
WRITING A LETTER UK FORMAT OF CURRICULUM

Find out how to write a good CV and discover handy CV tips to ensure job success. It must focus on the sector you're
applying to, as your cover letter will be.

Writing a CV cover letter Hopefully this guide has given you everything you need to create a winning cover
letter that will ensure you CV gets opened every time you send it. Headings: Each section must be introduced
by a big, bold heading to ensure an easy read. In particular, look out for any requirements that are essential to
the job. Other skills If you have other skills or qualifications which you believe may be relevant, you can list
these. IT CV cover letter As an IT candidate, it's important not only to highlight your technical skills, but also
show how you apply those skills in the workplace to translate real benefits for your employer. Add figures to
them if you really want to prove how valuable you are as an employee. Draw on interests that make you stand
out or are relevant to the job. Keep it concise and easy to read by using clear spacing and bullet points. Find
out how to write a persuasive cover letter. Events CV cover letter This events manager candidate has done a
great job of summarising the type and size of events they manage, along with details of core skills such as
leadership, project delivery and stakeholder management. Played key role in helping to set up and train
personnel in new office software system. List everything in reverse chronological order so the recruiter sees
your most impressive and recent achievements first. Also, make sure your formatting is uniform throughout
the CV. Start by writing the name of the company in bold and its location. You should only provide references
if your employer asks for them. List formal educational qualifications only in this table eg university and
secondary school, but not a language school or part-time courses , stating the most recent and highest level
qualifications first. Section headings are a good way to break up your CV. First impressions count, especially
when applying for jobs. Operations manager This operations management CV provides a brief introduction to
the types of operations the candidate manages and the firms they work for. References - You don't need to
provide the names of references at this stage. If you're posting your CV online don't include your home
address, as you could be targeted by fraudsters. References: Like including an address on your CV, adding
your referees to the end of your CV is no longer standardised. Profile - Placed at the beginning of the CV, a
profile is a concise statement that highlights your key attributes or reasons for deciding to work in a particular
field. For start and end dates, use either full years eg or the first three letters of the month followed by the last
two digits of the year eg Jun Sep 00 In the right-hand column, list the name of the school or university on one
line, followed by further details the course name or the number of exam subjects passed on the next line. And
keep the CV to around 2 pages in length. Use a spell checker and enlist a second pair of eyes to check over it.
For example, you could include words like 'created', 'analysed' and 'devised' to present yourself as a person
who shows initiative. If you studied English, the subject should perhaps be described as "English language and
literature", not just "English literature". List your responsibilities in easy-to-read bullet points, so they can be
easily skim-read by recruiters and hiring managers. Not only will you demonstrate your dishonesty to a
potential employer, but there can be serious consequences too.


