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Name and contact details
They need to know who you 
are and how to get hold of you!

1

Personal profile
A short paragraph about you and 
why you’d be suitable for the role.

2

Experience and skills
Link these to the skills listed on the job 
description and give short results-focused 
examples of when you’ve shown those skills.

3

Previous roles
Put the start and end dates (month and 
year is fine) for any previous roles with a 
very brief description of your achievements.

4

Education
You don’t need to give lots of detail 
here. Just say what your highest level of 
education is and any education that’s 
particularly relevant to the role.

5

Interests
This is optional and should go 
right at the end of your CV if you 
include it. It can be a good way to 
give the employer an idea of what 
sort of person you are.

6

Your CV is a great way to show employers your potential by showcasing your 
strengths and experiences. Most recruiters spend less than 30 seconds reading  
each CV, so it’s important that you give them the most relevant information.


