getting started is the hardest part. However, by thinking about your skills and experiences to date you will soon be able to
create an accurate summary of all the positive things about you that can help land that job!

There are basically 2 types of CV’s (Curriculum Vitae):

Make sure that your CV is:
• Typed - if you don't have your own

equipment, use school, college,
Connexions Centre or try your local library

• Clear - don't try to be fancy! Keep it black
print on white paper in an easy to read font
such as Arial 12

• Logical - start with your name and contact
details, work through your school, college
and any work experience

• Accurate - proof read it and make sure it
makes sense and there are no spelling
mistakes – it is always worthwhile getting
someone else to check it too as they may
spot things you don’t

• keep it short and to the point – don’t
waffle! A maximum of 2 sides of A4 is
plenty.

Above all be honest in your CV - remember
you will have to support anything you have
written when you get to interview stage!

CV Guidelines



What does Curriculum Vitae or CV mean?
It's a Latin phrase that means “Path of life” -
in other words it is a kind of life story but not
the kind that gives all your secrets away! It
should only include things which are relevant
to your application for employment, this is
basically contact details, qualifications,
relevant experience and a statement about
yourself showing how keen and enthusiastic
you are.

Tell the employer you can do the job by
showing them how / why you can.
Work out what qualifications, experience,
and skills that are required for the job and
think of what you have done that matches
those requirements. Give examples of
situations where you have used the kind of
skills the employer is looking for.

Tell the truth
Remember that the employer is not looking
for anyone superhuman – there will always
be things that are required of you in any new
job that you don’t have experience of right
now. Don’t lie as they will only find out in the
end. Instead let them know that you are keen
to learn, and emphasize what you can do.

Writing style
• Make sure the spelling is correct. Check it

through a word processor such as
Microsoft Word. Get at least two people to
check and read your CV.

• Print your CV on good quality plain white
A4 paper.

• Keep sentences and paragraphs short.

• Use past tense.

• A CV should be no longer than two sides
of A4.

What to include and not to include:
• Don't include any negatives or anything

critical.

• Don't include poor exam grades, or
unfortunate work experiences.

• Don't include details of referees, state that
“References are available upon request”

• There is no need to include a photograph,
unless it is specifically requested.

• Do not include any humour, you need to be
straight talking not a comedian.

• There is no need to show your expected
salary.

Personal Details
There is no need to include gender, or marital
status, as most employers are not allowed by
UK law to take these factors into account
when selecting employees.

Education / Qualifications
Where relevant give full details, including
School attended as well as the exams taken
and grades attained.

Include any additional awards or any other
recognition you have gained from School /
College or any other training you have done.

Employment / Work Experience
Describe achievements, not just
responsibilities. Show what you achieved for
the company during your time there. If there
are things that you were part of at School or
College that were recognised as being
successful, make sure you mention them.

Include any voluntary or work placement
activities, as well as part time work whether it
is a paper round, babysitting, shop work – it
all shows you are keen to work and have
already gained practical skills. It is also worth
remembering that having done any kind of
voluntary work shows a good level of
motivation and demonstrates how keen you
are to work and gain practical experience, so
include this too. Try and show how you have
gained the skills you have, which are needed
for the job for which you are applying.
Don't belittle or under value your experience.
It is up to you to show how and why it has
given you useful skills.

CV Guidelines



Most jobs require:
• The ability to communicate with other

people

• Being able to work as part of a team

• Being able to work under pressure

• Being prepared to do your share of
mundane tasks.

So, show how you have gained these skills,
whether it is through projects at school or
actual work experience it all counts!

Skills
You should include:
• Languages.

• Computing skills.

• Keyboard skills.

• Driving ability (provisional or full licence).

• Membership of relevant clubs or societies.

Make sure you list any other skills that will
interest an employer if they are relevant.

When listing languages make sure you
include your level such as fluent,
intermediate, or basic.

For computing skills make sure you mention
the packages you have used such as
Microsoft Word, Excel, Access, Powerpoint,
Outlook, e-mail, internet etc.

Show your ability to type quickly and
accurately.

Make sure you spell driving licence the UK
spelling (licence) and not the US spelling
(license).

CV Guidelines
continued...



Joe McJones
1 Jose Place
Smalltown
Smallsville
SM11 1ST

Tel: 07232 136517

Personal Profile:
A reliable and conscientious individual with an excellent timekeeping and attendance record.
Possessing the ability to work to exceptionally high standards whilst always retaining a flexible
attitude with an awareness of the necessity to adapt quickly to any given situation. Both honest
and trustworthy, with a good attitude towards work colleagues, possessing a good understanding
of the importance of team work whilst being able to display a high level of initiative. Always
willing to learn new skills and looking for an opportunity which will allow both personal and
career development.

Work Experience:
Part Time Retail Assistant Jan 2006 – Present
JJB Sports, Smalltown
This was a part time job, working weekends and some week days in my school holidays. I helped
customers with enquiries, checked stock, operated an electronic till and helped cash up at the
end of the day. I was also involved in the merchandising of stock and helping with any special
promotions we ran.

Work Experience – Car Mechanic November 2006
J9 Motors, Smallsville
This was a two week work experience which was a great opportunity to see how a Garage works.
I helped with basic oil changes and watched some of the bigger jobs being done. I really enjoyed
my time doing this job and it helped me decide that I wanted to do a Modern Apprenticeship in
Motor Mechanics.

Education:
Smallsville High School 2002 - 2007
Expected grades7 x GCSE Grades B - E

Hobbies and Interests:
I enjoy listening to music, reading and socialising with friends. I also have a keen interest in cars
and mechanics. I regularly help my Dad with his car and enjoy going to watch rally competitions.

References are available upon request

CV Template
Please see below for some CV templates:

Jimmy Smitts
22 South Street, Southworld, SW8 1MT 07791 236547 jimis@btinternet.com

Objective [Describe your career goal or ideal job.]

Experience [Job Title]

[Dates of employment] [Company Name], [Town, County]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

[Job Title]

[Dates of employment] [Company Name], [Town, County]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

[Job Title]

[Dates of employment] [Company Name], [Town, County]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

[Job Title]

[Dates of employment] [Company Name], [Town, County]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

• [Job responsibility/achievement]

Education [School Name], [Town, County]

[Dates of attendance]

• [Degree obtained]

• [Special award/accomplishment]

Interests[Briefly list interests that may pertain to the type of job you want.]

References References are available on request.

Style One: Style Two:




