
RESUME AND ITS TYPES 

CV is short for «Curriculum Vitae», literally meaning «course of life». A more 
accurate description for a CV would be a marketing document selling you (a 
product) to an employer (a buyer). 

Uses 

The sole purpose of a CV is to show the potential employer that you are suitable for 
a particular job so that you will be invited for interview. It should inform and 
persuade. Unlike an application form you are in complete control of what you put in 
your CV and can therefore select and compose information in a way that emphasizes 
your suitability for the job. 

A CV can be used in the following situations: 

• To respond to an advertised vacancy where a CV is requested.  
• To send to an employment agency who is acting on your behalf.  
• To make a speculative approach to a company i.e. writing to an employer 

to enquire about vacancies in their organization which have not been 
advertised.  

• To take to recruitment fairs and events.  

Targeting your CV 

The CV which works is the one which shows that you have the qualities and skills 
the employer is looking for. So you need to find out what the job involves (from the 
job description, person profile and research); analyze yourself and show how you 
meet the requirements of the position and tailor your CV accordingly. Remember, it 
is about what you can do for employers not about what they can do for you. 

Choosing the right CV 

Generally speaking, you are free to use any type or style of CV you would like. 
However, choosing how you present the information could greatly influence your 
chances of success. 

Although a CV is an individual document and there is no one correct type or style, 
it is generally agreed that the following sections should appear; the order will vary 
according to the different types of CV. You normally start with your personal details.  

Your first name and surname will usually be at the top as a heading in large bold 
letters. It is not necessary to write «Curriculum Vitae» any more. 



Personal details: Name, address, (home and term-time), telephone (landline and 
mobile) and email. Under updated Equal Opportunities legislation, it is no longer 
necessary to include your date of birth. It is advisable to include nationality plus 
work permit status for international students. 

Profile statement/career aim: A 3-4 line summary of your main selling points related 
to the job. Incorporates your main skills, attitudes, knowledge and experience 
indicating where they have been gained. It is not a list of ‘desirable’ attributes 
unconnected to your own experience. This section is optional as it could be included 
in your covering letter.  

Education: In reverse chronological order. Give some detail of your current course 
(list 3-6 relevant modules and mention your dissertation if applicable) to give a 
flavour of it. Briefly include A level subjects (or equivalent) and summarize GCSEs 
(or equivalents). 

Employment history/work experience: Begin with the most recent. Include 
placements, part-time and voluntary work as well as permanent and temporary jobs. 
Be concise and focus on your skills rather than on tasks, unless they are relevant to 
the job. Group similar jobs together if the list becomes too long.  

Skills: You may list transferable skills with your own examples separately from 
employment or you may use this section for skills such as computer literacy and 
languages. 

Interests: Use this section to show a more personal aspect of your life and try to show 
your level of motivation and participation in the activities mentioned. 

References: You may supply two referees. One should be an academic referee; this 
is usually a lecturer or course tutor who knows your work. The second referee should 
be a current or previous employer from paid or voluntary work or even an activity 
where you have participated actively e.g. local sports team captain. Do not use 
family or friends. Always contact the referees before using them. If short of space, 
just indicate ‘referees available on request’. 

An effective CV: 

• Says clearly who you are, what you’ve done and what you can offer an 
employer. 

• Is full of action words describing what you do/did. 
• Emphasizes clearly your key skills and achievements. 
• Contains nothing negative about you. 
• Looks attractive - well laid out, easy to read and understand. 



• Is interesting and will encourage the reader to want to meet you. 

Remember 

• Length: your CV should be no longer than two sides of A4. 
• (Academic CVs can be longer). 
• Font: use 10-12 point with a clear typeface and adequate margins. 
• Print on good quality white or off-white paper 
• (try not to use photocopies). 
• Do not staple the pages together and use a header with your name on the 

second page. 
• Always spell check, grammar check and re-read your CV before sending 

it out. 
• Avoid waffle and jargon. 
• Avoid listing low level tasks from previous jobs e.g. «filing» but describe 

the skills involved e.g. «responsible for the organization of 
correspondence, reports and press cuttings». 

• Use positive and focused language with plenty of action words to create a 
more favorable impression. 

• Make use of bullet points, bold, italics etc. for emphasis being careful not 
to make the CV look cluttered. 

• Tailor your CV to highlight relevant skills and experience for different 
types of work. 

• Be sure to be honest in your CV – lying will usually be apparent at 
interview and false claims can result in the annulment of an employment 
contract. 

• Never send a CV without a covering letter. 

 

There are four main types of CV: 

• Skills-based 
• Chronological 
• One page resume for part-time work 
• Academic 

 

 

 



Skills-based CV 

This type of CV could be used: when you do not have a lot of experience directly 
related to the job you are applying for; you have so much experience that there isn’t 
enough room on your CV; you’re aiming for a career change. You will need to find 
evidence from your life experience (work, study, leisure activities) for the 
development of skills required by the job. These skills are usually called 
‘transferable skills’. Hence the CV becomes targeted and focused. Always relate 
your skills to evidence of how and where these were developed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Examples of CVs: 

Skills based 

Stephanie Wilson 

 

28 Midlands Close, 

Ilford, Essex, IG1 2TM. 

Landline: 0208 345 6671 

Mobile 07 768 321 946 

Email: wilson2@hotmail.com 

Nationality: British 

 

A recent Social Science graduate with strong analytical skills and creativity from 
academic study combined with a practical understanding of marketing in the 
workplace. Proven customer care, organisational and time management skills from 
other employment in retail and housing. Able to contribute effectively to a team 
framework. Currently seeking to develop a long term career in a marketing 
environment. 

 

SKILLS PROFILE 

 

Communication 

 Presentation skills - gained through participation in course seminars and 
presentation of a project to senior managers during employment with a marketing 
company. 

 Interviewing skills - interviewing pension managers for my final year project. 
Demonstrated the ability to gain relevant information in a professional 
environment. 

 Sales skills - working in a busy sports shop required both product knowledge and 
an ability to assess and meet customer needs. This also involved dealing with 
complaints and enquiries calmly and professionally. 



 

Teamwork 

 Co-operative project work during my academic career required tact, assertiveness 
and a sense of humour to achieve a successful outcome. 

 Participation in the Departmental Council required an ability to get on with people 
at all levels to achieve concrete changes in departmental practice. 

 

Creativity 

 An A Level Graphic Design course developed my skills in visual presentation. 

 Final year project required presentation of research in an attractive, interesting 
format. 

 Contributed to the preparation of marketing briefs for clients using desk top 
publishing. 

 

Computing 

 Word processing. - experience in producing reports and correspondence to a 
professional standard using Word for Windows. 

 Spreadsheets - experience of Lotus 123 and Excel for maintaining client 
databases. 

 Desk Top Publishing - familiar with Apple Mac DTP. 
 

Languages 

 Conversational French and Spanish. 
 

EDUCATION 

 

2002-2005 University of Westminster 

BA (Hons) Sociology and Communications 2:1 

Main subjects included: social policy, sociology of the environment, sociology of 
communications, media & information; video production. 

 



Final year project: Strategies used to market new products in the Pensions Industry. 
I spent a week working in the marketing department of a large financial consultancy. 
where I produced a strategy by designing a questionnaire, conducting interviews 
with pensions managers and analysing the results to devise concrete proposals. 

 

1998-2002 St Peter’s Comprehensive School 

 

A Levels: English (B), History (D), Graphic Design (D) 

GCSEs: Eight GCSEs including English and Mathematics 

 

EMPLOYMENT AFTER GCSE’S 

July-Sept. 2004 Major Marketing Consultants, Enfield 

Administration Assistant 

This summer placement enabled me to gain experience of working in a marketing 
environment and develop my understanding of the role of marketing in commercial 
organisations. I was able to participate in a strategy meeting for a new client from 
which one of my ideas was taken forward. 

 

July & Aug. 2003 Redbridge Council Housing Department 

As an assistant to the Housing Manager, I developed my administrative and 
organisational skills through processing housing documents and courteously 
answering telephone queries. 

 

 

RETAIL EXPERIENCE 

Working part-time as sales assistant in a local sports shop in term-time showed my 
time management skills and my ability to deal with a wide range of people 
effectively, including customers and manufacturers’ representatives. 

 



INTERESTS 

While at University I was elected representative to the Departmental Council which 
dealt with course related issues. This position required tact in representing students’ 
views and a willingness to listen and compromise when appropriate. 

 

I play squash and netball and was a member of the University netball team. I listen 
mainly to folk music for relaxation and enjoy discovering new plays at the theatre. 

 

REFERENCES  

 

Available upon request 

 

 

 

 

 

 

 

  



Chronological CV 

Here the information is presented in reverse chronological order with your most 
recent experience first. Chronological CVs are commonly used when the applicant 
has experience and knowledge relevant to the job. If you are a graduate applying for 
a job (e.g. Marketing Assistant for a tour operator) directly related to your degree, 
e.g. BA Tourism in Business, this type of CV may well be most suited to you. 

  



Chronological CV 

 

CARLETTE CLAUDIA BRISCOE 

 

ADDRESS: Flat 4, Wellington Way, London NW4 4JU 

Telephone No: 020 8932 4738  

Mobile: 07394 555555  

Email:cbriscoe@gmail.com 

 

I am a recent graduate in a RICS accredited degree: BSc (Hons) Urban Estate 
Management. I have extensive experience within the property field, mainly in 
property development, maintenance and sales. I am seeking a position to gain 
relevant experience toward Chartered status. My future aspiration is to specialise in 
Property Development, Management or Valuations. 

 

EMPLOYMENT HISTORY 

 

PROPERTY EXPERIENCE 

 

(May 1999 – Dec 2003) Landreach Ltd. Property Assistant 

Whilst studying at University, I worked as an assistant for the above property 
development company on a part-time basis and during the holidays. 

 

Responsibilities included: 

•  Overseeing contractors on projects. 

•  Arranging and checking materials on receipt. 

•  Inspecting work undertaken. 



•  Organising the setting out of works as per ‘detailed programme’. 

•  Producing progress reports for the manager. 

•  Some property management duties on the company’s portfolio – e.g. organising 
repairs. 

 

(Jun 2000 – Sept 2001) British Telecom – Trainee Property Development 
Manager 

During my sandwich year I worked for BT in their Property Development 
department. I gained exposure to a wide range of property activities. My main 
responsibilities included: 

 

•  Dealing with all planning, development and legal issues. 

•  Analysing leases. 

•  Preparing reports i.e. lease reports, conditions surveys, reports of legal titles. 

•  Undertaking site inspection and condition surveys. 

•  Producing development appraisals using computer software. 

•  Liaising with a wide range of outside and internal bodies i.e. planning offices, 
agencies. 

•  Attending meetings and where necessary taking minutes. 

 

(Jun 1996 – Sept 2000) Haarts Estate Agents – Sales Negotiator 

I worked for Haarts as a weekend negotiator. Main responsibilities included: 

•  Assisting the manager with property appraisals including undertaking 
measurements. 

•  Preparing sales particulars. 

•  Arranging and accompanying clients on viewings. 

•  Taking internal and external photographs of properties. 

•  Dealing with telephone enquiries. 



 

(July 1993 – Sept 1998) Westminster City Council 

Maintenance Assistant/Technical Officer 

I worked for the above Local Authority in their Corporate Property Department. I 
undertook some supervisory duties such as organising relief workers and training 
new employees. My main role included: 

•  Facilitating the maintenance of the corporate property portfolio. 

•  Organising contractors. 

•  Administering works. 

•  Undertaking some refurbishment projects. 

•  Assisting General Practice Surveyors/Building Surveyors with their on going 
work. 

 

EDUCATION AND QUALIFICATIONS 

 

(Sept 98 - Jun 03) Kingston University - BSc (Hons) Urban Estate Management 
2:2 

Subjects included: Investment Economics, Valuations, Property Law, Building 
Studies, 

Business Management, Professional Practice, Planning Law and Practice, 
Investment 

Portfolio, Development Projects, Landlord and Tenant Law, Estate Management; 
Dissertation. 

 

(Sept 02 - Jun 03) University of Westminster - additional property subjects in 
Urban Estate Management, included: Development Investment and Appraisal, 
Property Management and Law, Individual Development Project, Research Studies. 

 



(Sept 2000 - June 2001) Hillcroft College - CLAIT IT Course - Subjects: 
Microsoft Word, Excel, PowerPoint, Access, Publisher and Internet. 

 

(Sept 96 - June 98) Lambeth College - BTEC National Diploma: Land 
Administration and Estate Management, (Credit) included: Planning, 
Economics, Property Valuations, Law, Property Maintenance, English, Business 
Writing and Communication Skills, Building Studies. 

 

(Sept 91 - June 93) Lambeth College - Access: Business and European Studies 

(Credit) Course included: Communication Skills, Book-keeping, Mathematics and 
European Law. 

INTERESTS AND ACTIVITIES 

I have a keen interest in property and personal development. I also enjoy learning, 
travelling, interior design and meeting people. I like to keep fit and attend Yoga and 
Chi Gong classes. 

IT SKILLS 

Microsoft Word, Excel, Access, PowerPoint, Outlook, Publisher, Super Developer, 
Caldes and AutoCAD. 

 

NB: I hold a full clean driving license. 

References available on request. 

  



One page resume for part-time work 

This is mainly used for part-time non graduate jobs where the employer only needs 
to know that the applicant has the necessary skills and experience for the specific 
role. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



One page CV suitable for a part-time job 

 

ALEX NOMINUS 
A first year computing student seeking a part-time position in customer services 
where he can use his excellent communication and customer care skills gained from 
employment in retail and office administration. 
Term Address 
Room 702 
35 Marylebone Road 
London, NW1 5LS 
Tel: 020 7486 4378 
MOBILE: 0797 001 0411 
Home Address 
156 Sommerfield Road 
Woodgate Valley 
Birmingham, B32 3TA 
Tel: 0121 243 3534 
E-MAIL: nominusa@hotmail.com 
 
EDUCATION 
2004 to present - University of Westminster, BSc Computer Science 
To be completed by 2007. 
 
2002 - 2004 3 A-Levels: Physics (D), Maths (C), and General Studies (D) 
 
I have 8 GCSEs (mainly grades A to C) including English and Maths 
 
EMPLOYMENT 
Summer 2004 & Christmas 2003. Housing Association, Manchester. 
Clerical and Customer Relations Assistant (Holiday work). 
Assisted the Deputy Manager with administrative and customer enquiry work: 
•  Dealt efficiently with enquiries from the public both in person and on the phone. 
•  Improved keyboard and IT skills through data entry using Excel spreadsheets. 
•  Carried out company mail shot working within a strict timeframe. 
 
Summer 2003. Supermarket, East Didsbury, Manchester. Sales Assistant. 
•  Developed excellent customer service skills through managing the till and dealing 

with a wide range of customers in this busy town centre store. 



•  Provided added value by participating in sales promotions and demonstrated my 
ability to give a fast service when the store was short-staffed. 

 
ADDITIONAL SKILLS 
Computing: Experience in using Word and Excel. Data Management from my 
course. 
 
REFERENCES AVAILABLE ON REQUEST 
 

 

  



Academic CV 

If you are applying for postgraduate study/research or jobs in the field of academic 
research, you will probably find that the above types of CV are not appropriate. The 
academic institutions will be interested in finding out about any research you might 
have carried out and articles you might have had published. They will also need 
more details of university qualifications than employers require. Membership of 
professional bodies and details of awards received should also be mentioned. 

  



COVERING LETTERS 

Elements to Include in Covering Letters 

The aim of a covering letter is to draw the reader’s attention to the most relevant 
aspects of your experience and persuade them to read your CV or application form. 

Your covering letter should include: 

• Why you are writing to the employer. This is usually in response to an 
advertised vacancy but may be a speculative approach. If responding to an 
advertisement state where you saw it, using any reference numbers if 
requested. If the application is speculative, be specific about what sort of 
work you are interested in. 

• What you are offering the employer i.e. highlight relevant aspects of your 
skills, knowledge and experience. You can either expand on relevant points 
mentioned in your application or add extra information. Do not simply 
repeat the same information. If the advertisement you are responding to 
has highlighted certain essential requirements then ensure that you draw 
attention to how you meet these. 

• Why you want to do this sort of work and why you are interested in 
working for this employer. These can be covered in the same paragraph 
and is your chance to show your motivation and interest in the job. You 
can use evidence from your research to underline the points you are making 
here.  

• When you are available for interview. End on a positive note saying that 
you are looking forward to hearing from them. 

General guidelines 

• Use no more than one side of A4 and no more than three to four paragraphs. 
• Word process on good quality paper – preferably matching the CV in 

typeface. 
• Ensure your letter is laid out professionally. 
• Check spelling and grammar. 
• Write a separate covering letter for each application. 
• Address the letter to a named person, if possible. 

  



Example of a Covering Letter 

 

 
        28, Olim Hassanov Street, 
        Tashkent, 
        Uzbekistan 700005  
        Tel: + 998-71-345 6671 
        E-mail: XXXXXXXX@XXX 
 
Mrs A. Komilova, 
Personnel Manager, 
LBI Publishing Ltd., 
45 Mirobod Street 
Tashkent,  
Uzbekistan 700010 
 
 
Dear Mrs Komilova 

 
Ref: 23/01 Marketing Assistant Vacancy 

 
I am writing to you in response to your advertisement in Tashkent Today regarding 
the above vacancy. I enclose my curriculum vitae as requested. 
 
I have recently graduated from Westminster International University with a degree 
in Business Administration which, combined with my work experience, enables me 
to offer you the following knowledge and skills which I believe are relevant to the 
above role. 
 
Detailed knowledge of marketing - developed through my degree level study, 
where I specialised in marketing plus a three month’s work placement at Yangi Yil 
Publishing. These experiences have given me a valuable insight into the way that 
the industry operates and an awareness of likely future developments in this field. 
 
Effective communication and interpersonal skills - developed through working 
on several team based projects at university, during my placement and a number of 
part-time and vacation roles. My recent position with the Customer Service division 
of TSUM particularly developed my ability to deal effectively with people from a 



wide variety of backgrounds in an organisation which places high value on customer 
service. 
 
Experience of producing creative ideas whilst under pressure to meet tight 
deadlines - developed through my work with Yangi Yil Publishing where I helped 
devise an advertising campaign for the company’s educational series on wildlife to 
meet the client’s very strict deadline. This also gave me useful experience in 
prioritising tasks and managing my time effectively. 
 
I am committed to developing a career in marketing and am particularly interested 
in working for LBI Publishing as I have a keen interest in scientific publications and 
am a regular subscriber to Science Today. I am also very attracted to working for an 
organisation with an international outlook like yours and one which encourages early 
responsibility. I would welcome the opportunity to discuss my application at an 
interview and I look forward to hearing from you. 
 
Yours sincerely 
 
 
Sevara Vohidova 
 

 

  



Examples of Speculative Letters 

You may want to approach companies in which you are interested who have not advertised 
vacancies. You can use a similar format of covering letter to the previous example, but with a 
different opening sentence, such as: 

‘I am writing to you in connection with any vacancies you may have within your Marketing 
Department for which you feel I may be suited. Please find enclosed a copy of my CV. 

 

As you will see from my CV, I have…’ 

 

Another strategy for finding out about vacancies which have not been advertised is to arrange for 
an informational interview with a company in a sector which interests you; the following outline 
letter would be appropriate: 

 

I am very interested in a career in………………………………… and would like to know if I could 
arrange to visit your………………. to find out more about the work and obtain your advice. 

 

I was given your name by X who suggested that you might be willing to give me some information 
about careers in this area. 

 

I have recently graduated with a degree in ………and am currently working for 
………………….and have gained some insight into……………………….. 

 

I hope that you will be able to spare me half an hour at some time in the near future and I would 
be most grateful if I could also meet one of your colleagues/other employees for a short discussion. 

 

I enclose my CV and will telephone your office next week to try to arrange an appointment at a 
time to suit you. 

 

Yours sincerely, 

A.B. Olimjonov 
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