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Professional Profile

This is the first part of the CV that will be read and needs to concisely sum up your academic achievements, professional skills and personal attributes. Try to think about what makes you unique and avoid overused phrases such as “team player” and “good communicator”. Around five or six lines of text should be sufficient. An example profile is as follows:
A dynamic and ambitious professional combining a strong academic background in law with valuable experience in customer facing and office based roles. Possesses excellent written and oral communication skills acquired from exposure to academic and professional environments and is adept at liaising with clients and counterparts at all levels. Adopts a measured yet flexible approach to all tasks, adapting well to changing objectives and working environments. Thrives both in autonomous and team based roles and displays the initiative, diligence and drive required to excel under pressure.  

Objective

Use this section to convey to the reader your motivation behind the CV. Start by explaining the type of role that you are looking for and back this up with reason as to why you are suitable. This section should be kept to a maximum of 4 -5 sentences.    

Education and Qualifications

· Add your education in chronological order with your most recent achievement first
· Only include your degree grade if it is a 2:1 or better

· Add details of any dissertations / major projects

· Include any notable achievements such as being granted a performance related bursary or receiving any awards 
· If you have completed a degree, you do not need to list the grades achieved at A Level and similarly do not list all of your GCSE subjects, just state the number of GCSEs achieved.

· Ensure you include the University you studied at and the year of completion

Internships 

It is beneficial to include details of any internships or work placements. Things to consider include:
· Include start and end dates including the months 

· use bullet points to detail your responsibilities and achievements 

· Add details of the internship including the departments you worked in and responsibilities you were given 
· Use examples to demonstrate how you added value during your placement 

· Show that you fully embraced all opportunities to gain experience and learn from team members 
· Where possible include skills and responsibilities that will be valued in your desired role

Work Experience  

· Details of any work experience should be added, again in chronological order with your most recent / current employment first 
· As with your work placements / internships, include start and end dates including months, ensure you add your job title and the company in which you worked 

· Provide a brief overview of your responsibilities but mainly focus on how you made a difference during the role. For example if you worked as a shop assistant include details of how you helped to increase sales or achieved a high mystery shopper score 

· Highlight skills that are desirable to potential employers. For example if you would like to embark on a career in finance and have demonstrated strong analytical skills or a high attention to detail, include this on your CV
Further Skills

· Use this section to detail other skills such as IT proficiency and language skills 
Extra Curricular Activities 
If you have been involved in student committees or sports clubs it may be worth including them on your CV. 

Just list your role, the name of the academic institution or club and the relevant year(s)

For example: 

· Participant in the London Marathon (2010)

· Vice Captain, Bowling Club (2009)

Personal Details  

Things to include:

· Driving Licence

· Other skills / accreditations such as qualified first aider, CRB checked 

· Interests – keep this section brief and do not make things up just to fill the space!

Do not include:

· Date of birth 

· Sex 

· Marriage Status 

· Religion 

References Are Available On Request

General Points:

· Use the same font throughout at between 10 – 12 point

· Justify all text except for your name and address which is centred 

· Ensure all headings in each section are aligned and be consistent with spacing 

· An Entry Level / Graduate CV will ordinarily be no more than two pages, ideally only one

· Don’t forget to include a cover letter 
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