CHRONOLOGICAL CV /Sell your degree! \
Useful when you have relevant

As well as listing

work experience Name relevant modules

you should
Address highlight skills
Mobile Phone, Email address and achievements

gained from your
studies such as
presentations,

EDUCATION Work, dissertaton
Sept 20’_?’? —July 20?7, BA Hons Bu5|_ness Studies with Marketing (2:1 achieved) high marks etc.
University of the West of England, Bristol

LinkedIn profile URL

e This degree included a placement year at ABC Insurance with the Marketing Team
¢ Modules included: Finance (Understanding Financial Information and Managing Finance), Human
Resources, Marketing, Marketing Research, Operations Management and Business Strategy.

Additional achievements and skills:

e Achieved a First Class pass in a Project Management module

e Conducted an Independent Study Project about Marketing Communications methods using
research undertaken during my placement

e Performed quantitative and qualitative analysis of complex, varied information in coursework
projects and applied this knowledge on placement at ABC Insurance

o Developed essential business skills through group assignments, including preparing and
delivering presentations, team working, forward planning, organisation, prioritisation and

You leadership
do not

d .
st |2072- 2072, Kings School, Coventry

every | A Levels Biology (B), Chemistry (C), General Studies (D)
GCSE | AS Levels Geography (A), Mathematics (C)
9 GCSE'’s at C and above including Maths and English

The separate section for the placement gives it
prominence and makes the employer aware of its
quality and value. Other relevant experience to the

RELEVANT EXPERIENCE job you are applying for can also go in this section.

July 20?? — August 20??, Industrial Placement Year, ABC Insurance, Coventry

¢ Gained substantial experience of implementing database marketing programmes for new product
lines

e Extended my communication and organisation skills through project work. The projects involved
negotiating with and selecting third party suppliers, writing the communication material and
liaising with internal specialists to ensure compliance with company guidelines

o Liaised with staff at all levels including Senior Managers. Established my credibility as a
placement student by being well prepared for every meeting, contributing ideas and being willing
to learn. Received very positive feedback as a result

e Achieved my placement targets of reviewing marketing materials, undertaking marketing
research for a new product and reporting back to the Marketing Director. This required excellent
planning and organisation skills as | was often managing a number of tasks at one time within
very tight time constraints

o Delivered presentations to large audiences of up to 150 people at Business Leaders events,
which increased my confidence with responding to questions under pressure

e Developed excellent working knowledge of Microsoft Office. Analysed complex spreadsheets
using Microsoft Excel built presentations using Microsoft PowerPoint and used Microsoft Word
on a daily basis for reports and letters

¢ Increased my business and commercial awareness and was able to apply this new knowledge to
my final year degree studies

Give examples of tasks you undertook,
key duties and the skills you used.
Reference figures and quantify where
annlicable such as taraets reached




EMPLOYMENT
July 20?7 — Present, Receptionist and Waiter (f/t), Jurys Hotel, Coventry

Effectively handled customer enquiries, both face to face and over the telephone. This role
developed my communication skills with the public and | received positive verbal feedback from
customers about the service | provided.

Liaised with other departments within the hotel, giving full information on customer requirements
and expectations for private functions and conferences.

Worked closely with team members and improved my communication, administration and listening
skills. Gained experience of using office IT systems on a daily basis.

July 20?7 — April 20??, Fixed term contracts, Select Employment, Bristol

During summer vacations, | have worked for Select employment at various locations including

Motion Media, City Council, HP and NHS Direct, mainly in customer service and administration
roles. Temporary employment provided the opportunity to develop skills in communication and
teamwork, adapting to the new surroundings to perform the work professionally and efficiently.

Volunteering looks great on your CV!

VOLUNTARY WORK Highlight relevant skills gained from

July 20?? — June 20??, St Peter’s Hospice, Bristol

voluntarv activities.

Through the UWE Community Volunteering Programme | worked in a charity shop for 1 afternoon per
week during my studies. This demonstrated dedication and commitment especially when | had a lot
of university deadlines to meet during the exam period.

Oct 20?? — Oct 20??, Assistant Section Leader, Coventry Scout Group

Supervised and organised activities and games as an Assistant Cub Scout Leader for a cub pack for
1 year. This voluntary work demanded planning and organisation skills to ensure all materials required
were available, and an ability to build rapport with children, parents and other adult leaders.

ADDITIONAL SKILLS & INFORMATION

Confident user of Microsoft Office, gained through work experience and university. This includes
high competency in Excel, PowerPoint, Word and Outlook

Currently completing Lynda.com training courses to improve my knowledge and skills in Online
Marketing and using InDesign

Full clean Driving Licence

Enhanced CRB Certificate how they are relevant to the job you are

applying to rather than just giving a list.

Demonstrate the value of interests and

INTERESTS AND ACHIEVEMENTS

REFERENCES if there is space.
John Smith James Pearson ::é?eeszr\'g"fma”
Personal Tutor at UWE Area Manager, Kingswood Leisure Centre suffice!
John.smith@uwe.ac.uk Jpearson@kingswoodleisurecentres.co.uk

Currently a Student Member of the Chartered Institute of Marketing, which includes attending
conferences and staying up to date with industry news and developments

Achieved Bronze Duke of Edinburgh Award gained in 2015 which developed many skills including
planning, teamwork, communication and self improvement. Gaining the award involved taking part
in an expedition, hiking a total of 15 miles over 2 days, completing a First Aid course and improving
my cookery and running skills.

Walking to the top of Snowdon in 2015 and cycling holidays exploring Norfolk, Wales, Ireland and
Holland demonstrate my love of the outdoors.

Include reference \

Alternatively, you
can put Available
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