


1.	 Contact Details
Make sure that you include your full name, email 
address, contact number (can be mobile, home 
or both), along with home address.

Employers needs this information in order to 
know where you are located and if needed, 
confirm your identity. 

2. 	 Personal Pr ofile
Your personal profile will go at the very 
beginning of your CV and it is very important to 
tailor this to the job at hand. For example, if you 
are applying for a shop assistant role, express 
your passion to help customers or to develop 
your experience in a retail environment.

This section should be no longer than 5-6 
sentences. If you want to avoid clichés or need 
some fresh ideas, there are CV examples at 
https://www.studentjob.co.uk/application-tips/
cv-example

3. 	 Key Skills
Make sure you are familiar with the position 
you are applying for, look through the job 
advertisement and write down all the skills they 
require. 
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https://www.studentjob.co.uk/application-tips/cv-example


6. 	 Achievements
You may feel like as a student you don’t have 
that many achievements you can list on a CV 
and therefore it isn’t important. You couldn’t be 
more wrong! 

The achievements section within your CV is 
what will help to make you stand out against 
other candidates. Think back to anything you 
have achieved or participated in at any point 
throughout your education so far.

7. 	 Hobbies
Mentioning your hobbies and interests allow 
your personality to shine through. 

As much as it is true, it’s best not to put 



Now you have learnt about what information you need to place within your CV why don’t 
you use the free text boxes below to start creating your own CV. 

Remember to follow the guide and if you feel adventurous why not select a specific job role 
to tailor your CV for.

GOOD LUCK!
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