Curriculum Vitae

Your CV is a sales document that gives you the opportunity to sell yourself and should highlight

· Experience

· Skills and

· Achievements

It should be clear, concise and well laid out so that it is easy to read and should help potential employers pick out the information they require with ease. Consider using sub headings in bold and bullet points.
The most common CV is the CHRONOLOGICAL one.

a. Name and address at the top of the page in the middle including a contact number.

b.
Personal Profile
This should be no longer than 3 or 4 sentences highlighting your:

· Personal vision or career aims

· Skills, capabilities and significant career highlights tailored to focus upon your potential employer and their opportunity

c. Employment History
This will be the main part of your CV

· Starting with your current or most recent position

· Include your Employer, Job Title, dates of employment

(Months and years)

· List your duties, responsibilities and achievements
· Where possible quantify your achievements with precise facts and figures, e.g. Managed team of 5 telesales staff, sales vs. target

· Promotions and awards

d. Education and Training
· If you are just commencing your working career, having previously been a student, provide more in depth information regarding your academic achievements

· Start with most recent qualification
· Include University/College/School name, Course name, dates of study

· Vocational qualifications will be important so include it, e.g. Sales Training, First Aid

e. Interests and Hobbies
· A brief sentence of your current hobbies and interests that you have
f. Other/additional information
· You may want to include other relevant information such as driving licence/status, etc
g. References/Referees
· State your references or that they can be made available upon request
Tips
· Target your CV to the job/company that you are applying to
· Don’t make it too long
· Make sure it is organised and has a good lay out
· Avoid poorly typed/written content
· Over written- avoid long paragraphs and sentences
· Don’t make it too sparse
· Focus on results/achievements
· Don’t include irrelevant information
· Spell check your document before you send it out
· Make sure you include updated and correct information especially, your contact number
· Don’t have gaps in your dates
