FORENAME SURNAME	Comment by Joanna Harris: Save your CV with your name in the title.
UK mobile number – email - LinkedIn	Comment by Joanna Harris: Hyperlink these. 

Keep your personal profile three to five lines. Recommend two-three sentences addressing the relevant skills you have compared to the job; then two-three lines about your motivation to do the role/work for the company. Start sentences with an action/doing word i.e., Collaborated with… If you're including a cover letter or struggling for space, you can cut this bit out. Your CV can be one or two pages, max. 

EDUCATION	Comment by Joanna Harris: This underline can be found in Home > Paragraph > Borders > Bottom Border. 
Full Course Name, University 								        Year – Year	Comment by Joanna Harris: Use bold and italics to differentiate and highlight the most important words. Order the sentence in relevance, for example it's likely your degree is most relevant, then the uni and then the date. 
· Predicted: 2:1	Comment by Joanna Harris: This is an example of how to make the most of this section. 

-The predicted mark is something you would have to average out from your grades. You don't have to include this. 
-If you want to bolster your experience, list your relevant modules and give a sentence or two on what you learnt relevant to the job. 
-If you have projects/dissertation relevant to the job, add them too. 

Unsure what to write? Look at your course structure on the Cardiff Uni website. 
· Module title, % mark: info on what you learnt, tailored to the job. 
· Final Year Project: ‘title’
Sixth Form/College equivalent name 							         Year - Year
· A levels/equivalent: Name grade, Name grade, Name grade
High School equivalent name 								        Year – Year	Comment by Joanna Harris: If you went to the same high school and sixth form, group these two together to save space. 
· GCSEs/equivalent: 11 x A*- C, including Maths, English and Science

RELEVANT EXPERIENCE	Comment by Joanna Harris: -Include any experience you have that is relevant to the role you are applying to. It doesn’t have to be paid experience. 
-If you don’t have relevant experience, you could change this heading to ‘Projects’ and list relevant uni work instead. Otherwise, leave out this section. 
-Bullet points help the employer to scan read your text. 
-Start sentences with an action/doing word, it will help to give them impact. 
-Keep sentences concise, you are aiming for note form. 
Job Title, Company Name 								       Year - Year	Comment by Joanna Harris: If over a year, write: year - year. 
If under one year write: month - month year. 
· Start with a short explanation of what the role is.
· Explain what your actions were/are within the role. Use the advert/job description to help tailor your experience and make it directly relevant. 
· Finish with a positive outcome i.e., what you learnt, achieved or positive feedback you received. 

SKILLS	Comment by Joanna Harris: -Very important section if you don’t have relevant experience. 
-Use the criteria listed in the job advert to help you choose what skills to write about. 
-You can play about with the title for this section i.e. technical skills, interpersonal skills, programming skills. Manipulate it to match the job. 
-Try not to use the same example for different skills. 
-Examples can come from all aspects of your life. 
SKILL: write a specific example that evidences this skill.  
SKILL: write a specific example that evidences this skill.  
SKILL: write a specific example that evidences this skill.  
SKILL: write a specific example that evidences this skill.  
SKILL: write a specific example that evidences this skill.  

OTHER WORK EXPERIENCE	Comment by Joanna Harris: -Include paid and unpaid experience.
-If you did different jobs within the same company and/or got promoted, list the jobs separately. 
-You don’t have to list all the jobs you’ve done but try not to have gaps in your timeline.
Job Title, Company Name 								       Date – Date
· Start with a short explanation of what the role is.
· Explain what your actions were/are within the role. Use the advert/job description to help tailor your experience and make it directly relevant.
· Finish with a positive outcome i.e., what you learnt, achieved or positive feedback you received. 

ACHIEVEMENTS	Comment by Joanna Harris: You don’t have to have this heading, you could use ‘Training’ or ‘Professional Qualifications’, or leave it out. 
Award name/title, who awarded it, date: concise information about what it was for. 

PROFESSIONAL MEMBERSHIP	Comment by Joanna Harris: Some courses are accredited to a professional body and you have a student membership. If yours isn’t leave this out. Professional membership is useful because employers like to know that you have a good understanding of the industry. Writing what you gain through your professional membership (i.e. attend events or receive industry emails) is a great way to demonstrate commercial awareness/bolster your experience. This doesn’t necessarily need a separate heading, it could be included within ‘Relevant Experience’ or ‘Interests’. 
Student Member, Name of Professional Body 					                Year – Ongoing
· What does this involve? 

INTERESTS
This section can be formatted in a few different ways i.e., like the experience sections, skills section or as a paragraph, like your personal profile. Write about the extracurricular things you do/are interested in. Gradcracker have a useful blog on the benefits of talking about being involved in a society. 

Employers have said this is a section they may look at first, as they want to see the type of person you are. Employers are moving towards assessing a candidate on their strengths not their experience, as research states an employee that has the right strengths to match the role is the most productive.

If you’re struggling on what to write, research the company’s values/culture, maybe they do lots of team building/corporate responsibility days, think about how you can demonstrate you have the same outlook.

References available on request	Comment by Joanna Harris: -Write ‘references available on request’ to save space and the employer reaching out to your reference before you have been selected for interview/been offered the job.
-A good time to include references is when they will have impact on the job you are applying to i.e. they are well known in the company/industry. 
-Include references if asked to do so but ask your referees for permission to use them before adding them to your CV/application form. 
-Usually provide two references, for example your current/most recent employer and your last employer; or it could be two academics from your course i.e. your Personal Tutor and project Supervisor.

CV template – international students
Cover letter template - international students
Cover letter template for placement - international master’s students

