How should I structure my CV?

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.
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What is a personal statement?
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 Check your spelling and grammar as employers will
pay close attention to this

e Ask others to proofread your CcV

e Ensure your email is something that would look
professional to an employer

e Include keywords that the employer has used in the
job advert, such as ‘organised’

e Attach a cover letter with your CV. This allows you to
go into more detail and cover all points of the person
specification

e Use a clear font and text size 12

e List your work or education history from most recent

I in descending order
 Format your CV with bullet points and clear sections
e Don't include your home address if you're uploading

‘ your GV online

CV Hints and Tips

If you have any questions, please contact:

recruitment@the-etc.ac.uk or 07436 795 883




