The fallowing leaflets, available fram the Careers Cenlre, may
also be of use:-

Action Words
Creative Jab Hunfing
Firsl Interviews

Covering Lefters

Video - Looking Good on Paper

There is a video available for viewing in the Careers Cenlre
which is designed lo help with all written applications (CVs,
applicafian forms and covering letters) and which is highly
recommended.

Careers on the Web

For instant careers information and advice
check out

CAREERNET

http://www.uea.ac.uk/ccen

Incorporating the student

employment service Nxﬁ—o &\@_zw&
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| YOUR

careers centre




A CV is:

* aresponse lo a job advertisement which asks far CV ar for apglications in
writing (when it will accompany a handwriiten |etter).

+ used, with a cavering letter, lo make a speculative agplicalian

+ a useful thing ta have “jusl in case’, eg “lo hand ta cantacts wha might help” [see
the Creative Job Hunting leaflel).

A CVis NOT:

+ used when an employer’s application form is provided.

* normatly sufficient on its awn. You will also need a covering letter. (See the
separate Covering Letter feafiel.]

The Advantages of a CV

* you can tell a potential emplayer what you want them ta know and what you
think will get you a job, unlike an application form where you have to answer
the questions even if they seam irrelevant,

* you can target your language and cantent to the type of waork.

* you can use a visual style relevant fa lhe wark, eg; crealive appearance for
media jobs.

TYPES OF CVs

There are twa main styles - chranalogical and functional

¢ Chranaleogical
The cammanest variety. States the facts abaut your education, experience and
alher activifies in date arder, usually with the most recent informatian first (see
presentation below). A basic CV far a casual job may say litlle aboui your
skills and qualities, bul those intended ta get you mare demanding emplay-
ment will need fa be more descriptive.

+ Functiona!
Selects the skills of particular value to the accupation sought and describes
under each where you have used and developed lhese competencies. Factual
delails about education, employment and interests are kept to a minimum.
More difficult ta campose but can be very effective.

There are examples of simple and comprehensive chranological CVs and a functional
CV at the end of this booklet.
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Whichever type of CV you decide on there are general rules io follow. seasonally incrensed volume of work.’

Presentation Type Style:

Length: Avoid chaonges of font. Use different sizes, copitals and/or bold type for headings.

Underlining is not foshionoble.
The golden rule should be that foyouf and impoct take priority. A well spaced and

attractively designed iwo page CV is betler than one poge of solid fext. A shorl (one CONTENT
poge) CV may be fine for speculalive enguiries, vecation work or femping. Two pages
ore likely fo be necessary in order to include all material relevant to a fulf job wrelevance:
application. Only rarely should @ CV be three or more sides. An exception might be if
you wani to attach a lisi of publicalions or the absiract of o research project for o If possible, the information most relevant fo the job you seek should appear early on. Do
research or academic pos!. These could form an appendix. not use valuable space telling the employer too much about your pre university educafion.
Ovdler: How far back you go may depend on the gua lifications needed for the job sought ond
: your oge.
The conventional order is: personal details; education; work experience; interesis; Personal detalls:
skills; referees. However, you are free o change this if your own life or the type of
work :.w another order eg; a mature applicant mighl prefer work experience before Your name, oddress and telephone number and e-mail (if possible), are vital and should
mm_._.nn:o? You can include other headings if you feel they are relevant eg: ~ be prominent. After these, it really is up fo you what you choose 1o divulge and wha is
achievements, career aim, positions of responsibility. The choice is yours, but don't relevant for the type of work you seek. As a general rule, keep this section o @ minimum.
overdo il. If you feel your oge could be o disadvantage you:
APPEArAr.LE: + mighi omit your date of birth completely
+ Use o word processor with a laser or ink jef prinfer, or get someone to do it for + could leave # unfil the end of your CV ) )
you.

« should make your molurity o plus factor see ‘evidence’ befow

+ White, good quality A4 poper is usual, bul you might consider pale shades for
some types of employmeni. Comprehensive:

+ A passport size pholograph may be appropriate for some occupotions. . Include informadion which proves your falents. Be positive bul brief. Be asseriive bui not
. ><omm ocres of sither black fype or while spaces. Ask yoursslf if it looks good Tmnm_. n_w.oi <oM_. n_un—:MN“ﬂa*ﬂW.q ”w.m_ the femptalion fo reveal all, concentrate on relevont
and is easy fo reod. Some people like borders or lines between sections. Make e .
your own decision. Evidence:
Consistenciy:
9 Avoid empty phrases. Employers look for proof; so provide il by using appropriote
examples, eg ‘1 orgonised ... and the resull was ... NOT 'l learned organisational skills'l

Keep fo the same verb tense throughoul. Dont mix oo many gremmatical styles. Shorl Tell the truth, you will be expecled fo live up fo your claims if you are oppointed.

senlences, phrases or bullet points are all OK. Aim to be clear and concise.

Repetition: Referees:
D e i . + Two is the usual number. Ideslly one academic and one work referee. You may
© not .smmvmn‘.v.os.mm:. This is boring and a waste of paper! Find new things fo say somelimes be asked for three, in which case a personal referee is fine.
oboui similar jobs or use a siofement such as “during al! my Christmos vacalions | s 2 : i
worked in a busy central posl office on a wide range of dulies related fo the ¢ Ask your referees for permission fo use their nome. Give them o copy of your CV. 1

will help them vrrite relevant informalion.

+ Remember fo give job tifle and ielephone number of all referees, e-mail too if you
can.
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+ May be omilled from CVs used for speculative applications when o statement
such os ‘references ovoilable on request’ will suffice.

* Do nof include wriften references (festimonials) unless asked for them, except in
exceplionol circumstances, eg one of your normol referees being unavailoble.

Dther hints:

Collect all the information before you start your firsl draft and check the dotes. I is
very eosy lo make mistakes. Ask yourself what the “poy-off’ is for each line. {f if isnd
obvious, why are you including it? Either remove il or clarify it fo meke your skills or
relevont experience absolutely clear,

FINALLY

There ore examples of different styles of CVs on the following pages. DO NOT
FOLLOW THEM SLAVISHLY, they are for guidance only. Ours ore fairly conventional,
yours mighl be more imoginative!

Rewenbey

+ Give yourself plenty of lime, it will lake you longer than you think 1o write o
successful CV.

¢ Your CV is your morketing document. It nseds 1o stand out from those of others
with similar qualifications,

* Are your key selling points obviousZ Are they relevant to the jobs for which you
are opplying?

+ Gel your drafi CV checked by a careers adviser if you want o second opinion.
You do not need an oppointment for a ten minute discussion with o duty adviser,

* Hyour CV doesn’t work.Try 1o onalyse the possible reasons then change il. You

might need two or three CVs of different styles if you have o number of career
oims.

* check spelling carefully and don't rely on compuler spell checkers. They don
pick up 'license’ when spell wrongly os a noun.

Further Reading

The excelleni book “How Io write & Curriculum Vilae® gives much more information
about different styles of CV. Ask of the enquiry desk.

A coilection of good specimen CVs written by UEA students can be seen in the

vacancies seclion of the careers information room in the fite labelled “Job Seeking
and Applications”.

SMaNesiira v,

A bosic chronologico| CV svitable for vacation work, {emping, efc

Frances Kirkpairick

PERSONAL DETAILS

Address: 27 Browning Road, Coltishall, Nerfolk NR13 2AB

Telephone: 01234 77792 Nobile: 07932431276

Daofe of Birth: Y December 1982

email; f.kirkpatrick@uea.ac.uk

EDUCATION

1999-2002 Universily of £ast Anglio, Norwich
BSc {Hons) 2ii Compuling Science. Finol yeor project on the use of
computer graphics in the rehobilitation of brain damoged adults,

1991-1998 Cotiishall High School, Norfolk

1998 GCE A levels Mothematics {A), Physics (C), Geogrophy [D)

1996 GCSEs Molthematics (A), English (A), Science (A), French (B),
Geography (B], History (C)

WORK EXPERIENCE

2002-2003 Year out travetling in For East. Casuol employment, fuit picking,
wailress, child core. e -

2000 Summer vacelion work as femporary compuler programmer,
Eostern Double Glazing, Cromer,

1999 and 2000 Symmer vocation work os Red Cool, Butlins Holidoy Camp,
Skegness.
Organised ond ran children's octivities.

1998-1999 Trainee occownts ossistond with Berard Motthews PLC, Norfolk
Maintoined \he monogemen] informoiion system.

INTERESTS AND ACTIVITIES

University Rog committee member, fundraising. Occasional confribuior o
“Concrefe’ student newspoper.
Hockey - JEA teom member and cooch,

School \'ice Coptoin, 1st Hockey X
Sixth form representative, staff/sfudent commities.

Orher poricipofed in mentoring scheme for school siudents

SKiLLs

IT: competent use of oll Microsoft Office progroms

stock confrol, purchase ledger ond accounfing sofiwore ,
Full driving licence

Curcen! firsi oid certificate

references ovailoble on request
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A functionot CV, hightighting relevant skills

Mark Matthews

21b Boker Streel, Norwich NR) 1YZ
Tel: D603 Y0DBY7, mobile: 0779 369269
e-mail m.molthewsBueo.oc.uk

EDUCATION

2001-2004 University of Easi Anglin, Norwich: BSc 2i Environmenial Science
Peoject: The effects of long term enrichment of water by sewopge effluents on
pollvtion in the River Yore,

SKILLS AND INTERESTS

Orgonising Supervised 20 staff on textile foctory produdiion line for eight yeors, promoted
1o shift manoger and then io troining coordinofor.

Scientific Monitored nesting hobils of greater crested grebe over five years, As on RSPB
volunteer produced report ond published findings in an aricke in *Bird"
magozine. Developed research skills during degree courseincluding fistd
surveys and loboralory onalysis.

Teoching Coordinuled successful environmento! awnoreness compoign in six primory
schools, devised ond ron compefifioas, roised funds fo provide materials gnd
prizes,

Creofive Designed o new display for UEA Enviconmental Society, helped produce
publicity moterial, succeeding in doubling membership intwo years.

Prodical Troined os o motor mechonic. Able to mointain and repoir oad o wide range of

machinery. Currently restoring o fairground orgon

Computer literale - good wordprocessing skilks and knowledge of spreadshest
and stofisticol packages. Full driving licence.

WORK EXPERIENCE

1993-2001 Jocquard, Leicester: textile production operative

1988-1923 Hampshire #otors, Leicester: motor mechonic/Moremon
1984-1928 Coreful Car Compony, Noflingham: rainse mofor mechanic

Dofe of Birth: 3D Apsil 1968

Nationality: British

REFEREES:

Dr J Smith MAr P Hughes

School of Environmento Sciences RSPE Regtonal Co-ordinaior
Universdly of Eost Anglia 2 Yarmouth Rood

Norwich NR4 714 Norwich NR1 4EZ

Tel: 01603 456161 Tel: 01403 422914

e-mail: j2.smith@vea.ac.uk

A one puge, skills focussed detoiled thronological CV

SUSAN SMITH

21 Church Lane, Eartham, Norwich NR4 7T) email: susansmith@uec.oc.uk
fel: 01403 123456 mobife: 07932 743123
Date of Birth: 1 Aprif 1980

A finol year undergradunte seeking o pos! in refoil monogement where | can develop the skills
from my course and work experience in o customer-focussed, business environmend.

EDUCATION
Universily of Eosl Anglio, Norwich 2000-2003

Economics (mojor) and history (minor) fo be foken in summes 2003, Anticipate 2}
degree. Project: the impacl of economic recession on the relait rade in Britoin 1950
Io date,

Smithlown High School, Coventry 1991-1998
GCE A-levels: mathemofics B, economics B, history D
GLSE: 7 posses al C and nbove, including English ond French

WORK EXPERIENCE
J Soinsbury PLC, Covenlry: Summer ond Christmas Vocations 2001, 2002

Temporary cashier and slock assisiont: staffed busy checkoul; decll with customer
enquiries; trained new temporory sioff; processed siock ordars; monilored stock flow.

BHS, Birminghomi: Sepiember 1998-July 2000

Sules Assistant; promoted to second in chorge of children’s wear ofier 12 months;
lounched new range of teenoge clothes; achisved ornibal target soles in ten months;
recommended and implemented new deparimental loyowut.

Temporary employment:

bar work in busy city centre pub; wailvess in holel speciolising in business funclions;
pecasionol clerical ond bookkeeping wock in porents’ business.

OTHER SKILLS
1Y: competent use of all Microsoft Office programs
Full driving licence
Basic spoken French ond ltolian

INTERESTS AND ACHIEVEMENTS

University:
deboting-member of inlercollegiate 1eom placed renner up in 2001
porficipated in mentoring scheme for lotol school pupits

journolism - regulor contribuior o aris poges of Concrete, UEA's award-winning
sivdents’ newspoper

neiball - occosional ployer in university women's teom
Oiher:
elecied deputy heod girl by sixth form studenis and sioff
deputy leader of the local cub scoud pack
To relox | enjoy trovelling, learning lfolian and cooking liolion food.

References avoilable on request,



Rachel Cooper

A two poge chronological CV

PERSONAL DETAILS
Full nome: Rochel Bronwen Cooper
Notionolity: British

Permonen! address:

44 King Alfred Rood

Winchesler

Honts SO227LF

Tel: 01962 855329

emoil: RachefBCooper@hoimail.com

PROFILE

Date of birth; 27 June 1982

Term fime oddress lo 30 June 2004:

Flat 4

17 Clorendon Rood

Norwich NR2 7XJ

e-moil: r.b.cooper@ueo.oc.uk
mobile: 0797 3894273

A finol yeor modera longuopes undergroducte wilh o year's experience in the marketing
deporiment of o Germon bonk. Adoptoble, with cood communicalion skills. Compuler [iteraie,
Now seeking employment in o sales environmeni, preferably with an internafionol trading

orgonisafion,

EDUCATION AND QUALIFICATIONS

2000-2004 University of £ast Anglia, Norwich

BA German languoge ond linguisiics with Germon history,

Courses include: German languoge ond post-war history; Russion longuage;
e Europenn Community; Phonefics.

Yeot three of the cowrse wos spent in Cologne, Germany (see below).

Disseriofion topic: The integration of immigront workers from Southern and
fastern Europe into the German workforee”

¢+ Interviewed immigrants end their fomilies and employers/polential

employers

+  Anolysed ond evoluled the resulis

*  Archive research inchuding exlensive use of dotaboses

1998-2000 Westgate High School Soxih Form Centre, Winchester

A-levels: Geogrophy(A) German{B| Economics(C|
1993-1998 North Wessex Comprehensive, Winchesler

9 GCSE passes af grade C or obove including English {A)

French [A] Mothematics (8)

i 2r At o -
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WORK EXPERIENCE
Academic yeor, 2000-2003

Oftfice Clerk in the Morksiing Deportment of AKB Privat-und Hondelsbank,
Cologne:

¢ drofled publicily materiol and reports, primarily in German

* hondled customer quesfions and complaints on felephone help line

«  used unfomiliar office technology successtully ofier minimum teaining

Privale €nglish languogs tutor fo fwo bonk employees:
« devised individuo! learning progrommes in business English

Summer Vocolion, 2002

Leoder on an Intemational Work Comp in Souvthern Francs:
« organised a group of 16-18 ysor olds of four different notionalilies
<+ {rained and supervised junior comp assistonls

Summer Vacations, 2000, 2001

Various femporery [obs as waltvess ond shop assistani:
»  worked with cusiomers, offen under pressure
¢  hondled cosh and maintained daily soles records

ACTIVITIES AND RESPONSIBILITIES ax -
At University: Treosurer of German Sociely (on adive group with B) members)
Member of University Hockey Club and sociol co-ordinotor

Elected Studeni representotive on School Boord {deparimentol
monagement committee} for two consecufive years.

Al School: Ployed fennis, bodminion {school t2om) and hockey. Regular bock-stage helper
for dromo ond musical productions

OTHER SK{LLS
Fluent written ond spoken German; conversolional French; basic writen and
spoken Russion
Computer literate {Microsoft Office)
Full driving licence
REFEREES
Dz Richord Sheppuord (tvier) Mr. Piers Hotch (solicitor and fomily friend)
Schoo! of Eonguoges, Linguistics and 52 The Close
Transkation Winchester ,
Universily of East Anglio Hanls SO21 4BJ
Pic SR/ Tel 01962 666112
Tel. 01603 456161

email: rsheppard@uea.ac.uk



