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Before you start


	Have you set up an appropriate and professional email address?
	

	Is your voicemail message appropriate and professional?
	

	Have you checked your privacy settings on all social media?
	

	
Developing your CV.  Have you…
	

	Tailored your CV for the specific role? 
	

	Included your personal contact details: email, phone and postal address? 

	

	Included a summary of your education, highlighting relevant modules?

	

	Included a summary of work experience?
	

	Highlighted NGB awards and other relevant activity training?
	

	Included a summary of any voluntary experience (if appropriate)? 
	

	Included a summary of your extra-curricular activities?
	

	
After your first draft


	Have you checked your spelling and grammar? 
	

	Have you used two full pages of A4?
	

	Have you asked someone to proof read your CV?
	

	Is your CV easy to scan through?
	

	Does your CV have a clear structure throughout (same font, headings, style)? 
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