Your Name
Email Address • Phone Number • LinkedIn profile

EDUCATION
Academic Degree (i.e. BSc/MA etc. in Name of Degree), University name, City, Country	        Start Year - End Year
Classification: Optional, do not list if below a 2:1 - if still studying state predicted grade OR grade achieved to date
Relevant Coursework: Courses relevant to your industry and / Thesis subject/ Field Work

Other/Study Abroad University	, City, Country							        Term / Month & Year
Subject/focus

Secondary School, City, Country								        Start Year - End Year
Optional, may include GCSEs, grades or academic honours

RELEVANT or WORK EXPERIENCE
Position Title, Company/Organisation, City, Country			             Dates Position Held (Month Year - Present)
· Beginning with your most recent position, describe your experience, skills, and resulting outcomes in bullet or paragraph form
· Begin each line with an action verb and include details that will help the reader understand your accomplishments, skills, knowledge, abilities, or achievements
· Describe what you accomplished in your position and, where appropriate, give numbers (percentage increases, savings etc.) indicating achievements

Position Title, Company/Organisation, City, Country			             Dates Position Held (Month Year - Present)
· Detail your achievements for your next position as above
· Remember that you do not need to be comprehensive but focus on the most relevant achievements

Position Title, Company/Organisation, City, Country			             Dates Position Held (Month Year - Present)
· …

RELEVANT or KEY SKILLS
· Technical: Proficient in Microsoft Office (List Programs), List other computer skills
· Languages: List languages and your proficiency level
· Include other skills which match the job description and requirements
· List these skills as sub-headings and include bullet points to provide evidence from your work/volunteering experience, studies and interests

INTERESTS AND ACHIEVEMENTS
· List activities you enjoy that may spark interview conversation
· Include University societies and clubs, personal achievements and/or things you enjoy in your spare time









OPTIONAL SECTIONS
Include these as is appropriate to your experience and the purpose of your application.

PROFILE
Located directly beneath your heading and contact information. A profile section offers you a way to stand out. Keep your profile concise (between one and four sentences long). You can write your profile as a short paragraph or in bullet form. Focus on the job listing and only include the skills and qualifications that relate to the specific job for which you are applying.

VOLUNTARY WORK/EXPERIENCE
This section can be useful in areas where volunteering is expected or shows your commitment, for example, when applying to the charity sector. Present your volunteering experience in the same way as other work experience.
Organisation/Association/Society, City, Country			             Dates Position Held (Month Year - Present)
· Relevant interests and skills can also be demonstrated through campus and volunteer activities
· Based on relevance and experience, consider moving this section above your Experience section
· Note that you can also include voluntary work as part of your work experience section

LEADERSHIP EXPERIENCE
Position Title, Company/Organisation, City, Country			             Dates Position Held (Month Year - Present)
· Describe the project or position and your accomplishments in providing strategic direction
· Based on relevance and experience, consider moving this section above your Experience section

RESEARCH EXPERIENCE/TEACHING EXPERIENCE
This section/these sections are commonly included in academic CVs. Research experience can also be a useful heading if you do not have other (paid) relevant experience yet as it allows you to give details of University projects.
Position Title, Organisation/Institution/Research centre, City, Country	             Dates Position Held (Month Year - Present)
· Describe the project or position and your accomplishments
· Based on relevance and experience, consider moving this section above your Experience section

PUBLICATIONS/CONFERENCES/WORKSHOPS
These sections are usually only included in academic CVs.
· Ensure consistency in formatting
· You do not necessarily need to list all workshops you have attended, for example, but can select the most relevant and recent.

LABORATORY/TECHNICAL SKILLS
Laboratory or technical skills are often included in applications for scientific or IT roles.
· List scientific / research lab techniques or tools or list programming skills and operating systems
· Use sub-headings and bullet points or paragraphs to detail your experience and expertise

PROFESSIONAL MEMBERSHIPS
This is commonly included in areas of work where you will work toward professional accreditation as a graduate such as engineering, finance or HR.
Affiliations and memberships including personal and professional groups that you are associated with, to show your interest in the industry – outside of your experience

