COMPLETING YOUR FIRST CV

What you need
in ooy CV: CONTACT DETAILS

M Education

CNIEN (Y THE LAYOUT
M Experience of your CV is

. important;
- Sk'"? . separating
M Qualities information into

B Knowledge sections is
q a must.
M Contact Details u

And don't be afraid to add
a little bit of detail in each

of these sections.

PERSONAL PROFILE

Stating your qualifications is important for the
employer, so make sure that the information is clear
and concise by setting out the subjects and grades,
and when you took the exams.

If you are still waiting for your results, make sure to
let the employer know on your CV (eg awaiting results,
due August).

If you are working towards further qualifications, be
sure to supply that information as well.

EXPERIENCE INTERESTS

Here you should supply any work
experience that you have gained, be it
paid or unpaid.

Full time or part time work, permanent
or temporary should be included.

If you have done any work experience or
work placements.

Voluntary work or internships.

REFERENCES

There is a common misconception that you have
to provide your age and/or date of birth on your
CV. However, since 2006 it has been illegal for
employers to discriminate against hiring someone
due to their age and you are no longer required to
list it. But there are restrictions on types of work
that young people should do, so sometimes it is
necessary to provide it.

You can only work a certain number of hours
each day and at particular times if you are under
the school leaving age.

You cannot serve alcohol if you are under the
age of 18.

If you are under 18, generally you are not
allowed to work nights.

To find out more about writing CVs and preparing for the world of work, visit www.trotman.co.uk 8§ trotman



