
Every CV is unique and personalised. Due to 
this, there is no correct or incorrect structure 
for your CV. However, it is key to make sure 
that you include all sections that an employer 
would expect to see.

For example

•	 Contact details – name, contact number, email address
•	 Personal statement 
•	 Education, qualifications, and grades (or predicted grades)
•	 Previous Jobs, work experience and any volunteering roles – in 

this section you must include a short description of your daily 
tasks

•	 Achievements or awards – this could be anything from licences 
you have, fundraising you have done, or sporting awards you 
received

•	 Hobbies and interests – this is a small section where an 
employer can get an idea of what you are like as a person and it 
is a key area if your work history section is short

•	 References – references could be personal or professional. 
•	 In this section you should make it clear that your references are 

available if requested

How should I structure my CV?

Website
yourwebsitename

Email
youremailaddress

SKILL

Skill One

Skill Two

Skill Three

Skill Four

Skill Five

EDUCATION

Address
Y Aour ddress
123, Street name
City, Country

2019 - 2021

Name of University

Master of Art Interior

Address Campus

2019 - 2021

Name of University

Bachelor of Degree

Address Campus

Interior Designer

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod

tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim

veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea

commodo consequat. Duis aute irure dolor in reprehenderit in voluptate

velit esse cillum dolore eu fugiat nulla pariatur.

Company Name

UI/UX DesignerCompany Name

UX Designer
Company Name

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod

tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim

veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea

commodo consequat. Duis aute irure dolor in reprehenderit in voluptate

velit esse cillum dolore eu fugiat nulla pariatur.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod

tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim

veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea

commodo consequat. Duis aute irure dolor in reprehenderit in voluptate

velit esse cillum dolore eu fugiat nulla pariatur.

ABOUT ME

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod

tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim

veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea

commodo consequat. Duis aute irure dolor in reprehenderit in voluptate

velit esse cillum dolore eu fugiat nulla pariatur.

2021 - 2022

2019 - 2021

2017 - 2019

WORK EXPERIENCE

REFRENCE

Director, Company Name

NAME FRIDEND

Web Developer, Company Name

NAME FRIDEND

Email : emailrefrence

Phone : +000 000 000

Phone : +000 000 000
Email : emailrefrence

Phone
+12 345 678 98

LANGUAGE

ARABIC

JAPANESE
ENGLISH

Interior Designer

YO U R N A M E

What is a CV and 
how do I make one?
An easy guide to building your CV



If you have any questions, please contact:
recruitment@the-etc.ac.uk or 07436 795 883.

A personal statement is a short paragraph, setting out your 
main skills and attributes. It gives you an opportunity to talk 
about yourself and why you are the best match for the job. This 
may be why you are interested in the sector/industry or your 
plans and goals to progress with your skill-set into new jobs. In 
addition, you could include a couple of sentences referencing 
your previous work. 

What is a personal statement?

		

CV Hints and Tips

•	 Check your spelling and grammar as employers will 

pay close attention to this

•	 Ask others to proofread your CV

•	 Ensure your email is something that would look 

professional to an employer

•	 Include keywords that the employer has used in the 

job advert, such as ‘organised’

•	 Attach a cover letter with your CV. This allows you to 

go into more detail and cover all points of the person 

specification

•	 Use a clear font and text size 12

•	 List your work or education history from most recent 

in descending order

•	 Format your CV with bullet points and clear sections

•	 Don't include your home address if you're uploading 

your CV online


