Is there such a thing as the perfect C.V? Probably not, but there are bad C.V`s, and there are different C.V`s. Here are some tips on putting together a good C.V. 
There is a good section on writing C.V`s at the Milkround Online, as well as the Prospects site http://www.prospects.ac.uk/cms/ShowPage/Home_page/Applications_and_interviews/Applications/Putting_together_an_effective_CV/Styles_of_CV/p!emkjbF.  The University of Kent http://www.kent.ac.uk/careers/cv/cvexamples.htm has a good section on this. If you are serious about your C.V., then go and talk to the CAREERS CENTRE!
This particular example, given in full, would be appropriate for an undergraduate of any year. Note however, that it is very educationally based; there is a lot of course detail and information. That is fine if you are applying for a job that is relevant to your degree, but consider a different approach if applying for a non-science post. 

This is done this in a Table format; of course you would not show the grid lines, but it is a great way of keeping things lined up!

	Michael Collins


	
	
	Home Address           12 Olivers Mount, Nottingham, N7 OPX tel: 0123 333 5454. email: m.collins@hotmail.com
	Term Address         37 Highland Road, Leeds LB10 9NX. tel: 0113 222 5555
	University Address  Faculty of Biological Sciences - Biochemistry, University of Leeds, Leeds LS2 9JT. Email: m.collins@bmb3.leeds.ac.uk

	
	
	
	
	

	Personal
	DOB: 10-3-85; Full driving licence
	

	
	
	
	
	

	Objective

	The acquisition of a relevant industrial placement to complement my degree scheme, develop my personal skills, and to enhance my employability.

	Qualifications
	
	
	
	

	Education Higher
	2005-present; University of Leeds, Faculty of Biological Sciences
Programme of Study; Biochemistry with Medical Biochemistry


	
	Level 1 Results
	
	Second Year Modules

	ALL RESULTS should be given in reverse chronological order. DO NOT give module codes
Final years, just list modules taken, give %/class performance to date,brief details of project and expected degree. 
	Biochemistry: Molecules, Cells & Organisms

	71%
	
	Biological Membranes & Cell Signalling

Prokaryotic Metabolism

Essential Techniques in Biochemistry

Molecular Immunology

Genes, Cloning & Expression

Pharmacology

Eukaryotic Metabolism

Microbiology



	
	Molecular & Structural Biochemistry


	69%
	
	

	
	Chemistry for Biologists


	65%
	
	

	
	Data Handling


	72%
	
	

	
	Microbes & Man


	62%
	
	

	
	Pharmacology


	63%
	
	

	
	Genetics


	66%
	
	

	Overall Mark/Grade for Level 1 = 66%; upper second class 

Not obligatory, but if it is good, then emphasise it Final year students, what is your expected class of degree?

	Education School
	
	
	
	

	
	1997-2005; Holby Grange 11-18 mixed comprehensive, Birmingham

	
	
	
	
	

	If you are running out of space, then run the A-levels together and simply summarise the GCSE`s

	GCE `A` Level
Biology 

Chemistry 

Mathematics 

General Studies 
	B
C

B

A
	GCSE
Mathematics AA, Science AA, Music A, English Lit. A, English Lang. A, French B, Art B, Geography B.



	Are there any “time breaks”, e.g. gap years? – if so, explain!

	Other: music / typing / D of E/computer skills/languages

	

	You should be able to arrange all your results on the first page!
Going over to the second page...........


	Work Experience
	I have taken a number of paid vacation jobs, including

1995 ? summer 6weeks; 1996 ? summer 5weeks; 1997 ? summer 6 weeks ....... Having listed them, now go on to say which you particularly enjoyed (found challenging) and why? - think of "satisfying, demanding, responsibility, independence, group work, communication, caring, financial trust, planning..." In other words, you are drawing "active" examples from the jobs you`ve done.

	
	

	Extracurricular activities
	Sports, clubs, hobbies, achievement, representation, level of commitment, University Union? List, then expand and contrast
Example: Most of my spare time is spent in training or competing with my local swimming club. Dedication is essential with training sessions that are physically demanding and regular. I feel that I have a responsibility to the rest of the team. The physical demand is important, relaxing me both physically and mentally. In direct contrast my other main interest, when time permits, is cooking. There is an element of excitement in experimenting with or concocting a new recipe, a sense of achievement when the final dish turns out well, and a feeling of well-being when ones guests compliment you on the final product!
Detect a slight sense of humour here? Why not! Your c.v. is a personal document; it should reflect the type of person you are, but don’t go over the top! 

	
	

	Community activities
	Sixth form duties, Staff-Student Rep, Unpaid, Voluntary. Emphasise why you wanted to do it, what you were able to give, and what you got out of it. Voluntary activities say a lot about a person!

	
	

	Skills
	What sort of person are you? What do you most enjoy doing, and why? Are you extrovert or quiet: do you enjoy socialising, working independently. Are you forceful, do you like to take the lead, show initiative. Do you have good communication skills (writing, speaking), enjoy presenting? Are you responsible, keep appointments (time management), good organisational skills? You are not expected to cover every one of these possibilities (or mention undesirable attributes!) but give one or two examples where some of these skills were evident   ("active" skills!).Placement students; draw on your experiences in Industry or abroad!

	
	
	
	

	References
	1. Personal tutor 2. Academic tutor 3. Other e.g. employer/church/team manager. 
Full addresses, telephone and email of referees.


So, how long should it be? No more than two sides (1st/2nd year), possibly going to three sides (final year), particularly if you have had a placement year. 
CHECK IT FOR SPELLING MISTAKES!

 As I said at the beginning, there are different types of C.V. The above C.V. certainly has advantages, not least of which is the fact that it provides you with a record of your educational achievements (sometimes difficult to lay your hands on 10 years down the road!). But what if you have decided that science is not for you? Maybe a career in finance or marketing appeals to you?  In this case the above C.V. is less than satisfactory. You will need a Skills-based C.V. First you will need to research this new "area"; to visit company sites, speak to representatives at the Careers Exhibitions, seek help from the Careers Service. Having decided what it is that such companies are looking for, you will then need to target your C.V. Skill profile C.V`s can help emphasise particular skills that you possess (and possibly “hide” weaker academic results). Within categories such as communication, leadership or initiative, you show how your experience demonstrates these skills. This can be a useful method for those with more patchy work experience.

So, the following Headings might then be appropriate: 
PERSONAL DETAILS   Name, date of birth, address, 
EDUCATION Reverse chronological; 2005-present, BSc (hons) in Biochemistry at the University of Leeds (Exam results to date 2.1. Expected final grade 2.1 or 1). 2003-2005 Anyschool; 4 `A` levels (list them). 1998-2003 Anyschool; 10 GCSE`s including Mathematics  and English.
[Gone is that big table of results; details are now very concise] 
WORK HISTORY 
POSITIONS OF RESPONSIBILTY 
OTHER SKILLS
REFERENCES 
AGAIN, CHECK FOR SPELLING AND GRAMMAR MISTAKES!
 

 

