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A CV is normally the first opportunity to impress a potential employer when you apply for a job.  
The advice below will help you write a great CV to showcase your skills, experience and why  
you are right for their role.

Presentation
Layout: This needs to be clear and easy to read. Using headings 
and subheadings to break up sections will help along with bold 
and italics. This will help make your CV more readable. 

Font: Clear and easy to read fonts are best no smaller than point 
size 11. 

Length: Don’t make your CV any more than 2 sides of A4 and 
don’t worry if it is shorter. Be clear and concise, don’t ramble. 

What to write
Name: Put this at the top of your CV, centralise is and put it  
in bold. 

Contact details: Underneath your name write your address, 
telephone number and email address. Make sure your email 
address is professional. 

Personal profile: Write a short paragraph to summarise yourself, 
your personal qualities and what makes you ideal for the role. 

Work experience/employment history: List any work experience 
you have completed or any part time jobs you have had/do have. 
Make sure you put the most recent first and put the dates for 
each experience. For each experience detail what you did, what 
you learned and the skills you developed but link this to what the 
employer you are applying with it looking for. 

Education: List your education with the most recent first. Include 
any grades achieved or your predicted grades. 

Additional skills: List some other or qualifications you have that 
are relevant to the job you are applying for.
 

 Interests: Briefly describe some outside interests that you  
have and if you can link them to the role you are applying for, 
even better. 

References: Give the name and contact details of two referees.  
Ideally they should be a past employer, teacher or lecturer. Make 
sure you get permission from your referees before you use their 
details. If you don’t want to give referees or their details, you can 
write ‘references available on request’.

Presentation
Check your spelling: It’s important to make sure all spelling and 
grammar is correct before you apply for your role. Ask someone 
else to check your CV for you. 

Don’t use slang or ‘text talk’. 
 
Do not lie on your CV: it is likely you will be caught out.
Make sure your contact details are correct so employers can 
contact you. Check your emails regularly. 

The Avove team wish you the best of luck with 
applications you make. We hope this guide and 
exemplar CV have been helpful. If you need any 
other support or have any questions about writing 
a CV we would be happy to help. 
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