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Giving you the best start…

Agencies, schools, colleges and universities can receive hundreds of CVs any one vacancy. 

They might only spend a few small seconds scanning your CV to assess whether it meets the minimum requirements and makes a good first impression.

If you meet the minimum requirements getting this step right can determine whether you get short-listed for interview. 

Whilst there isn’t a set format for the perfect CV there are some basic guidelines that should be followed

· It must not span over more than two sides of A4 
· Use Arial, Verdana or Times New Roman fonts, with a size of around 11 for text and 14-16 for headings
· Use black for text and avoid headings that are too bright in colour.
· Use short bullet points instead of long paragraphs of text. It breaks the information down and makes easily digestible. 
· Most schools will want to check off whether you meet the minimum criteria first so place your qualifications up the top
· Ensure that your work history has no unexplained gaps
On the next page is an example of a good CV for a teacher

Joe Bloggs BA hons, PGCE
Personal Details

Address
Telephone number
Mobile number
Email address

Profile 

A brief description of your unique selling points, skills, ambitions and why you want the role. 

Educational Qualifications:

	1998 –1999
	PGCE Primary KS2
	University of London

	1994-1997
	BA Hons English and Media
	University of London

	1992 -1994             
	A  Level  - English (B), Sociology (C) and DT (A), 
	School

	1990-1992
	GCSE - 8 (A-C) passes including English and Maths.
	School


Work History & Experience: 

Sept 2002 to 2008 - Name of school, Address
Primary School Teacher

· Bullet points of roles and responsibilities

Sept 1999 to 2002 - Name of school, Address

Primary School Teacher

· Bullet points of roles and responsibilities

Skills
· E.g. I have exceptional organisational skills gained from my current profession; these include highly effective time management skills. 

· E.g. I am proficient in Microsoft Word and have experience of using Microsoft Office including Excel, XP and PowerPoint. I have knowledge of various data entry systems and I am confident in the use of peripheral equipment such as   scanners, digital cameras and video conferencing projectors. 


Additional information:
· National Hockey Award Level 2 

· First Aider - Certified with the Red Cross 

· Oct 1997 – Jun 1998 spent travelling and working part time in a variety of jobs in Australia. 


References:

Current Employer contact details


Previous Employers contact details

