
 

Keep contact details to a minimum; simply ensure 
that the employer can get in touch with you.   

Where 
possible try to 
explain what 
you did and 
any results 

you achieved. 

Make sure the 
dates, employer 

name and job 
titles are easy 

to see at a 
glance.  

Bullet points make 
your CV much 
easier to read – 
try to aim for 2-3 
lines per point. 



 

This is the 
correct format 
to write your 
degree and the 
University 

name.  

There is no need to list 
your school 
qualifications by 
subject (unless they 
are specifically 

requested by the 
employer).   

As this CV is for 
a Part time job 

the education 
section can 

come after work 
experience as it 
is not directly 

relevant to the 
role. 

It is important 
to explain that 

you are a 
student on page 

1 however.   

 

Make sure any 
additional skills 

are relevant to the 
job you are 

applying for.  

Make sure your 
references don’t 

take up too much 
space – here they 

have been placed 
next to each other to 

use the whole page.  

There is no need to 
add a postal address 

for your references. 
 


