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CVs 
Updating your CV

If you’re planning to make an application it’s important that you include the most relevant, up to date information about yourself in your CV. You will need to update it if:

· You haven’t got one

· You haven’t updated it in the past year 

· You are ‘recycling’ your old one

Do you need to update your CV?

	Does your CV..                                                                                   Yes   No

	1
	State the right contact details e.g. your name, address, postcode telephone number, fax, email etc.    
	
	

	2
	Include all relevant personal details e.g. your date of birth, age, health, driving licence.    
	
	

	3
	Give details of the schools/colleges you’ve attended since the age of 14. 
	
	

	4
	Include details of all your qualifications, credits and awards 
	
	

	5
	Include details of all your experience of work e.g. part-time, holiday jobs, work experience, training, full time work 
	
	

	6
	Include details of your hobbies and interests 
	
	

	7
	Give details of two referees who will write or speak in support of your application  
	
	

	8
	Tell people about your main achievements, skills and qualities 
	
	


If you have answered NO to any of the above, you should update the content of your CV.  
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Before you start to write your CV think about the following:

· What kind of CV to do

· What to put in

· How to present the Information 

· How to present the CV 

To write an effective CV make sure it is:

· Clearly expressed 

· Well set out for easy access to information

· Concise and relevant 

What should your CV look like?

It’s up to you how you design your CV. The contents will depend on its purpose, the audience and your age, but you should ensure that it includes the following information:

· Up to date contact details:

Name, address, postcode, telephone, fax and email.

· Personal details:

You do not have to give your date of birth, marital status, health, disabilities, ethnic background or parental/caring responsibilities unless you have been specifically asked to do so. If in doubt contact Careers Wales or a specialist Organisation such as SCOPE.

· Education training and employment:

Include relevant, positive details that show you in a good light – your audience probably won’t be interested in what primary school you went to or which exams you failed. 

· Qualifications and awards 

· Relevant skills, qualities, and achievements
· Referees 
Use a Summary statement to open your CV

Listing your experience, skills and achievements in your CV is important but it doesn’t tell the people what is special about you.

Include a short, descriptive summary statement to highlight your best qualities, skills and achievements.

Look at the following summary statements for ideas then try and write your own.          
Punctual, honest and reliable supervisor/manager. Extensive experience in the retail and vehicle trades. Proven communication, leadership and teamworking skills. Flexible in outlook and adaptable in practice. Forward thinking and innovative. Keen to learn new skills.
Self-motivated, conscientious and adaptable with qualifications and experience in training and childcare. Strong organisation, communication and interpersonal skills. A good team player who works well under pressure and reacts positively to change.

What kind of CV do you need to do?

Decide if it will be a general or specific and how long to make it.

A general CV covers all of your major achievements and skills. You can use it more than once but may have to select from it depending on the audience.
A specific CV has a particular purpose and audience. You may only be able to use it once, because it has been carefully tailored for a particular application.
The shorter the CV the better. Most should fit onto 2 sides of A4 paper. People in professional or technical jobs may want to use a third side for specialist information.
Different Types of CV

It's up to you how you order the information to make the best impression on the person who reads it. You don't have to, but in some circumstances it may improve your chances of success if you're prepared to change the details in your CV to match the position you're applying for. Look at the examples on the following pages to see how three people have prepared their CVs.
Functional CV 

This is an example of a good multi-purpose CV that could be used for many different applications. Most of this person's experience is in retail furniture sales, but he has thought about his skills and highlighted the ones that could be useful in a variety of jobs. This is the most useful kind of CV to use if your experience includes breaks and changes of direction or if you are applying for a job in a new field. It allows you to highlight the value of unpaid experience or highlight skills not suggested by the job list (which you should still include but without additional details)
	Dulip Kumar
74 Ffordd yr Orsaf, Pwll y Felin 
Moorshire LLX2 1PA
Tel: 01298 385776
Mobile tel: 07707 123456

	General Skills 

· Able to communicate effectively with the public and work colleagues 

· Able to work under pressure in a busy environment 

· Computer-literate 

· Proven ability to work independently and on own initiative 

· Diplomacy 

Specific Skills 

· Effective selling skills 

· Comprehensive product knowledge of domestic furniture trade 

· Experienced in retail stock-control systems 

· Cash handling and processing of credit/debit cards 

Achievements 

· European Computer Driving Licence (achieved 2001) 

· Employee of the Month Award for outstanding sales on three occasions with present employer 

· Redesigned layout of shop floor in 1999, which has helped to create a sustained increase in sales 

Employment
 

1995-present: 
Sales assistant, Williams & Co., furniture retailers, Oxton
1990-1995: 
Sales assistant, Parkers Furniture Store Ltd, Chalford
1984-1990: 
Delivery driver, Sparks Electronics, Chalford
1990-1995: 
General assistant, Halyers Building Suppliers, Chalford

EDUCATION
 
1972-78 Chalford Grammar School, 3 O levels
1976-81 Chalford College, ONC Business Studies (part-completed)
 
Personal
 
I am a reliable and conscientious employee, with over ten years' experience working successfully in a front line sales role. I am flexible and willing to train.
 
I am a member of a local quiz team, and enjoy travelling and water sports.
 
I hold a clean driving licence.
 
References available on request. 


Chronological CV
This CV has been organised by chronological order starting with the most up to date information first. It begins with the most relevant post held in most details, and includes a short personal statement designed to grab the reader's attention. It outlines the duties of work and highlights particular achievements and accomplishments.
Chronological CVs are useful if your experience has been consistent and continuous in a steady development.
	Maurice EDWARDS

20 Blackway Road, Cardiff
HE9 2RR
Tel: 01321 412516
email: medwards@internet.net
Date of birth: 27 April 1965

	A qualified and experienced maintenance engineer, with effective communication skills and management experience in plant hire, seeking further responsibility in a managerial position.
 
EMPLOYMENT EXPERIENCE
 
February 1992 to present: Manager, Russell Hire Ltd, Heythorp
· Responsible for the smooth and effective management of this small but busy branch, hiring out tools and equipment to customer in the construction trade and to the general public. 

· Oversaw the general introduction of a computerised financial record system. 

· Developed the existing staff induction programme, which has now been adopted by the company nationally. 

· Increased turnover by 30% since taking over management of the branch. 

October 1986 - February 1992: General Assistant, Kennel Plant Hire, Heythorp
· Dealt with customer wishing to hire tools and equipment. 

· Responsibility for booking and maintenance of the equipment, and undertaking basic repair work. 

· Provided instruction and advice to the customers to ensure customer safety, and correct usage of the equipment. 

September 1983 - October 1986: Maintenance Assistant, Heythorp Borough Council
· Responsible for the upkeep of machinery and tools in the Parks and Gardens Department. 

· Undertook simple repair work of gates, seats etc. 

EDUCATION
 
1981-83 Heythorp College: City and Guilds General Horticulture
1976-81 Heythorp School: A range of CSEs including English and Mathematics
 
OTHER INFORMATION
 
Due to company takeover and closure of the branch in the next six months, I am actively seeking to improve my management skills and qualifications by following a NEBSM Diploma in Management course at Heythorp College.
 
I am a positive, well-motivated person, both at work and in my spare time, where I help a local charity for the visually impaired. At present, we are raising funds for a scented garden.
 
References available on request. 


Targeted CV
The information in the CV has been carefully tailored to show how the skills, qualities and experience of the person applying for it match the position they are applying for.
	Claire Hall
3 New Road
Llanfair LL12 4PP
Tel/Fax: 01026 777111
Email: clairehall@internet.net

	PROFILE
 
A conscientious, motivated human resources manager with over ten years' experience in personnel management, and with a particular interest in training and development.
 
SKILLS AND ACHIEVEMENTS
 
Training and development 

· I am responsible for co-ordinating staff development programmes, from induction to management development 

· The company achieved IP status as a result of the leading role I took in the analysis of the company's training needs 

Recruitment and selection 

· The implementation and development of company recruitment policy is my responsibility 

· I am involved in a review of selection-testing policy 

Employee relations 

· I have established excellent relations with the staff, and negotiations with representatives of trade unions have resulted in satisfactory outcomes 

· For recent staff redundancies, I have established a successful out-placement programme 

WORK EXPERIENCE
 

1996-present: 
Human Resources Manager, Campbell and Freeman Ltd - a company of 230 staff, selling leisure clothing in small retail outlets in the south of England
1994-96: 
Assistant Personnel Manager, Johnsons plc, Oxford
1991-94: 
Trainee Personnel Manager, Merton Area Health Authority
1985-88: 
Personnel Assistant, Jackson and Headway, Oxford
 
QUALIFICATIONS
 
BA(Hons) English and Psychology, Keele University, 1991
Member of the Institute of Personnel and Development
Saville and Holdsworth qualified test administrator
 
Personal
I have excellent interpersonal skills, and perform best when faced with changing and challenging situations. I am a keen horsewoman, and secretary of a local riding club.
 
References 

Mr D Sharp
Managing Director
Campbell and Freeman Ltd
Marshford Business Park
Sharpley SO12 3PT 
Dr. J Morgan
4 Green Lane
Sharpley
SO12 5BZ
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“Remember that your CV can be checked out so it’s important that all the information you give must be strictly accurate”  

Creating your CV 

Practice writing the sections several times and then word process the final version. 

	CV Content  - Draft 

	Personal Contact Details  



	Education 



	Qualifications and/or training 



	Relevant experience of work: 


	Hobbies and interests 


	Summary statement (here you should sum up the main achievements and skills which match whatever you are applying for) 


	Referees (Provide 2 – give names, positions, addresses and a phone number if possible)




Source: www.careerswales.com   / Widening  Horizons  Progress File produced by DfES

