
Your CV 
 
Or Personal Marketing Brochure. 
 
It should cover;   Professional Career History 
        Key Achievements 
    Skills and Experience. 
 
In preparing a CV you must spend time to prepare and 
gather all information a prospective employer may need. 
 
You can and should often tailor it to meet specific 
requirements asked for in a job description and personal 
profile list. 
 
For each point think about the role you took, your 
responsibility and what you personally achieved. 
 
Record qualifications, recent training and development.  
 
If you are a member of any professional body – mention it. 
 
How should it look? 
 
It is vital to be smart as this reflects on you and is the first 
impression it creates. 
 
It must be easy to read and pleasing to the eye.  
 
Ideally it should be two pages. 
 
Use Ariel Font as this is easy to read and copy. 
 
Use positive action words throughout. 
 



 
 
Use bullet points but make sure that they are all of the same 
type. 
 
Always check for any spelling errors. 
 



Do not use jargon 
 
Avoid abbreviations – use full words wherever possible. 
 
Save as a word document as this can be e-mailed. 
 

• Include Experience you have in the specific field 

 

• Specific skills you have to offer the employer 

 

• Appropriate personal qualities for the role 

 

• An understanding of the job requirements 

There are no specific formats for CVs but they should cover 
specific details and always remember that this may just be 
glanced through. 
 
Title: 
 
Name 
Address 
Contact details 
 
Personal Profile; 
 
This is becoming the most important part of a CV; it is an 
opportunity to sell yourself. Focus on your key strengths and 
competencies. Produce a positive, rounded description of 
your skills and experience.  Why they should choose you. 
Although optional, many jobseekers choose to include a 
personal statement in their CV as it’s a good opportunity to 



tell an employer about your suitability for the job. Keep it 
short and sweet and be sure to demonstrate your 
enthusiasm and commitment to the role and the company. 
 
Career History; 
 
This section includes any work experience that you have in 
the field you are applying for. When listing these work 
experiences include your job title, time in the post, 
responsibilities and the name of your organisation. 
Remember to list your most recent role first. 
Then run backward – never exaggerate your  
Achievements or lie about what you can do. 
List relevant skills and achievements from previous jobs, 
giving clear examples of how you would apply these to the 
new role. 
 
Training: 
 
Qualifications from most present backward – include level 
and where you studied. 
 
 List formal qualifications and any training and development 
undertaken, either independently or during previous periods 
of employment 
 
Finally – Review 
 
Read it as a recipient not as the writer. 
 
Does it tell everything you need to know? 
 
Is it credible? 
 
Does it give a true reflection of your ability, skill and 
competence...? 
 



If you were a person looking at 30-50 CV’s why would you 
keep this one. 
 
There are many ways to produce a CV and I would always 
advise do your research and if possible find out what the 
potential employer is looking for. You could always ask. 
 
There is the added bonus of the internet but be aware that 
you are going into the Arts field and may not be the same as 
one needed for finance or banking. 
 
Write positively – its all about attitude. 
 
Make certain there are no spelling mistakes – if there are 
then the CV is very likely to end up in the bin – harsh but 
unfortunately true. 
 
 The examples that follow are for job description and 
essential requirements for a particular position but they do 
show the format and type of questions you will face. 
 
 



 
 



 
 
 





 
 
 
 



Your Name - Curriculum Vitae/CV 
 
Personal Profile/Personal Attributes  
 
• Create 5-7 descriptive bullet-point phrases that describe your strengths and attributes. 
• These statements should also reflect the personal qualities that the employer seeks. 
• Keep the statements simple and clear; one line for each statement. 
• Use a consistent format and readable typeface; use professional, concise, intelligent 
language. 
• Use good, appropriate punctuation; semi-colons are effective for joining word-strings. 
• Ensure you can provide an example (at interview) for every statement you make on your 
CV. 
• Examples and guidance for this section at www.businessballs.com/curriculum.htm 
 
 
Experience/Specialisms/Strengths 

 
 
• Create 5-7 professional statements which explain your experience/specialisms/strengths. 
• Think about what the employer is seeking and try to match these requirements. 
• Your statements here should be examples/evidence of how you fit the needs of the job. 
• Statements can describe experience, skills, strengths, knowledge, style, attitude, etc. 
• Examples and guidance for this section at www.businessballs.com/curriculum.htm 
 
 
Achievements 
 
• Create 3-7 professional statements which describe your achievements. 

             
Show achievements that best illustrate your capabilities relevant to the needs    of the new 
job. 

• Show achievements which demonstrate that you could 'make a difference' relevantly in the 
job. 
• Achievements need not be work-related, especially for young people with little work history. 
• Importantly, give scale, facts, figures to your achievements - be concise and specific. 
• Guidance for this section at www.businessballs.com/curriculum.htm 
 
Career History 
 
• mth/year-mth/year  -  job title/function/responsibilities  -  employer/city  -  industry/sector 
• mth/year-mth/year  -  job title/function/responsibilities  -  employer/city  -  industry/sector 
• mth/year-mth/year  -  job title/function/responsibilities  -  employer/city  -  industry/sector 
 
Education and qualifications 
 
• school, college, dates, etc 
• qualifications 
 
Hobbies / Interests 
 
• Show hobbies/interests indicating personal qualities that are relevant to the job  
requirements. 
 
 

The pdf version of this CV template is a learning/teaching guide not 
designed to be changed. Free doc and odt (Openoffice) working file 
versions from www.businessballs.com/curriculum.htm can be 
changed.  Use headings which fit your situation best. Click on the 
red box borders to delete these notes from your own CV.  

Personal Profile is you as a person. Experience/Specialisms/ 
Strengths are your capabilities. Make all points very relevant to the 
job/employer needs. 

These points build evidence and credibility. Relate them to the job 
requirements. They need not all be work-based. They can be from 
other activities, but must show you can 'make a difference', 
relevantly. 

Briefly list your past jobs, employers, industry, and mth/yr (from-
to).  Most recent first. Layout in neat columns ideally. Briefly state 
responsibilities if not self-explanatory from the job titles. Insert 
education, hobbies, interests, personal and contact information.  
Make details neat, concise and relevant to the job opportunity. 



Personal Details 
 
• Name 
• Address 
• Phone numbers 
• Email 
 
• DOB (date of birth) - [OPTIONAL - include if you think helpful towards job requirements] 
• Marital status - [OPTIONAL] 
• Dependents (children) - [OPTIONAL]  
• Driving licence - [OPTIONAL] 
• References are available on request. 

If you prefer, show your contact details under the heading at the top of 
the CV. To make more space reduce font size in CV to 9 or 10pt. 
Continue on a second page if really necessary. One page is best, 
especially if you are young and have less information to include. Add 
date/ref and page number if more than one page, bottom right of CV.  
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Take time to get it right – CV Writing isn’t a quick or easy process but you 
have to remember that it may be the first and possibly only chance to get 
you through the door for that interview and job. It is unfortunately a hard 
fact of life that without due attention to selling yourself and showing your 
match to the job specs you will find it nearly impossible to 
Get people to see you. So this time will be well spent. 


