

Your Name	Comment by GradTouch: No need to put CV at the top – employers will know what they’re looking at. Only include all your essential contact information here. 

Remember: email addresses must sound professional. Avoid the likes of lad_on_campus@gmail.com...

If you haven’t got one already, it’s a good idea to set up a professional LinkedIn profile – essentially, your own online CV. This allows you to provide more information or examples of your work which you might not have space for here.

Contact number
Main address, including postcode
Email address, Linkedin URL 


PERSONAL STATEMENT 
This should be 50-100 words max, including 1) a brief overview of your education and career so far, 2) your selling points: that’s tangible skills/qualifications/experience – NOT clichéd buzz words or adjectives, and 3) your aspirations- the industry you are hoping to go into and the area you’d like to specialise in. 

EDUCATION
University of X                                                                                                Dates you attended
BA (Hons.) Subject X, Degree grade	Comment by GradTouch: Always mention your degree grade, even if it isn’t as high as you would like. Employers want you to be honest from the outset. Besides, deliberately not listing your grade has the same effect as writing ‘I didn’t quite get a 2:1’ anyway. For GCSEs, write 10 GCSEs A-C (Do not write each GCSE)



College/Sixth Form				                        Dates you attended
A Levels: Grades
AS Levels: Grades

School							            Dates you attended
GCSEs: Grades 

EMPLOYMENT EXPERIENCE 	Comment by GradTouch: The order of your employment experience and education may be changed around. It all depends on what you think is your most appealing feature.

If you have done an amazing internship which you feel is your main selling point, pop the relevant work experience section above your education.

	
Title, Name of Company  	Dates of employment 	Comment by GradTouch: Always start with your most recent employment first and work backwards. We recommend listing only 3-4 of your experiences, leaving more room for you to go into detail about your responsibilities within these roles. Keep it recent and keep it relevant. No need to list the paper round you did when you were 12!

Remember to include details of voluntary work if it is directly related to the area you’re trying to get into!


· List your key responsibilities, remembering to use active verbs.
· Make sure you tailor your CV for each application. If a particular job description asked for particular skills and experience, and you have them, highlight them here, right up at the top.
· Where possible, quantify your achievements with numbers and percentages to give these statements some added clout. EXAMPLE: Organised a fundraising event, increasing donations by 10% from the previous year by holding an auction.

Title, Name of Company  	Dates of employment	Comment by GradTouch: Putting dates on the right-hand side gives you a) more space to write and b) makes it easier to read

· If the role was similar to the above, try to list different tasks and duties from those above.
· Same again.	Comment by GradTouch: Use a font that is easy to read.  Arial and Calibri are both good. Use 10.5, 11 or 12 point, no bigger, or smaller.

Print it out to make sure the font is clear on the computer and on paper. 

· Same again.

[bookmark: _GoBack]
KEY SKILLS 
· Include details of all the skills you have to offer potential employers. 
· Mention specific software you’ve mastered: Photoshop, Google Analytics, for example.
· Example: IT Skills: Microsoft Office: Word, Excel, PowerPoint, Outlook and Explorer.
· Example: Analytical and numerical ability. 

INTERESTS	Comment by GradTouch: Further interests section can be a powerful selling point for any graduate. Just don’t mention things like ‘socialising’ or ‘partying’.

List hobbies and interests that demonstrate transferable skills or qualities that are valued in the industry you want to enter. For example, if you’re applying for a sales job, talk about your involvement in competitive sports. If you’re applying for a role that requires good written skills, mention your blog.

References available upon request.	Comment by GradTouch: You don’t need to put references at the bottom; putting that they are available upon request is enough. The employer will ask for them if they need them.	Comment by GradTouch: Once you’ve added all your experiences and skills, your CV will likely have exceeded one page. This is fine, but exceeding 2 pages is not. On average, employers look at each CV for 30 seconds – make it as short and snappy as possible.
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