
 Curriculum Vitae Guide

Pointers: 

Try and keep your CV as simple as possible; make sure it is easy to read and understand. Keep to one font. Try and focus your CV to the role you are applying for; highlight the experience that you believe will be an added plus to your experience.

Always remember to spell check your CV. Your CV is the only document you have to sell yourself to a new employer and reflects you –it should be flawless. 

Of course you want your CV to be unique and original, but below please find a few details you should include in your CV.

Section 1: 

Should include your name, contact details and include contact number and email address.













Section 2:

Your experience. A chronological CV is reader-friendly; especially if you start with your current role. List your job title, company and dates including month and year.

You can either write a line about the company you are employed with if it should be a company that is quite specialised or not commonly known. Including a web site address is always useful. 

List your areas of responsibility in an easy to read format as for example bullet points. Include how many staff members you manage, how big your unit/ property is with regards to for example covers, function rooms etc. 

Limit your bullet points to a maximum of 4-5. 

If you have quite a few jobs behind you, you could list your 3 most recent roles in the above format and for the remaining of your roles, state you title, company and dates in one line so your CV does not turn into an essay.


Section 3:

Your education. Include your degree/ course and the year you have completed them. Please also include any courses you have taken.




Curriculum Vitae Example

Name Surname

Address, city, postcode

Contact number and email

Current job title, Company





Month, Year

Short, one line description of the company of the web site address.

· Description of the unit/ venue/ property, team size. 

· Highlight a few areas of responsibilities or achievements.

Previous job title, Company





Month, Year

Short, one line description of the company of the web site address.

· Description of the unit/ venue/ property, team size. 

· Highlight a few areas of responsibilities or achievements.

Previous job title, Company





Month, Year

Short, one line description of the company of the web site address.

· Description of the unit/ venue/ property, team size. 

· Highlight a few areas of responsibilities or achievements.

University/ College






Month, Year

Course

School








Month, Year

Courses/ Diplomas






Month, Year

Any other information:

