


CV Checklist: Before you send off your CV do a quick review

Personal Details
· Use name as the title for your CV.
· Up to date contact address(es) for home and term (if different), telephone, email details, where you can be contacted easily (sensible / professional email address).
· Link for your LinkedIn profile (if you have one).
· Omitted irrelevant information – Date of birth, marital status, gender, nationality etc.
Personal Profile: Optional
· No longer than 3-4 lines, written as a short statement highlighting your current career aim / placement interests/objectives.  
· Highlights relevant experiences / skills in your CV e.g. work experience.
Education
· Full education details (institution, dates, qualifications gained) back to secondary school level, in reverse chronological order.  
· Correct title of your degree course: The University of Manchester, BSc (Hons) Biology with Industrial/Professional Experience
· Summary of relevant modules, achievements to date, skills gained to reinforce your career aims or illustrate evidence of transferable skills. E.g. first year tutorial group work, exam results for first year.
· Looks ahead to what you will be studying in year 2, again highlighting relevant areas.
· Clear listing of exam grades, with A level/equivalent in full and a one-line summary of GCSE’s/other qualifications gained at 16. 
Work Experience / Relevant Experience 
· Experience listed in reverse chronological order or split into a separate sections to highlight relevant experience/other work experience.
· For each experience, includes a job title, organisation name and start/end dates plus location. E.g. ‘Sep 2019 – Mar 2020: Customer Assistant, Primark, Manchester’.
· Outlines main responsibilities, any key achievements and examples of skills gained – allocates most space to your most relevant experiences. 
· Provides evidence or examples to illustrate your claims, reader can gauge the contribution and impact you made in each experience, not just a list of “duties”. Uses action verbs and Context-Action-Result.


Positions of Responsibility / Achievements
· Presented in reverse chronological order and/or key sections.
· Describes main responsibilities, key achievements and evidence of skills gained.
· Makes sense of any awards/activities, particularly where relevant to the role’
Skills
· Technical/lab skills clearly outlined, lists relevant techniques, indicates marks gained in lab practical sessions, licences etc.
· Specific about your IT and data handling skills, not just “Microsoft Office”, grouped effectively.
· Language skills clear, including verbal/written competence.
· Driving licence included, spelt with a c and not an s. 
Professional Memberships
· If relevant, include membership / student membership of any professional bodies and your level of involvement e.g. Institute of Mechanical Engineers etc.
Interests
· Use your interests to demonstrate relevant skills, qualities or commitment needed where possible.  
· Prioritises relevant interests to the current role e.g. active society memberships, hobbies, areas of interest, and makes sense of your involvement.
References (included or “Available on Request”)
· References may include your Academic Advisor, recent/ relevant employment
· Reference details do not dominate the space on your CV.
Overall CV Presentation
· No longer than 2 pages long. (1 page for some investment banks)
· Proof-read carefully for grammatical or spelling errors. 
· Sections clearly separated, with effective use of headers and bullet points to aid navigation.  No sentences spilling over 2 pages.
· Gives most space to most relevant, recent and impressive information.
· Text size, font and formatting is consistent and professional (no smaller than 10pt).
· Uses short, dynamic phrases over long sentences, no sentences longer than 3 lines. 
· No chunky paragraphs or long bulleted lists.




© The University of Manchester Careers Service

