CV advice
Sections:
Name and contact details
· Provide your full/preferred name with any details that employers could use to contact you (email address, phone number, mailing address) – use a permanent address so you don’t have to keep changing it!
· Provide a brief summary of yourself in one or two lines
Sample summary 1: I am a 3rd year Warwick University student studying for a Master’s in Mathematics, graduating in July 2022, I seek to utilise my strong problem-solving skills in software development and data analysis.

Sample summary 2: A charismatic and diligent individual who is adaptable to any opportunity that challenges me. Through my choice of analytical A-levels, I have built on my tremendous attention to detail. I am a confident public speaker who thrives working under pressure. The experience that I have gained from working as a tutor, as well as being a member of various student councils, I understand the importance of teamwork, meeting deadlines and professionalism. I plan to use these skills to attain a role in the Property industry. I believe I will be an asset to any company, as I bring a wealth of knowledge, I am determined to succeed, and I understand the importance of adaptability in the fast-paced Property industry.

· Do not include a picture of yourself on your CV
· Keep this section brief 
Education
· Go in order from latest education to oldest (go as far back as GCSE’s)
· Display all relevant modules/qualifications that could be applicable to the job
· Display any future graduation dates or planned dates to start any education
· Use official names of the schools you attend (not shortened versions or abbreviations)
Experience
· Go in order from latest experience to oldest
· Use short and concise bullet points to describe your relevant experiences
· All experience can be relevant: Work experience, extracurricular activities, volunteering activities – think outside of the box to make experiences relevant to the jobs you’re applying for
· Leadership positions in extracurriculars (or general involvement in the extracurriculars) can be valuable to show leadership skills and teamwork
· Quantify your achievements, show what you’ve managed to achieve explicitly (don’t be vague)




Awards, skills and interests (miscellaneous information)
· Indicate any soft/hard skills that you have, provide evidence of when you’ve applied those skills (i.e. previous projects, work experiences)
· Include awards such as scholarships, competitions, etc.
· When including soft skills: Include brief examples of when you’ve utilized those skills. Do not grade soft skills numerically (i.e. 90/100, 50/100)
· Include interests, they can be talking points during an interview
· Hard skills include technical skills (programming languages, technical qualifications)
· Soft skills include skills such communication, teamwork, organisation, time management, etc.

General tips
Do’s:
Keep the format clear and concise: Employers spend an average of 30 seconds looking at a CV so they need to find relevant information quickly
Make sure your CV fits all in one page 
Don’ts:
NO TYPOS – double check everything you write down and get someone to help you proofread it
















[Name]
[Physical Address] [Phone Number] | [Email Address]

EDUCATION
[University Name]	[City], [State/Country]
Bachelor of [Arts/Science] in [Major]	Expected [Graduation Date]
· GPA: [xx] / 4.0; SAT: [xx] [If you’re outside the US, list grades under your system here instead]
· Honors: [xx]
· Relevant Coursework: [Economics / Accounting / Finance classes, anything business-related]

WORK & LEADERSHIP EXPERIENCE
[Company Name]	[City], [State/Country]
[Position Title], [Group Name]	[Start Date] – [End Date]
· [Summary sentence stating what you did and the overall results of your work]
· Selected [Client / Project / Transaction] Experience:
· [Project #1]
· [Led team to do xx, which resulted in more efficiency / time or money saved / higher sales]
· [Project #2]
· [Analyzed xx and concluded that key factor was xx, which made project viable / not viable; resulted in company proceeding with project]
· [Project #3]
· [Created xx new method for doing xx; led to increased efficiency / sales]

[Company Name]	[City], [State/Country]
[Position Title], [Group Name]	[Start Date] – [End Date]
· [Summary sentence stating what you did and the overall results of your work]
· [Led team’s efforts to do xx by creating/managing xx; resulted in increased sales / profits / cost savings]
· [Analyzed options available for xx and recommended xx based on time and resource considerations; implementation led to successful marketing of xx]
· [Developed strategy for marketing to new prospective clients / fund-raising / promoting brand; resulted in increased awareness / capital commitments]

[Student Club Name]	[City], [State/Country]
[Position Title]	[Start Date] – [End Date]
· [Summary sentence stating what you did and the overall results of your work]
· [Recruited over xx members to club with promotional campaign]
· [Organized conferences, speaker events and community events]

SKILLS, ACTIVITIES & INTERESTS
Languages: Fluent in [xx]; Conversational Proficiency in [xx]
Technical Skills: [List any programming languages – not MS Office/Excel]
Certifications & Training: [Any extra courses or programs relevant to finance]
Activities: [Student Clubs, Volunteer Work, Independent Activities]
Interests: [Keep this to 1-2 lines and be specific; do not go overboard]
source: Mergers and Inquisitions website
