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CV Guidance
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General CV Advice

Try to make the first page a summary of your main skills and experience;
limit the CV to 2 pages, with additional separate project summary sheets if required.

Present the information clearly and concisely; it may be scanned and should be easy to receive via email.

Include industry / technical buzzwords where appropriate.

Highlight any added-value skills.

CURRICULUM VITAE

For

Your Name

Personal details

Make it easy for people to get hold of you; give a daytime telephone number or mobile (only if you keep it switched on!)

Name: 
Your name
Address:
Your address
Home Telephone:
Your tel
Work Telephone:
Your work tel
Mobile:
Your mobile
Fax:
Your fax
Email:
Your email
Pager:
Your pager
Professional Profile:


Focus on your target job requirements and highlight your key selling points

· Bullet point your key skills and experience

Technical Profile:


For a technical specialist, this is a vital section, so make it as comprehensive as possible; hands-on programmers might indicate the level of their experience in each.

Programming:
VC++, C++, ‘C’, Java, Visual Basic
2 yrs

Networking:
TCP/IP, LANs/WANs, Token Ring
3 yrs

Applications:
SAP, MS-Office, Access, Oracle Financials
1 yr

Hardware Platforms:
PCs, SUN Sparc, IBM Mainframe, AS400
5 yrs

Methodologies:
PRINCE II, SSADM, DSDM
1 yr

Professional Qualifications & Training

Detail only relevant professional qualifications/certifications and memberships of professional bodies; if you have tertiary qualifications (degrees), you don’t necessarily need to include your GCSEs/A Levels. Detail the content of relevant courses/training where appropriate.

Qualifications

1996 – 1997
MBA Change Management and IT Strategy – Cranfield 

1993 – 1996
BSc (Hons) Computer Science 2:1 – Aberdeen University

Training

1999
PRINCE II – Applied Learning Centre, London

1998
SSADM – Applied Learning Centre, London

Employment Summary:

Detail your work experience in reverse chronological order and account for any major gaps; include only relevant ‘technical’ experience. If you are a graduate with limited work experience, include relevant work placements/experience. Give the name of your employer and their main business activities, plus location. Give a brief summary of your role & responsibilities, including details of any people/budget management responsibilities

1998 – present
ABC Limited (Luton, Beds) - IT Solutions Provider


IT Consultant

· duties and responsibilities


Project Summary

If you have no relevant work experience, include details of projects you have completed as part of your training. If you have more than 2 or 3 projects to highlight, prepare a separate ‘Selected Project Summary’ sheet to be attached to the back of your CV. The project summary should highlight major projects including relevant technical detail including environment, application etc.

1997 – 1998
Company (Area) – Nature of Company


Job Title

· technical detail

· environment

· application


Project Summary

If you have no relevant work experience, include details of projects you have completed as part of your training. If you have more than 2 or 3 projects to highlight, prepare a separate ‘Selected Project Summary’ sheet to be attached to the back of your CV. The project summary should highlight major projects including relevant technical detail including environment, application etc.
Personal Details

Include date of birth. IT contractors should indicate availability and location preferences. Include details of languages or any other relevant skills.

Notice period:
1 month

Location preference(s):
Herts, Beds & Bucks


Languages:
Conversational French, Fluent German

To further your career, contact Charlotte James Associates at the address below:

Idvies House

Letham

By Forfar

Angus

DD8 2QJ

T: 08458 381 820

F: 08708 362 108
Email: info@charlottejames.com
