


Top Tips

& Remember an employer might have to read
dozens of CVs all in one go, so make yours
easy to read and memorable. To avoid large
paragraphs of text use bullet points.

& Think carefully about what sections you want
to include. If you are including a sKkills section
you might want to use the same sub-headings
as those on the person specification.

@& Make the information relevant to the job
description or person specification of every job
you use it to apply for.

& A CVisnever finished so think carefully about
the new things you have done and learned.

CVs are a useful way of telling an employer all about yourself.
They should give the employer a positive impression and
encourage them to make further contact with you. There is
no such thing as the perfect CV.

Your CV may include the following sections:

v Personal Details v Skills & Additional Information
Profile/career Objective Hobbies & Interests

v
v Education & Qualifications g References
v

Work experience - paid
& voluntary




MAKE SURE YOUR DATES ARE
EASY TO SEE.

2007 (Jul — Aug) - Dogs Protection League — Financial Assistant
o«  Working within the account payable team.
e Conducted bank reconciliation, branch recharges, updated sales and purchase ledger
and calculated trail balances.
e Maintained fixed asset register.
e Responsible for producing branch holding funds and preparation of management accounts.
e Passed OCR Level 1 Book Keeping Course.

Quickly established myself as an enthusiastic and flexible finance professional ready to take on a wide
range of technical data gathering and investigation roles.

Demonstrated sound problem solving skills by developing a new financial protocol for assistants which
is still being used today.

2006 - Dave Bruegold Chartered Accountants — work experience
Developed a strong passion to work in client service delivery within the finance industry.

NEATLY ALIGN YOUR HEADINGS

2010 - Finsbury's Supermarket (Hazelbridge)
Supervisor — Managing a small team and providing customer service

Additional Work Experience

2008 - 2011 - Buckinghamshire Edge University
Campus Librarian and university tour guide

LESS DETAIL IS REQUIRED FOR LESS
2006 - McHenry's Restaurant (Low Wycombe) RELEVANT/OLDER ROLES.

Crew member and supervisor

Voluntary Experience

2011 - Teaching English in Spain

2009 - Student volunteering Teaching young adults DJing Skills
2007 - Teaching English in Mexico

Additional Skills

e Languages

e French: semi - fluent
e Spanish: Fluency obtained working in Spanish - speaking countries.

e OCR Level 152 Web Design.

o Experience with Sage Line 100, Barclays Business Master and Care (LiveContacts)
e Confident with all Office Applications, email and internet.

Additional

 Enjoy Running and have successfully completed organised races for Diabetes UK.

e Clean drivers Licence

REFEREE DETAILS UPON REQUEST

Example of a skills — based CV

ASHLEY GILL

3 Lappage Court
Tyler Green Bucks.
HP8 4JD

Skills and Achievements

Administration

Telephone: 01882 652349
Mobile: 07717 121824
Email: Ashleygill2023@gotmail.com

Personal Details

Summary

Business studies with Spanish undergraduate.
Ability to speak French and Spanish.
Extensive business experience including an internship with Top Choice Holidays.

MAKE SURE YOU CAREFULLY ASSESS THE JOB ADVERT

AND ADDRESS ALL THE SKILLS THEY REQUIRE.

Effective Communication

Able to communicate effectively with a wide range of clients and colleagues, by showing interest,
carefully listen to needs and appropriately adjusting my message, as a demonstrated my first time at
Finsbury's Supermarket.

Strong presentation skills and confidence demonstrated by experience of delivering presentations in
different languages to groups of five to fifty.

Customer Service

Ability to quickly build rapport with customers and calmly deal with any problems as shown in my
retail experience in high-pressure environments.

Capacity to maintain professional relationships through email and other written correspondence,
for example, at Audigest in Madrid, where I built longstanding business relationships with customers
and colleagues across the globe.

Teamwork

At Top Choice Holidays demonstrated excellent teamwork skills in a busy financial environment,
such as an ability to listen to clients and managers, perform my role to a high level and support

SRS LR St SN b : OVE THAT YOU HAVE EACH OF THE SKILLS REQUIRED
BY OUTLINING WHERE YOU PERFORMED THEM AND HOW

YOU PERFORMED THEM WELL.

Excellent ability to plan ahead and manage time effectively, for example managing complex roles
during my internship at Top Choice Holidays.

Gathered data from a wide range of sources during my dissertation whilst balancing my other studies
and two jobs, resulting in a 73% grade

Experience of Traveller's needs

Recent travel consultancy experience give me an in depth

understanding of the expectations of holiday customers and the competitive nature of the industry.
International travel experience and language ability give me an empathy with travellers and a passion
for helping them find a unique holiday experience.

Initiative

Self — funding an evening course in bookkeeping during my first accountancy role demonstrated my
ability to plan ahead and take control of my career.

Successful study and work in Spain and Mexico show that I creatively develop my skills and
experience and adapt to new and different environments.

Sales Knowledge

Wide experience of financial role gives me an awareness of the tight monetary pressure, which drives
the UK service industries.

Raised sales at The Dogs Protection League by 12% by up selling add-on packages to new existing
customers.




Language ability
e Spanish fluency obtained working overseas, French — semi-fluent.

RELATE YOUR DEGREE TO THE JOB BY
LISTING YOUR RELEVANT MODULES/

Education and qualification
DISSERTATION.

2008 — Present Buckinghamshire Edge University

BA International Business Studies with Spanish (expected 2:1)

e Study semester at the University Of Valloid (Spain).

e Six-month work placement in Madrid

e Relevant modules included: Business Planning; Sales Promotion and Marketing; and Business
Operations Management.

2000 - 2007 - Freebridge School
A Levels: Business Studies (B), French (C)
8 GCSE's including Maths, English, Spanish and French

Work History

2008 — 2011 - Buckinghamshire Edge University Librarian/tour guide
. General administrative and customer service roles.

2011(Feb-Aug) - Audigest S.A. (Madrid) — Audit Assistant

e Six month's work experience in an international bank.

» Liaising with collegues and clients in English and Spanish.

2010 (June-Dec) - Finsbury's supermarket (Hazelbridge) - Supervisor
e Managing a small team.

o Customer Service in a busy competitive environment.

2010 (Jan-Aug) - Top Choices Holidays and Flights Ltd (Low Wycombe) Financial Assistant/Supervisor
« Working in a range of teams to manage complex financial processes.

2007 (Jul-Aug) - Dogs Protection League — General Assistant
 Dealing with enquiries and selling packages to a range of clients

2006 (Jan-Dec) - McHenry's Restaurant (Low Wycombe) — Supervisor
Voluntary Experience

2007/2011
Teaching English in Mexico/Spain

Interests

Active member of University Business Club — Winner of the ‘Bucks Best Business Pitch' award in 2010
Enterprise week, judged by Michael Eavis.

INCLUDE ALL YOUR REFEREE DETAILS INCLUDING
THEIR EMAIL AND PHONE NUMBER (BUT ASK FOR

Referees THEIR PERMISSION FIRST).

Professional: Mr. Jose Andreas Management Accountant, Audigest, Avenida de Concha Espina 2, Madrid,
ES-28036, +34 91 398 5476, j.andreas@audigest.es

Academic: Dr. Jane Luffle Personal Tutor, Buckinghamshire Edge University, Due Road, Low Wycombe,
Bucks, HD15 3DL, 01628 435 6784,
j.luffle@bedge.ac.uk

Example of a chronological CV

ASHLEY GILL H

3 Lappage Court Telephone: 01882 652349 J
Tyler Green Bucks. Mobile: 07717 121824 \_J
HP8 4JD Email: Ashleyqgill2023@gotmail.com

IF YOU INCLUDE A PROFILE MAKE SURE ITS CONCISE AND RELATED
TO THE SPECIFIC SKILLS AND EXPERIENCE REQUIRED.

Multi-lingual business student with international financial experience and ability to develop business
relationships seeking a financial consulting career in life insurance and pensions.

RELATE YOUR DEGREE TO THE JOB BY
LISTING YOUR RELEVANT MODULE

Education and Qualification

AND OUTLINING THE RELATED SKILLS
YOU'VE GAINED.

2008 - Present - Buckinghamshire Edge University
BA International Business Studies with Spanish (expected 2:1)
e Study semester at the University Of Valloid (Spain).

¢ Six-month work placement in Madrid

« 12,000 word dissertation analysing the UK pension market to 2050

Highly Mathematical and technical degree giving me excellent numerical skills and ability to conduct
sophisticated statistical tests.

Demonstrated ability to gather pension data from a wide range of sources, draw appropriate conclusions
and clearly communicate my findings, resulting in a 73% grade and a business recommendations.

2000 - 2007 - Freebridge School
A — Level: Business Studies (B), French (C)
8 GCSE's including Maths, English, Spanish and French

IF YOU HAVE RELEVANT EXPERIENCE
IT CAN BE USEFUL TO GROUPIT ALL
TOGETHER.

Financial Related Work Experience

LIST YOUR RELEVANT DUTIES.

2011 (Feb — Aug) - Audigest S.A. (Madrid) Audit Assistant

* Six month's work experience in an international bank.

¢ Reviewing company financial systems and analysing risk.

¢ Testing to check that financial information systems were fit for purpose.

Develop excellent data investigation skills such as an ability to use a range of sources, check findings and
question conclusion resulting in a key role helping business clients develop efficiency systems.

Built longstanding business relationship trough outstanding client service delivery, a professional attitude
and an ability to communicate with senior colleagues in both English and Spanish.

DIRECTLY RELATE YOUR EXPERIENCE TO THE SKILLS
REQUIRED BY OUTLINING HOW YOU PERFORMED THE

SKILLS TO A HIGH LEVEL.

2008 (Jan — Aug) - Top Choice Holidays and Flights Ltd (Low Wycombe)

Financial Assistant/Supervisor

e Supplier statement reconciliation: Worked in a team of four matching invoices to payments made
on account.

e Matched income expenses over the financial period.

Demonstrated excellent teamwork skills in a busy financial environment, such as an ability to listen
to clients and managers, perform my role to a high level and support colleagues, resulting in an early
promotion.




