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How to write an amazing CV...

Key things to remember

See our interview tips, linkedin guidance for more guidance sheets.

Keep it professional
Keep it positive
Avoid jargon
Use bullet points
Think about the reader
Less is sometimes more

Check your spelling and grammar.
Are your contact details accurate.
Can you live up to your CV in person.
Don’t include a photo, unless
auditioning! 
Get someone to read it before you
send it anywhere.

Your CV is your shop window to display your
talents, experience and potential to a prospective
employer, college/university applications,
internship or work experience.

What is a CV?

Name, location, email address, contact
number (be mindful of what your email
address is), driving licence/car
Punchy personal statement, think sales
pitch!
Experience, most recent first, brief
overview of key tasks in each role
Include any key achievements, voluntary
work and your work experience during
school 
Keep it concise & relevant
Include all educational
accomplishments.

Personal details
Personal profile
Key skills
Work experience
Education
Interests 
Try and fit it onto 2 pages, or last 10
years experience
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Start thinking about what makes you, you! What
have you accomplished inside and outside of
education, hobbies, interests and your career
aspirations.

Where to start?

Think sales pitch; every
interaction in an

application process is
your opportunity to

shine.

What is going to make the
reader what to meet you? If
you’re struggling, ask your

friends/family/teachers what
they think are your strengths.

If in doubt, reach out!
There are loads of resources

available online and within your
communities to support you in

creating a fantastic CV!


