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  KAREN MUNRO – Career Coach
 “Do the Job you Love”

Reverse Chronological CV Template

FULL NAME IN BOLD/CAPITALS/FONT 16
 Mobile Tel number (only put your home number if you don’t have a mobile)
Professional Email Address

Linked In URL (you can edit this in Linked In/Edit Profile Settings)
(Don’t include your full home address for Data Protection Purposes – just your location is fine)

PROFILE (headings in bold and capital letters but not underlined – keep the size the same)

This is extremely important – it’s the hook to getting the employer to read your CV. It’s your Unique Selling Point (USP) and should be a quick introduction to who you are (using two or three qualities), what you do (your label which needs to be tailored to the job) and what you have to offer (key strengths, transferable skills and specific experience, quantifiable experience). It should always be written about you so keep it neutral/passive (avoid first person me, my and I).  It should be one paragraph no more than 4 to 6 lines. 

example:

A professional, methodical and qualified Project Manager with over 10 years’ experience working on large scale projects valued in excess of £350k. A proven track record of delivering projects within budget and on time using trusted methodologies such as Prince 2 and APMP.  An effective team leader with experience of managing project teams across various satellite sites in both the UK and overseas. Looking for a challenging project management role supporting international programmes.

example:

A reliable and dedicated Retail Manager with over 8 years’ experience in the Fast Moving Consumer Goods industry. A proven track record of successfully managing a diverse team of over 15 full and part time staff within a very busy and large retail store.  Experience of managing staff rotas, stock deliveries and liaising with a range of third party suppliers to ensure the efficient running of the store.
KEY SKILLS

· here you should list up to 5 key skills – identify them by asking yourself what are the top 5 things your audience will be looking for that you have – then reflect them back
· For example it may be demonstrating significant experience in Management or using a specific IT package
· Ensure these are tailored to your audience  
· This will help the employer instantly match your skills with their requirements
· Again, make it short and punchy – use ‘action words/verbs’ – avoid too much chat/detail
CAREER SUMMARY 
Company Name [Current or most recent working backwards]



Year – Year 

No need to include months unless you have been on short contacts
If you have done a number of roles within one organisation, break them down under the one heading

If your company is unknow, you may need to write a short sentence to explain who they are.  You could hyperlink the company name to their website.

Job Title

· Bullet point your key achievements in order of priority
· Key Achievements are essential to demonstrate how you match the criteria required for the role.

· Think of skills, experience and a mix of technical, professional and interpersonal skills.

· Quantify your achievements e.g. “increased profits by X over Y timeframe”

· Ensure your achievement statements are demonstrating your actions, transferrable skills and a positive outcome related to your audience (what you did, how you did it and what was the result)
· Employers are not interested in a list of duties and responsibilities
Previous Company Name








Year – Year

Job Title
· Bullet points outlining your key achievements in order of priority

Previous Company Name 








Year – Year

Job Title
· Bullet points outlining your key achievements in order of priority
Previous Company Name 

 






Year – Year

Job Title
Start to reduce your bullet points as career positions get older and less relevant. Only go back around 10 years.  However, if it is vitally important to demonstrate how you have progressed, add an ‘Early Career Summary Heading’ here to just summarise some of the other positions – but without any further detail

If you have over 20 years’ experience, only concentrate on the last 10 years. Don’t enable employers to discriminate against you or make negative assumptions because of age; whilst it’s illegal, if you tell them it’s difficult to avoid it and for you to prove it
ADDITIONAL INFORMATION / VOLUNTARY WORK
Include other work such as volunteering or being a School Governor. It’s another way to showcase your ‘transferable skills and gives another perspective on who you are. It all counts!

CONTINUOUS PROFESSIONAL DEVELOPMENT  
· Training you may have received through previous employment or studying
· Always list the most recent and relevant first
· Avoid listing everything you have ever done 
QUALIFICATIONS [dates are not required – this avoids ageism] 
· List the most important and relevant professional qualifications or examinations
· List the most important and relevant examinations passed.  

· Unless specifically asked for, there is no need to add grades (unless you’re a school leaver)
INTERESTS

Consider including an Interests section to give more to your audience about what you enjoy doing outside of work.  This can be a good topic of conversation and can be a great ‘ice breaker’ at interview.  It’s another way for you to demonstrate additional transferable skills i.e “coaching the under 7s Rugby team every Sunday” would demonstrate ‘commitment’, ’communication’ and ‘coaching’ etc. or being a Governor at a local school could demonstrate ‘managerial’, ‘collaboration’ and ‘decision making’ skills.  Mentioning family, personal information and generic hobbies like ‘walking the dog’, ‘socialising with friends and family’ or ‘going to the cinema’ should be avoided
ADDITIONAL INFORMATION

Enhanced Disclosure and Barring Service Record (previously called a CRB /criminal records bureau) checked? Required for teachers/nursery or social care workers and sensitive roles.
Full, clean Driving Licence (only put this if this is relevant i.e. applying for a driving job)
Dont include details of your referees on your CV – this is their personal information and you want your audience to contact you, not someone else.

Avoid adding “references available at request” at the end of your CV.  If an employer wants to take up references, they should ask you.  This is usually only done once you’ve been offered the job.
Your CV should not be more than 2 pages long, have no spelling or grammatical errors and be in a clear font size (I recommend Ariel 11) with lots of paragraphs/white space to make it quick and easy for the employer to read.  Cramming it all in will make for poor presentation – keep it simple! 

Include your name and page numbers in the footer in small print so each page is identifiable if it’s printed off and separated.
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