JOHN SMITH
+44 7725 … … / (0)79 430 …. |  john.smith@gmail.com  

	EDUCATION

	2005 - 2008
	BSc Physics: Grade 2:1 University of Manchester
· Final Year Project: This is a useful thing to include as an interview conversation point

· To see why your CV should be on one page only, read A One Page CV - Are You Serious?!
· 1997 Prize for Technical Merit (definitely put in any prizes or accolades)

· Not much more info required here, unless you are applying for a highly technical role where your expertise at individual specialist areas may be important. See: Graduate Job CVs Minimum Info Needed

	1998 - 2005
	Hendon Comprehensive School, London
· A-Levels: Maths (A), Physics (B), English (C)

· GSCE’s: 6 A’s (Maths, Physics, English … etc) 3 B’s (German, French … etc)

· Squash Team Captain. Team reached quarter finals of the inter-school cup.


	WORK EXPERIENCE (for this section see: How Should I Present My Experience?)

	REAL EXAMPLE, Student Bar, University of Manchester: Bar Manager 2005 – 2007

	Responsibilities
	· Opening the bar, locking up, counting cash, managing a bar staff of two, keeping inventory records and dealing with unusual customer situations 

	Methods

	· Introduced tip scheme proportional to the value of day’s sales. This encouraged bar staff to promote the bar, provide good and fast level of customer service and a generated a strong team spirit

· Worked long and unsociable hours to help self-fund my degree

	Achievements


	· Promoted to Bar Manager after 1 year. Only one day taken off sick in the first year

· Annual revenue increased 12% and then 11%. Staff retention rate increased by 60%

	SEIMENS, Credit Control Division, Germany: Summer 2007 (2 Month Internship)

	Responsibilities
	· Responsibility 1, responsibility 2, responsibility 3, responsibility 4, responsibility 5

	Methods
	· Method 1, method 2, method 3, method 4, method 5, method 6

	Achievements
	· Results 1, more about results 1, more about results 1

	Responsibilities
	· Ideally include only one line for responsibilities. Recruiters realise very quickly what the job involved. The important thing to spend time on is telling them how good you were at it!

	Methods

	· Proof read the final version to remove any typos like the one coming up.   Did you spot it? You can use MS Word to catch most misspellings and grammatical errors but it didn’t spot the triple character space after the first sentence. There should only have been one space.  

· Proof reading is hard and almost impossible to do properly on a computer. Take a printed copy of the finished document (no point in proofing it until you think it is 100% complete), sit down with a pen and rigorously go through every word of every line. TRY to spot errors – don’t give yourself the benefit of the doubt because it is your document. The recruiter certainly won’t! Is proof reading boring? Yes! It should only take 1/2hr though and it will avoid any howlers that immediately say to a recruiter “I produce less than perfect work because I expect my future boss to spend their time correcting it”

	Achievements


	· Results 2. Remember, these “results” bullets are the most important bit
· Feel free to include more than two lines of results if you are able to produce them


	INTERESTS / EXTRA CURRICULAR

	Reading (fiction and philosophy), cricket and squash. Perhaps up to three lines here if you want, but no more.


	languages

	Native English, Fluent French, Conversational German. There is some room to play around with the titles and content of the LANGUAGE, INTERESTS and EXTRA CURRICULAR sections. Don’t worry about it too much though – as long as your meaning is clear it doesn’t matter that much either way.
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