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Everyone you ask about a CV will give a

slightly different opinion - there is no

absolute right or wrong when it comes CVs

We have compiled these guidelines based on a combination of the experiences of the
NUI Galway Career Development Centre, feedback from our students who have been
successful using this model and input from graduate recruiters.

Feel free to adapt your own layout using these points to guide you, a CV is a personal
document and a reflection of you so you should be comfortable with it. Remember its
purpose is to get you an interview so your CV should make an impression on the
employer.

Once you have a draft that you think hits the mark, you should arrange an
appointment with the Career Development Centre to have it reviewed.

Best of luck!

Career Development Centre team.

What's in this guide?
Getting Started on your CV PG 1

Sample CV PG 3

Education and qualifications PG 5

Work Experience PG 7

Skills Profile PG 9

Interests PG 11

Achievments PG 12

Cover Letter PG 13

Tageting CVs PG 15

CV Checklist PG 17
CV

CV
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Getting Started on your CV
There is no “one-size fits-all” CV – you are unique and your CV should reflect this. However, there

are a number of core principles that you need to follow to increase your chances of getting on the

short list for interview.

Key sections

CVs should be split into clearly defined sections - the order will depend on your experience and

education to date. The following sections are commonly used in student and graduate CVs but you

don’t have to use all of them - tailor it to suit what you have to offer.

• Personal Details

• Statement of Career Aims/Objective or Personal Profile (optional)

• Education & Qualifications

• Employment: actions & results

• Achievements (optional)

• Skills Profile (optional)

• Interests/Other Activities/Memberships (optional)

• Referees

See page 3 for a sample CV layout and more detail on what to include in each of these sections.

Basic Principles for your CV
Always put the most recent and relevant
information first

• In each section start with your most recent/current information and work backwards. However, if

you have something relevant to the job (e.g. work experience) you should put this first, regardless

of date, to ensure that it stands out.

Writing style

• CVs are professional documents so choose your language carefully.

• Avoid using personal pronouns such as ‘I’ and ‘my’ - the CV reads better and comes across

as more professional without them.

• Use the past tense for previous employment and present tense for your current role - it is

important to be consistent.

Keep it concise

• Ideally 2 pages - maximum, 3.

• It should be clearly laid out, and easy to follow - do not cram information together.

• You can’t include everything you’ve ever done - prioritise.
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Make it look good

• Use bullet points (using the same style throughout) and keep sentences short.

• Use white space between sections and use simple fonts that give a professional look. While you

can increase font size, the style should be consistent for headings and subheadings.

• Experiment with your layout to see what looks best and will make you stand out.

• No need for a photo (unless the employer requested it).

• Save it as a PDF before sending it electronically to ensure that it displays the way you intend it to.

Be accurate

• Ensure that there are no spelling errors. Do not just rely on a spell check - get someone to proof

read it for you.

• Correct punctuation and grammar are very important.

• Recruiters will reject CVs with avoidable errors.

Tailor it

• CVs should be tailored for each position applied for.

• Employers need to see a clear fit between the job and the person.

• Research the company and use the job specification to gauge what skills you should highlight.

Be positive in your work experience section

• Include power/action words (such as ‘developed’ ‘designed’ ‘managed’ ‘co-ordinated’, etc.) to

emphasise your duties in your work experience section.

• Don’t be afraid to sell what you have achieved - even if you have only had summer and

part-time jobs.

• There is no need to list details of all routine tasks focus on achievements and relevant

duties/experiences.

See page 7 for more information on the work experience section.

Be honest

• There is a big difference between making the most of your experience and exaggerating -

companies will check the facts and any inconsistencies will be found out at interview stage.

Breathe some life into it

• Interests and hobbies give an insight into the ‘real you’ so it is a good idea to include them.

• If you’ve had similar jobs try to phrase things differently to avoid being repetitive.

• With each point you include, consider if it is adding value to your CV and creating the right

impression for the job you are applying for.

2
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Your Name (Nice and big)
3 Job Road, CV Place, Galway
087 1234567; 091 456789; yourname@gmail.com

CAREER OBJECTIVE: This section is optional and should include a couple of sentences outlining
what you are looking for, tailored for the job you are applying to. e.g. “Recent
business graduate with experience in managing projects, keen to develop a
career in marketing with a creative and innovative marketing consultancy”.
You can use a “Personal Profile” instead of a “Career Objective”. If you decide
on this, it should be a brief summary of who you are (graduate, course etc)
and what you have to offer (brief summary of skills). Whichever you choose, it
had better be good! It is the first thing the employer will read and needs to
draw them in to read more.

EDUCATION
Date - Date Correct name of degree, name of institution

Expected final year result (if in final year)
Overall grade for previous years
Final year Project: short description if not very relevant to the job/company you are
applying to - longer if very relevant.
Other Projects: choose projects relevant to the job of the company you are applying to.
Subjects Include: only include those relevant to the job/company.

Date - Date Leaving Certificate, Name of School, Town
Including Leaving Certificate is optional - you
should include it if you are in college or a
recent graduate and came to college directly from
school. if including, then use two lines - no boxes
or tables.

Note: If you have done other training, (ECDL, First Aid, Safe Pass, etc.), these should not be
included in the education section, instead put into a Skills or Additional Qualifications section.

WORK EXPERIENCE
Date - Date Job title, Employer Name, Location (also brief description of the nature of the

business, if it is not obvious from the name or not a well-known company)
Duties: • These should be in bullet format.

• Focus on your achievements in the job rather than routine tasks.
• Start each bullet with an active verb.
• Do include summer jobs - these demonstrate a good work ethic.

Date - Date Job title, Employer Name, Location
Duties: • Try not to repeat the same points for each job - make

them different.
• You can include unpaid/voluntary work in this section -

you just need to be clear that it was voluntary.

Date - Date Job title, Employer Name, Location
Duties: • You can break the rule on reverse chronological order by having two work

sections - “Relevant work experience” and “Other Work experience”.
• This allows you to highlight relevant work experience first even though it might

have been some time ago.

Make sure email
address is

professional. No need
for date of birth

This section
should be no

longer than 2 to 3
sentences.

Accountancy and law firms like to
see percentages for each subject

Not essential
to use the word

"Duties" or
"Responsibilities"
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SKILLS PROFILE
Name skill Generate a list of your skills, and examples of where you demonstrated them. You

can’t just claim to have a skill (e.g. excellent communication skills, team player, etc.)
- you must prove it with examples. Employers take the view that the best indicator
of future performance is past performance.

Name skill Examples can come from your work experience (both relevant and non-relevant)
from your hobbies/interests and from college work.

Name skill Include skills in this section that the employer is interested in. There is no point in
highlighting your sailing skills unless they are looking for a sailor! Read the job
advertisement or specification carefully and be sure that you include the skills
required. Many big employers will scan CVs for key words and short list on that
basis, so make sure you have included the key words.

Name skill While many graduate roles require the same skills (communication skills, team work,
IT, etc.), do not be lazy about reviewing this section every time, even for the same
types of jobs; as there may be subtle differences in what they are looking for.

Name Skill If you mention language skills and IT skills, be sure to state your proficiency level
e.g. “fluent”, “conversational” etc., in relation to language skills or “proficient”, “very
experienced” in relation to IT ability.

Name Skill If you are applying for a technical role, you may need a separate “Technical Skills”
section to outline your specific technical expertise e.g. lab skills, surveying, testing,
programming languages.

ACHIEVEMENTS
• This section is not absolutely necessary.
• If you have lots of achievements e.g. scholarships, publications, presenting at

conferences, fundraising for charities etc - great!
• If your greatest achievement to date is winning the egg and spoon race at the

Community Games when you were 12, it may be best leave this section
out completely!

INTERESTS/ HOBBIES
Name the interest - Some employers like to see this section , as it gives an insight into the person.
Don’t be tempted to lie to make yourself more interesting – only include the hobbies and interests
that you have. You may be caught out at interview when they decide to ask you about your fictional
love for kayaking.

Name the interest - Try to go beyond just a list e.g. Reading, swimming, football, cinema – give a
little bit more information. Explain your level of interest e.g. “Soccer – play with Great Soccer FC,
won the league in 2010” or maybe “Enthusiastic supporter of Manchester United”, Reading –
especially crime novels and autobiographies”

REFEREES
Give two referees, if possible one should be academic and the other work related. However, for
further study two academic referees might be more appropriate. Ask your referees’ permission
before you include them. Include their job title and contact details - phone number and email. If you
are running out of space - you can say “References available on request”.
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Education and qualifications

Remember to include your most recent and

relevant qualification first in this section.

You don’t have to include every subject and

grade for every year but do include relevant

modules and projects. If you haven’t

completed your course it is important to

mention a realistic, expected overall result

for the year.

Examples
Example 1

2009–2010, Higher Diploma in Business Studies 2.1, National University of Ireland Galway.

J.E Cairnes School of Business

Modules: Management, Accountancy, Industrial Relations, Management Information Systems,

Communications, Marketing Principles, Business Law, Economics and

Consumer Behaviour.

2006-2009, Bachelor of Arts 2.2, National University Of Ireland Galway.

Subjects Geography & Sociology & Politics.

Geography Dissertation: An analysis of the rural

environment protection scheme in

Co. Waterford.

First year subjects: Economics & Psychology.

Example 2

2008 - present: Bachelor of Engineering, (Biomedical) at National University of Ireland, Galway,
(NUIG), Ireland. Expect to graduate in May 2012 with 1.1 honours

Final Year Project: Computational modelling of ________using __________ and _________ to
develop_______.

5

Some employers want to
see all of your results.

Check their expectations
before filling out

this section.
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Other Projects:
• Completed third year project on ___________with the use of three-dimensional design modelling

program, Inventor.

• Completion of various laboratories, specifying a number of simulations using Abaqus (Finite
Element Analysis).

• Group work, including _______ and __________ and group design projects such as__________ .

Final Year Subjects: Polymers & Polymer Composites, Project Management, Finite Element Methods in
Engineering Analysis, Biomechanics, Elements of Pathology, Surgical Practices, Tissue Engineering, Medical
Implant & Device Design.

Third Year Subjects include: Biomaterials, Design Office, Fluid Dynamics, Polymers and CAD.

Example 3

2008 - 2010, Masters in Mathematics National University of Ireland, Galway.

Year 1 Result: 1.1 Overall Result: 2.1

• Modules Studied: Topics in Algebra, Analysis, Group Theory and Topology.

• Projects: A Study of ___________.

• Thesis: A Study of ___________.

2005 - 2008, Bachelor of Arts, National University of Ireland, Galway

• Overall Result: 1.1

• Year 3: Mathematical Studies 75%, Psychological Studies 72%

• Year 2: Mathematical Studies 82% Psychological Studies 71%

Example 4

2005 - 2008 NUI Galway - Bachelor of Civil Law (B.C.L). Obtained 2.1

• 3rd Year Subjects: Land Law 54% Equity 63%, Labour Law 71%, Evidence 57%, Criminology 81%, Criminal

Justice 59% and Clinical Placement.

• 2nd Year Subjects: European Community Law 54%, Company Law 64%, Criminal Law76%, Family Law 59%,

Media Law 68 and Health Law and Policy 53%.

• 1st Year Subjects: Legal Methods & Research, Irish Legal Systems, Constitutional Law, Contract,Tort, Public

Law and Sociology of Law.

1999 - 2005 Convent of Faith, Church Road, Bigtown

Leaving Cert. 490 points

• Higher Level: Geography (A1), German (A2),Accounting (A2), Irish (C1), Business (B3),

English (C1), Lower Level: Mathematics (B1).
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Work Experience
Remember if you have experience that you wish

to highlight to the employer, you can split

your work experience into 2 sections –
relevant and other. This section can also

include unpaid/voluntary work experience.

Examples
Example 1

Jan 2010 Substitute Teacher, St. Someone’s School, Pleasantville.
Taught both honours and ordinary level English and geography to students from first year to Leaving

Certificate. Created lesson plans in line with the current curriculum. Created resources for these

class groups, assigned homework, corrected and graded assignments. Provided yard supervision

during lunch break.

Example 2

September 2009 To Date: Student Ambassador, NUI Galway

RESPONSIBILITIES: Promote the University at events and conduct guided campus tours
Interact with prospective students and their parents about what the University has to offer and answer queries.
Delivered a presentation titled 'My NUI Galway Student Experience' to prospective students and their parents at 
the annual undergraduate open day.

Example 3

Summer 2011 Waitress, FishermansWharf, San Francisco, USA

DUTIES:

• Ensured excellent levels of customer service

• Worked effectively with other team members to meet customer needs

• Promoted special offers and customer loyalty programme

Try to quantify
achievements in your role

e.g. increased sales by
20%, exceeded target by

15% etc.
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Example 4

November 08 - Present: Security Guard, Safeashouses Security, Galway.

RESPONSIBILITIES:

- Conduct hourly patrols of the warehouse

- Complete daily reports and submit to the General Manager

- Complete checks on alarms and safety equipment

- Collect money from canteen and deliver to safe

Example 5

Summers ’08, ’09,’10 . PART-TIME STORE ASSISTANT, CORNER STORE LTD, VILLAGE.

RESPONSIBILITIES:

• Ensured high levels of customer care and service

• Monitored and replenished stock levels

• Processed cash and credit card transactions

• Reconciled cash at daily close of business

• Trained new staff members on store procedures

Example 6

Sep ‘10 – May ‘11: Member of NUIG Law Society Public Relations Committee (voluntary)

• Drafted press releases and liaised with campus radio and newspaper.
• Participated in analysis and discussion of the best way to increase membership.
• Promoted various Law Society events through e-mail, poster and social media campaigns.

8

CV bookletAW:Layout 1  17/10/2013  11:21  Page 8



Skills Profile
Remember - Most graduate employers state the type of

skills they are looking for when hiring graduates

(usually available in the job specification or on the

company website) so it is always a good idea to

tailor your CV by highlighting your relevant skills

in a skills profile with evidence of where you have

developed them. A skills profile is only effective if

you tailor it for each job you are applying for to

illustrate that you are an ideal candidate for the

role on offer. You can include 4 to 5 skills which,

generally would include communication, team work and

IT skills for most graduate roles.

Examples
Example 1

Problem Solving: Proven ability to take an analytical and systematic approach to researching and

solving problems demonstrated through numerous technical projects.  

Computing: Proficient in MATLAB, Abaqus, Fortran, Microview, CatSIM, AutoCAD, Inventor. Highly

experienced in MS Office. (Be sure to include all packages that you are familiar with in this list)

Teamwork: Developed the ability to work efficiently and effectively as part of a team through 

role as a student process development engineer at Xyz Software Ltd.

Communication skills: Excellent written and oral communication skills developed through

researching and writing essays and delivering numerous presentations throughout  degree programme.

Example 2

Languages: Fluent French and conversational Irish.

Teamwork: Proven ability to work as part of a team demonstrated through involvement in numerous
successful marketing projects during marketing internship position. These included college open days 

9
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Project Management: Excellent project management skills developed through  role as Captain of the NUI
Galway Hockey Club, which involved hosting, promoting and arranging sponsorship for the annual Hockey
Intervarsity Championships for all Irish Universities. 

Communication skills: Excellent communication skills developed through delivering presentations as part of
college work including a recent Google Ad Words presentation.

Example 3

TEAMWORK: worked on group projects with Great Company Inc. where participating as part of a sales team

and contributing to the group’s overall effort was essential to achieve and exceed targets.

RESEARCH: completing numerous projects to a Masters Degree level has enhanced  analytical, computer

and research skills. Also completed research methods module.

COMMUNICATION: teaching at a primary school has strengthened  oral and written communication skills.

LEADERSHIP: regularly provide cover for shop manager in Casey’s Corner Shop and delegate tasks effectively

to other team members to ensure high customer service levels. Also coach under -14 football team and

motivated team to reach league final.
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Interests 
Remember - The interests section of the CV is an opportunity to

let your personality shine through. Don’t be tempted to make up

interests and hobbies to sound more exciting - only include

genuine interests as these could well form the basis for questions

in the interview. Leave out any mention of "socialising with my

friends" as recruiters will most likely interpret this as

‘partying’, which may not be the impression that you want to give.

Not everyone has hiked the Andes but if you have completed a major

personal goal (a marathon for example) include it, as this will

demonstrate your commitment and determination.

Examples
Example 1

Running: ran numerous 10km races and Connemara Marathon for Action Breast Cancer 

Bikram Yoga: attend a weekly class

Skiing: active member of the NUI Galway Snow sports Club, attend annual ski trips.

Reading: especially crime detection novels and biographies

Example 2

Rugby, Gaelic games, fishing, traditional music and singing
Student Treasurer NUI Galway Rugby Football Club 2009-2010
Club Captain NUI Galway RFC 2010-2011 and Longford RFC 2010-2011

Example 3

• Completed an FAI soccer-training course, which is a basic coaching course aimed at introducing children to 

fun soccer games and fundamental movement skills.

• Completed the Dublin City Marathon two years in a row, raising money for a local charity.

• Enjoy cooking and trying out new recipes.

Example 4

Level 2 Kayaking + CPR Certificate. ALIVE Certificate for volunteering involvement in an after-school homework

club for disadvantaged children.  Athletics: winner of 2 Leinster cross country medals and represented Ireland

at underage level.  Travelling: have travelled extensively in Australia, US, Hong Kong and visited several

European Countries.

11
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Achievements 
Remember: this is an optional section where you can

highlight any personal or academic achievements such

as awards, scholarships, competition success, etc.

Try to keep it relatively current, as including many

achievements from school may just highlight the fact

that you have not had many college successes. If you

do not have a lot to put into this section consider

including individual achievements as evidence in your

Skills Section or in the interests section.

Examples
Example 1

Received ALIVE certificate in 2009 and 2010 for volunteering achievements.

Received ASIST (applied suicide intervention skills training) certificate in 2010. 

Team member on the NUI Galway Fitzgibbon Cup winning team 2010.

Achieved bronze medal in An Gaisce President’s Award.

Example 2

2009 University Scholar Award based on  2nd  year  results
2009 Finalist in the Bachelor of Commerce Innovation Creativity and Enterprise Module (ICE) 
2008 Elected member of the school council at Rice College Ennis 

Example 3

• Elected Class representative for the MA in Digital Media 2009/10 which involved liaising between 

academic staff and students.

• Presidents Award Gold medal for involvement in volunteering work with Cancer Care West.

• Successfully completed the ‘Four Peaks Ireland’ challenge as part of a team.

Example 4

- Awarded Title of University Scholar in 2008 based on first year results

- Received an “On The Spot Award” for creativity from (insert company name) for a project completed 

during student  placement.

- Awarded a UREKA Scholarship 2009 which involved working on an interdisciplinary research project in 

regenerative medicine. 

12
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Cover Letters
A good cover letter should be memorable 

and should not follow a formulaic approach.

There are things that you need to include

but you should try and be individual. Your

cover letter should be in standard business

letter format.

Use your cover letter to highlight the parts of your CV that you think are most relevant to the

employer and to the job you are applying for. Your cover letter must be targeted and tailored to the

company; it should not be simply copied and pasted changing company names.

Address your cover letter to a specific person if possible, rather than writing “To whom it concerns”

or “Dear Sir/Madam”. If you do not know the contacts name you can call and ask for the name and

correct spelling of the person who is responsible for filling the vacancy. This information may also

be available on their website. 

What to include?
When writing a cover letter the following can be used as a guide:

Introduction

Should include your background i.e. I am a Graduate Civil Engineer…. and then indicate the job

that you are applying for. 

Why this company?

What is it about this company that interests you? You should outline why you want to work for the

organisation? What about them has grabbed your attention? Perhaps mention, maybe something

about them that you have come across as part of your research into the company? It could be

their products, reputation, training and development, best company awards, etc. Your cover letter

should be genuinely enthusiastic and not a standard letter.

13
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Why you?

This is the most important section where you outline what you can do for them. Companies are tired

of hearing what a great opportunity it would be for you to get a job with them. What they really want

to know is what you can contribute to the organisation so you should highlight your unique selling

points such as your knowledge, skills and experience. Make your examples specific rather than

general. For instance rather than saying you have good team work skills outline where you

developed them - “While working as a student engineer on placement I developed teamwork

skills through  involvement in a successful design project.” When highlighting what you can offer

a company you should outline how you match their requirements laid out in the job specification.

Closing the cover letter

Finish off by summing up why you believe you are an ideal candidate and outline when you are

available for interview. End your letter on a professional note.

Keep your Cover letter positive, this is the not place to mention disappointing exam results or

personal problems.

Cover letters should be no longer than one typed page. If you are emailing your application you can

use the cover letter as your email rather than as an attachment. (There is no need to include

addresses at the top of an emailed cover letter).
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Targeting CVs
Here are some ways you can adapt your CV 

to present your education and experience

specifically for the role you are applying

for:

Law and Accountancy

These firms like to see more academic results than other employers, so give a breakdown of

modules and marks, year by year.

Include all relevant work experience, even if it is only shadowing for a few weeks back in 

Transition Year. 

Science and Engineering

Include a section with your technical skills - lab work, testing, equipment, techniques learned etc 

Be sure to include all projects with detail on what you completed/achieved.

Include your work placement in the “Relevant Work Experience” section rather than in the 

“Education” section.

Include any supervision of first year labs or tutorials in the “Work Experience” section even if it was

unpaid. 

Nursing/Health Sciences 
Nursing CVs require more than the ward name in clinical placements - specify whether it was

surgical, medical, pediatric, oncology, etc. 

Outline skills developed as part of the core placements in the Work Experience section. 

Teaching

Specify your teaching subjects at the beginning of the CV; don’t expect the employer to figure it out

from your degree.

Include any volunteering  in your “Relevant Work Experience” section e.g. homework clubs, sports

coaching, drama and youth work.

Keep details on irrelevant work experience to a minimum. 

15
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Academic research 

Specify your research interest areas at the beginning of your CV.

Outline your research skills in the skills section of your CV.

Include separate sections on publications, conference presentations, teaching experience and

academic administration.

The 2 page rule doesn’t apply to academic CVs - they can be longer provided all information is

relevant. 

Mature Students and Career Changers

If you have loads of experience but it’s just not relevant to the job, consider a skills-based CV which

lists the key skills you have developed throughout your career to date. Give evidence to support

each skill listed - remember employers take the view that past performance is the best indicator of

future success. 

Arts

Lots of graduate jobs are open to graduates of any discipline, as an Arts student you need to

emphasise your skills and relevant knowledge or experience.

Consider the skills you have developed through:

Your degree: e.g. written communication skills, analytical ability, research, presentation skills etc.

Your work experience: e.g teamwork in a retail store, communication skills in a customer service

role, leadership demonstrated through supporting new staff in your part time job. 

Your hobbies and interests - e.g. planning and organising skills proven by running successful

events in a club or society, self motivated demonstrated through sporting achievement, fund raising

for or volunteering with a charity. 
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CV Checklist  
Use the following to review your CV. Try to get 
as many “Yes” answers as possible before meeting 
a Careers Advisor

Personal details Yes no

Will the employer be able to contact you easily at this address? 

Have you included an email address that you will be checking regularly?

Is your email address a “professional” one? (e.g. includes your name not a nickname)

Do your personal details account for no more than one third of a page? 

Is your nationality and work permit situation clearly stated? (international students)

Personal Profile/Career objeCtive
If you have used a personal profile or career objective at the beginning of your CV, is it no 
longer than 2/3 sentences?

Is the personal profile tailored to the role being applied for? Does it really reflect what you 
have to offer or is it very generic? Try to include some evidence to make it specific to you 
and the role on offer.

eduCation
Does this section include more than a listing of qualifications and grades? e.g. have you 
included modules, projects?

Is your course title/accreditation correct?

Have you mentioned expected final year result if in final year? (Don’t be worried if it  
looks more ambitious than your 1st and 2nd year results – if it is realistic, put it in.)

Have you listed your most recent or important qualifications first? 

Have you listed relevant modules/projects? (Accountancy and Law firms like to see all 
subjects and results)

Have you stated the Irish equivalent of any internationally obtained qualifications? 
(international students)

Have you mentioned any academic scholarships or awards? (These could also be 
included in your optional achievements section).

Work exPerienCe 

Have you included a broad range of experience - What about work in a family business, 
voluntary work or involvement in university societies? 

Have you included greater detail on more relevant experience? 

Have you given dates, job title, employer name and main responsibilities for each job?

Have you mentioned the nature of the business if that is not obvious from the employer 
name?

Have you used positive language – starting job responsibilities with a verb?

17
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skills Yes no

If you have listed skills have you included those outlined in the advert, job specification 
or employer's promotional material as necessary for the job? 

Have you used examples to demonstrate these skills?

Remember, evidence can be used from any area of your life including home, academic, 
work, hobbies, university societies, etc.

Have you mentioned the skills you have developed on your course and given examples 
of how you developed them?

interests

Have you given more than just a list of activities?

For example, if you like reading, say what kind of books you read

Have you included only current interests? 

If you have very few current hobbies and interests expand on these - Never lie about 
your interests!

referenCes

If you are including referees, have you asked them for their permission and explained 
what sort of opportunities you are applying for? 

Have you checked to ensure contact details of referees are correct?

Is it obvious how your referees know you? 

Even if a work referee has moved jobs, include, for example “former manger in” to 
explain the connection

General

Has your CV been thoroughly checked for spelling, grammar and correct use of language? 

Does it follow a consistent layout?

Is the most relevant information given priority on the page / the most space? 

Do your section headings clearly reflect what information the sections contain? 

Have you checked that there are no gaps in your history? 

Is it clear to read, and fonts consistent and not too small? 

Does it fit on two pages without looking crowded? 

Have you checked that you have not split a section over two pages? (e.g. ensured that 
section headings do not appear at the end of the page with the content related to it on 
the next page?

Is each section clearly identified and formatted in the same way? (e.g all headings in font 
size 12 and bold)

Is information presented in bullet points rather than long sentences?

Have you limited the use of personal pronouns? E.g “I”, “me, “ my”

finally, does the Cv really “sell” you? is it clear to the employer what your  
usP’s (unique selling points) are? 18
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Open weekdays
Mon - Thurs: 9.00am - 5.00pm
Friday: 11.00am - 5.00pm

15 minute appointments
(book through Connect)
11.00am - 12.00pm
2.30 pm - 4.00pm daily

Career Development Centre, 
Arts/Science Building, 
National University of Ireland, Galway

Tel: 091 493589  Email: careers@nuigalway.ie 
Web: www.nuigalway.ie/careers

Join us on Facebook
facebook.com/Careers.NUIGalway

Follow us on twitter
twitter.com/#!/NUIGCareers

 
 

CV bookletAW:Layout 1  17/10/2013  11:21  Page 19

CAREER
DEVELOPMENT

CENTRE

J6441NW NUIG CV Booklet Back.indd   1 24/09/2014   11:21

http://www.nuigalway.ie/careers
http://facebook.com/Careers.NUIGalway
http://www.twitter.com/NUIGCareers

