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WRITING A CV - WHAT TO INCLUDE IN EACH SECTION

Follow the guidelines below to make sure you’ve included all the 
important information an employer may need.

YOUR PERSONAL DETAILS

You should include your name, address and contact details.

YOUR PERSONAL PROFILE

Your personal profile should summarise your key strengths such as:

– skills and qualities

– work background and achievements

– career aims

It should only be a few lines and must grab the reader’s attention. 
For example, if the job involves working with people, you could say 
you’re a a team-player and an effective communicator. Be brief - you 
can highlight examples of your skills in later sections.

EMPLOYMENT HISTORY AND WORK EXPERIENCE

If you’ve been working for a while, you could put your employment 
history first. If you don’t have much work experience, you might like 
to highlight your education and training.

In this section you should start with your present or most recent job 
and work backwards. You should include the employer, the dates you 
worked for them, job title and your main duties. Provide more detail 
on the relevant jobs you’ve had and give examples of the skills you 
used and what you achieved. Use bullet pointed lists.

Try to relate your skills and experience to the job description. Also 
include any relevant temporary work and volunteering experience.

Avoid unexplained gaps in your employment history. If you had time 
out travelling, job seeking, volunteering or caring for a relative, 
include this along with details of what you’ve learned.

EDUCATION AND QUALIFICATIONS

Your education and qualifications may not be directly related to the 
job you are applying for, but they’re still important achievements 
that any employer will want to see. You should start with your most 
recent qualification and work backwards, you don’t need to write 
much here, just list where you went to school or college along with 
the course/subject and grades you achieved. If you have acheived 
a number of qualifications you may wish to group your education 
together rather than list each subject and grade separately - for 
example, 10 GSCE’s Grade A-D. Try to clearly highlight the courses/
subjects and qualifications you have gained which are relevant to the 
job you are applying for.

INTERESTS AND ACHIEVEMENTS

You can include hobbies, interests and achievements that are 
relevant to the job. For example, if you’re involved in any clubs or 
societies this can show that you enjoy meeting new people. Try to 
avoid putting activities like cooking or reading, as these activities are 
general and widespread, make them specific and interesting!

ADDITIONAL INFORMATION

You can include this section if you need to add anything else that’s 
relevant. Such as explaining a gap in your employment history or 
relevant skills, such as if you have a driving licence or can speak any 
foreign languages.

REFERENCES

If applying for a job in a new company, it is useful to include a 
reference section. At least one referee should be work-related. Or, 
if you haven’t worked for a while, you could use another responsible 
person who has known you for some time. You can list your referees 
on your CV or just put ‘references available on request’. If you decide 
to include their details you should state the relationship of each 
referee to you – for example ‘John Turner, line manager’.

01/WHAT IS A CV AND 
COVERING LETTER?
Your CV and covering letter is your chance to show your skills and experience. 
How you write your CV and covering letter is up to you, but there are some basic 
rules to follow if you want to create the best impression. This guide will provide you 
with details of what sections and details to include in your CV, plus some general 
hints and tips about writing a CV. You’ll also find information about covering letters 
and how to create these.



HOW LONG SHOULD MY CV BE?

Where possible your CV should be no more than two pages long and 
have line spaces between each section. Two pages might not seem 
like a lot of space to fit everything into but you can free up space by 
being brief on less important details, such as jobs you held a long 
time ago. You can even leave some things out entirely - for example, 
you don’t need to put ‘CV’ or ‘Curriculum Vitae’ at the top.

HOW SHOULD I PRESENT MY CV?

Print your CV on white A4 paper. Try to use a consistent font all the 
way through, with bold and bigger font sizes to bring out headings. 
The layout should be as simple as possible and make use of white 
space, rather than lines or graphics, to separate sections.

Use the best quality paper you can find – first impressions count! 
Although some people like to include photos on their CVs, it’s only 
essential for jobs such as modelling or acting.

WHICH FORMAT SHOULD I USE?

You should choose a format that suits your aims and shows you in 
the best light.

Different CV formats contain mainly the same information but 
worded in a different way, in different sections and in a different 
order. These might seem like small changes to make to your CV,  
but when employers have many CVs to read, every little 
improvement helps.

You can use different CV formats to:

– draw attention to your strengths

– target a specific job

– get across your career aims

02/HINTS AND TIPS
Your CV is such an important document - it’s worth taking the time to get 
it right. When you start writing your CV all sorts of questions can come to 
mind, as you try to make it the best it can be. Here are some of the most 
frequently asked questions about CVs:

Bear in mind that in all CV formats the personal details, personal 
profile and qualifications sections remain the same. It’s your work 
history and achievements that change in each format.

WHAT KIND OF WRITING STYLE SHOULD I USE?

It should be concise and easy to read. The words you use can make 
a big difference to how you come across. Try to make your words 
punchy and ‘active’, especially when describing what you achieved in 
previous jobs. You could try using powerful words like managed, led 
and achieved.

Check your final CV for spelling and grammar mistakes. You can use a 
computer spelling and grammar check but it’s also a good idea to get 
it checked by somebody else.

DO I NEED DIFFERENT CVS FOR DIFFERENT JOBS?

Your CV should be tailored for the job you’re applying for, matching 
your skills and experience to the requirements of the job. If you’re 
replying to a job advert, look at the skills required and make sure 
you highlight the skills you have that are relevant. If you’re applying 
speculatively to an employer, think about what the job will involve 
and what the employer might be looking for. Take some time to find 
out about the main activities of the employer.



THE START - GRAB THE READER’S ATTENTION

You want the employer to want to read your letter. Remember, this is 
all about selling yourself. It’s essential you make a good impression 
at the start of your letter.

– Address your letter to a specific person - If you’re applying on the 
off-chance, first ring the company or organisation to find out the 
name of the recruiter or the head of the department you want to 
work for. If you’re replying to an advertisement, address it to the 
person named in the advertisement. In both cases, make sure you 
spell their name correctly and address them with their preferred 
title, whether it’s Mr, Mrs, Ms, Dr, etc.

– Explain why you’re writing - If you’re responding to an 
advertisement, be clear about what you’re applying for. Include 
the full title of the job, the reference number (if included in 
the advertisement), and where you saw it advertised. If you’re 
applying on spec, be clear about what type of job you’re looking for.

– Be enthusiastic, show motivation - The start of the covering letter 
is a good place to show how keen you are to get this job and work 
for this employer. Explain why you believe you are the right person 
for the company and what makes you highly motivated to work 
for this particular employer. Show that you’re familiar with their 
products, services and recent news. You could also explain that 
you’re enthusiastic about working for them because you fit into 
their values, culture and working style.

THE MIDDLE PARAGRAPHS

You have started well - now convince the reader that you know what 
the job involves, what they want from applicants and that you are 
the right person. The middle section is where you get into more detail 
and sell your most relevant skills.

– Sell your skills and achievements - Do your homework, research 
the company and the job to find out which are the main skills 
the employer needs and provide evidence you have got them. 
The covering letter is your opportunity to provide more detail 
about these key points, more so than in your CV. You might like to 
include real examples of when you’ve used these skills. Highlight 
any major achievements, such as completing training courses, 
promotions, company awards, or any other praise or recognition.

– Promote your transferable skills - Transferable skills are general 
skills you can use in many different types of jobs. Selling these 
skills might be useful to you if you’re looking to change career. 
Think about a job you’ve done before and the job you want to get 
into, and try to identify the skills you need for both. Examples 
of these skills are working to deadlines, managing budgets and 
working well with a wide range of people.

– Describe what you can do for them - Present your skills in a way 
that shows how giving you the job will benefit their company. You 
can do this by cutting down on the number of times you use the 
word ‘I’ and increasing the number of times you use ‘you’ and  
‘your company’.

– Speak their language - use their kind of language. It may seem like a 
small point, but some organisations prefer formal business language, 
and others prefer plainer speaking. Have a look at the employer’s 
website, job advertisements and any other communication to try to 
find out what their preferred language style is.

03/HOW DO I WRITE A 
COVERING LETTER?
Your covering letter is a document individual to you and the job you’re applying for, 
but there are some general rules to stick to. Here are some general points about 
covering letters to get you thinking along the right lines:



SIGNING OFF

The last paragraph of your covering letter needs to pull it all together. 
It needs to leave employers with a positive impression of you and 
make it clear what you’d like to happen next.

– Suggest where to get more information - Invite the reader to get 
more details about you from the enclosed CV.

– Suggest a response - If you’re replying to an advertised vacancy, 
say you’re looking forward to hearing from them. Explain how 
you’d like to be contacted, whether it’s by phone, email or post. 
Make sure your contact details are on your covering letter and CV. 
If you’re applying on the off-chance of a job, you could say you’ll 
wait for their call or that you will call them in a week or two. You 
could even ask for an interview or an informal chat, as long as 
you’re polite and not too pushy.

GENERAL POINTS ABOUT COVERING LETTERS

The last paragraph of your covering letter needs to pull it all together. 
It needs to leave employers with a positive impression of you and 
make it clear what you’d like to happen next.

– Make it personal – Try to avoid sending out identical covering 
letters without any detail about the employer. It’s much better to 
show that you’ve done your research on the company and know 
what they do. Make it clear you’ve thought about which skills they 
want and how you can provide them.

– Keep it brief – Keep your covering letter short and succinct. A 
maximum of five short paragraphs on a single page is sufficient. It 
is easy for employers to read it quickly.

– Keep the format consistent – If you use the same font and text size 
on your covering letter and CV it will look neat and professional.

– Push your strengths – your covering letter should draw attention 
to your most relevant skills and achievements.


