CV Tips:

Here’s some brief tips on writing your CV. Make sure you delete this tips page before sending out.
You don’t need to include the words Curriculum Vitae at the top of your CV. It will be obvious to the reader what this is and it helps keeps the document uncluttered.
Be consistent in everything you do: same clear type throughout, similar sized font headers and titles, consistent use of bold (but no underlining)

Triple check your spelling and grammar. Make sure you have passed it through a UK spell checker and ask someone to proof read it for you.

Keep profile brief, punchy and relevant to the job applying for. If you’re not sure, keep it out.

Employment History in reverse chronological order (most recent first).
· Include all jobs, except where it makes the CV extend beyond two pages, in which case leave off the oldest jobs.

· Don’t leave gaps in the employment history where you can help it.
· If there was a significant change of job title at a company (eg for a promotion), show this as a separate job section.
· Include significant projects in bullet points, highlighting responsibilities, achievements, budgets, etc.
Education also in reverse chronological order.

· Include all relevant education, but keep secondary education brief unless you’re in the early stages of your career.

· Don’t falsify qualifications, although there is nothing wrong with omitting unfavourable grades.

Save your CV into Word .DOC format or Acrobat .PDF format, anything else may cause formatting issues.
Don’t convert the pages to images as this will make the CV unsearchable to both employers and agencies. 

Firstname Surname
Profile

Profile text here.

Employment History

Jacobs Developments, Site Manager
Jan 2014 – Present

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Morbi facilisis congue nibh. Mauris quis neque nunc. Proin magna massa, interdum vel diam at, pretium lacinia dui. Quisque laoreet ut risus a vehicula. Aliquam ullamcorper libero id enim cursus consequat. Vivamus vel finibus velit. Vivamus lacinia ac justo in condimentum. In faucibus, mauris non interdum vestibulum, elit metus porttitor diam, non viverra ex ipsum ac libero.

· Thameside Developments - Lorem ipsum dolor sit amet, consectetur adipiscing elit. Morbi facilisis congue nibh. Mauris quis neque nunc.
· Penside Estate - Lorem ipsum dolor sit amet, consectetur adipiscing elit. Morbi facilisis congue nibh. Mauris quis neque nunc.
Jacobs Developments, Assistant Site Manager
Mar 2010 – Dec 2013

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Morbi facilisis congue nibh. Mauris quis neque nunc. Proin magna massa, interdum vel diam at, pretium lacinia dui. Quisque laoreet ut risus a vehicula. Aliquam ullamcorper libero id enim cursus consequat. Vivamus vel finibus velit. Vivamus lacinia ac justo in condimentum. In faucibus, mauris non interdum vestibulum, elit metus porttitor diam, non viverra ex ipsum ac libero.
Education & Accreditations

Diploma in Site Management CIOB, Norwich College
Sep 2005 – Jul 2007

Certificate in Site Management CIOB, Norwich College
Sep 2004 - Jul 2005
A Levels, James Secondary School (Norwich)
Sep 2002 - Jul 2004
· Maths - C

· English - D

· French - B
Skills

· Driving - Full current clean driving licence

· Computing - ECDL driving licence

Hobbies & Interests

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Morbi facilisis congue nibh. Mauris quis neque nunc. Proin magna massa, interdum vel diam at, pretium lacinia dui. 
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