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SAMPLE CV LAYOUT

Use the correct tense i.e. past or present when describing 
your responsibilities or tasks. Use action words to begin 
each bullet point e.g. Responsible for, Collated, Compiled, 
etc… and avoid ‘I’ statements. Also use positive language!

TIP

1

Use Calibri: 14pt for headings and 12pt for body text
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SAMPLE CV LAYOUT

Remember CVs should be;
2 pages in length, free from mistakes and typos, and  
accompanied by a cover letter.
Individual – your CV should not be an exact copy of  
samples from the Internet!
Think about the design of your CV – help it to stand out!

Disclaimer: Information is provided in good faith by CIT’s Careers Service.  CIT, the Careers Service, and any contributing 
third party shall have no legal liability or responsibility for any individual’s decision made on the basis of this information.

NOTE

2Disclaimer: Information is provided in good faith by the Careers Team, MTU Cork. MTU, the Careers Team, and any contributing 
third party shall have no legal liability or responsibility for any individual’s decision made on the basis of this information.


