


CV Main Components 
Section Things to Include Things to Avoid

Name and Contact Details - First and last name - middle names 
not necessary 
- Email address and phone number 
- Home address and date of birth not 
needed
- Photo not necessary unless 
specified - eg acting CV with 
headshot

Unprofessional email addresses

Personal Statement - A brief summary of who you are 
- No more than a short paragraph
- Should highlight your strengths and 
why you would be a good candidate 
- Try and make it stand out
- Generally not needed for agency 
work

Repeating the same words or 
sentences

Skills and Strengths - Words or phrases to explain your 
key skills 
- A good place to list your computer 
competencies
- If you don’t have any work 
experience, skills section can be 
expanded

Listing skills without showing 
evidence or examples

Job and Volunteer History - A history of your paid and unpaid 
work in reverse chronological order
- Start and end date of jobs (month 
and year) - if you have been in the 
job market for a while explain any 
gaps in employment
- A brief summary of your role and 
key skills 
- Can include any voluntary roles

Using long paragraphs - use bullet 
points instead.

Qualifications and Awards - A summary of your qualifications in 
reverse chronological order 
- Can be presented as two different 
sections or can be merged into one

Listing all of your grades individually 

Extra Curricular Activities and 
Hobbies

- Help recruiter to see that you are a 
well rounded person committed to 
self development
- If relevant, include details of the 
skills you have developed through 
activities and hobbies

Hobbies such as “socialising” and 
“spending time with friends”

References - Reference contact details do not 
have to be listed on the CV
- It is ok to write “references 
available on request” and contact 
them when needed
- When given, state relationship to 
referee - professional reference or 
character reference

Using immediate family members to 
give character references



CV Example (Standard)



Resources 

Below are some of the places you can find CV examples and CV builders. 
There are many websites online but this is just a start to get you on the right 
track.

CV Templates and Examples for School Leavers
https://standout-cv.com/pages/school-leaver-cv-example
https://www.reed.co.uk/career-advice/school-leaver-cv-template/
https://www.studentjob.co.uk/application-tips/cv-example
https://www.futurelearn.com/info/blog/free-cv-templates

CV Builder (free)
https://www.studentjob.co.uk/cvbuilder

CV Builder (paid service)
https://www.myperfectcv.co.uk

https://standout-cv.com/pages/school-leaver-cv-example
https://www.reed.co.uk/career-advice/school-leaver-cv-template/
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