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BASICS

Include which numbers

are best to get hold of

you at certain times of

the day.  

Make sure that they are

at the top of the page

and are presented

clearly.  

You can add this as a

header to your

document.  

Begin with adding your

name, address and contact

details: 
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INTRODUCE 
YOURSELF

Write about your career

highlights that will bring

attention to what you

have accomplished.

Adapt this section for

each role you apply for

to make sure that you

stand out from the

competition.

Think of it like a sales

pitch of your skills. 

Summarise and highlight

what you can offer to your

prospective employer:  
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SUMMARY OF YOUR
SKILLS 

Make sure that they are

specific and relevant to

the role. 

 Prospective managers

will scan this section to

see what you can offer

and if you are suitable

for the role.  

Try to use the same

adjectives as those used

in the advertisement. 

Write this section using

brief bullet points to list

your skills and experience:
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HIGHLIGHT RELEVANT
EXPERIENCES

 Include paid work,

relevant volunteer or

work experience. 

Tailor this section to the

job, including the most

relevant experience. 

 Make sure to highlight

key responsibilities from

previous roles that are

applicable for the

application.  

Include your work history in

the most recent historical

order: 
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EDUCATION

Start with your most

recent qualifications. 

You need to make sure

that you highlight where

you have been able to

up-skill your knowledge. 

If this section is a little

long, you can remove

some of the less relevant

qualifications. 

Make a list of what

qualifications you have and

when you received them: 
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INTERESTS AND
HOBBIES

This section is optional,

but can give employers

another insight into

what you are like. 

This can include

anything from building

websites, blogging, being

on a sports team or

organising events. 

Add this to the end of

your CV as a final

section.  

Employers like to know

about you: 
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REFERENCES 

If you do not want to

disclose the information

of your referees until you

are further into the

recruitment experience,

then add in 'available on

request.  

Make sure that you have

a list of these references

readily available and

contactable when

requested. 

An important section that

prospective employers will

need at some point in the

recruitment process: 
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TIPS

Use a clean and simple font 

Make each section clear and

readable with a space in

between each 

Keep information short and

sharp and try not to write more

than 2 pages 

If you are willing to relocate then

add this at the top of your CV 

Be willing to explain any gaps in

your CV

Include two forms of contact;

email and phone number 

Do a spelling and grammar

check before you submit  
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