CV Guide for Part-time Jobs
This style of CV is only applicable for jobs that are not course related. When applying for work experience opportunities related to your course/or graduate jobs you need to change your CV style and you should either: 
1. Consult with a career adviser.  

2. Consult the Careers Service website CV guidance section. 
3. Attend one of the CV seminar presentations held in the Careers Service. 

4. Pick up a CVs/Covering Letters Booklet from the Careers Service 

There is a lot of competition for part-time jobs and employers reject poorly prepared CVs – So spend time on getting your CV right. 

A CV is a personal marketing tool and if presented in a well-structured professional way it should make a ‘professional offer’ to any prospective employer conveying: 

• Details of your employment history (paid/unpaid) 

• A strong skills section 

• Your particular strengths at their best advantage in terms of your experience, skills, qualities and capabilities in the workplace 

• As relative as possible to the job you are applying for 

Above all your CV needs to have impact to convince any employer they should offer you an interview – if it doesn’t sell you, it won’t get you interviews. 
The golden rules for any CV are that it must: 
1. Explain what you did / what were your responsibilities / what you gained 

2. Offer evidence to support the statements you are making 

3. Convey you are a potential asset to an Employer 

4. Highlight your successes 

Some General Tips 
• In most circumstances, keep the CV to a maximum of two pages (or up to 500 words), - Employers don’t read extensive CVs 
• Align the text from the left-hand margin 

• The grammar and spelling MUST be correct – if not, your CV gets discarded 

• If supplying a covering letter – address it correctly and to the correct person and keep it to one side of A4. Make sure you don’t duplicate information.  

• Don’t use BLOCK Lettering/UPPER CASE LETTERS for whole words 

• Use one font style throughout the CV don’t switch (eg from Arial to Times New Roman) 

• Use font size 14 or 12 for all Headings (bold them) and font size 12 for general text 

• Only underline headings (if at all) 

• Don’t insert your details in tables/columns 

• Use the correct tense when describing information 

• Avoid over use of same verbs; omit pronouns 

• Don’t use acronyms or abbreviations eg QMU should be Queen Margaret University, Edinburgh.  

• Don’t use statements/phrases you can’t support or that will put pressure on you to live up to very high expectations eg, I have fantastic communication skills 

• Don’t have any gaps in your history – an Employer will ask you at interview to explain any gaps. 
• Don’t assume an Employer can detect any of your responsibilities/skills developed just from a job title or by giving a very small brief – you must devote 4/7 lines explaining exactly what your role was/what skills you developed from any job.

• Don’t have a standard CV that you use for every job you apply for – It needs to be adapted (as much as you can) to make it as relevant as possible to the job description provided. If you are applying for a job where you have no previous experience, then to convince the employer they should still consider you, you will need to emphasise / talk up your transferable skills and your adaptability. In this situation place greater emphasis on skills you know can be used in any employment environment (refer to the skills portfolio document for examples). 

Now to the CV content – use the following Headings and in this order 
1. Your Contact Details section: 
What’s needed: 
1. Your Full name 

2. Your term time address 

3. Term time telephone numbers (landline and mobile numbers) 

4. Email address 

Any changes to these details - make sure you update your CV as an Employer could be trying to contact you to offer you an interview. 

What’s not needed: 
1. No need to include your date of birth 

2. Marital status and number of dependents 

3. Family details (father occupation etc) 

4. Height, weight and other physical characteristics 

5. Health status 

6. A photo of you 

7. Coloured text 

8. Don’t use an email address that maybe considered offensive/comical – its considered unprofessional and some employers will not be impressed & could reject you as a consequence 

2. Personal Profile section 
What’s needed: A statement (4/6 lines) that emphasises the type of person or character you are within a workplace environment for example: 

‘A versatile, motivated, hardworking and adaptable individual who possesses a range of transferable skills. Has the ability to work on his/her own initiative and possesses a high standard of communication skills’ 
Or 
‘Self-motivated and hard working individual who deals effectively with problem solving situations. Best characteristics in the workplace would be efficiency, good communicator, ability to work well in a team. Possesses a good working knowledge of the main computer programmes including Excel, Word, Access and fluent with the internet/e-mail.’ 
Don’t use above examples into your own CV these are purely to give you some ideas – Employers who recruit through the Jobshop and get CVs from students with these statements will reject the CV immediately. 
What’s not needed: General statements that reflect personal interests or the desire to use your skills eg, "I’m looking for a position where I can grow with a company and use my skills". 

3. Employment History section 
Most students make the mistake here of being very brief and underselling themselves, yet this is the most important section of your CV and these details need to be on the first page of your CV as you want to make an impact with the Employer, who wants to be able to gauge from this section: 

• Have you done this job before – yes, then give me detailed evidence 

• If you haven’t done this job before – then what skills have you got to offer me to convince me I should still give you an interview 

• Show your current/most recent employment details first, then work backwards 

• Always think through your previous jobs, what skills did you develop/gain - you’ll realise you have a whole range skills when you really think about it so make sure you include them (refer to the skills portfolio document for ideas) 

Example: 
If you have experience of working in a bar, most students will only say the following for this job: Served customers, took customer orders, cleared the tables after use, cash handling. 

When in fact they may have developed all these skills: 

Team work, decision making, working on your own initiative, working and coping under pressure, customer service & customer care skills, communication skills both verbal & listening, working to deadlines, financial awareness/numeracy, organisation, time management, possibly supervision and therefore dealing with staffing issues, cash handling, product/market knowledge, health & safety knowledge, possibly creative thinking – thinking of new layouts, possibly promotional – promoting a particular brand of drinks therefore brand management, legal elements – licensing laws – So think it through 
If you have limited or no previous work experience, then any of the following experiences will have provided you with an opportunity to develop skills and could indicate to an employer you still have the potential to be employed: 

• Transferable skills 

• Any voluntary/charity work experiences 

• University course or school experiences 

• Any experiences of being a Course Rep/Team Captain/Head Boy/Girl of your School or School prefect 

• Experiences through any membership of any Professional Body/club/society 

• If you were a Scout/Girl Guide or in the Cadets 

• Hobbies/interests experiences allow you to develop skills 

• If you participate in any sports both team & individual ones 

What’s not needed in this section 
1. Giving extensive details about positions not related to your employment objective 

2. Complete employer addresses or telephone numbers 

3. Why you left a particular job – you can explain this at the interview 

4. Avoid misrepresenting or exaggerating tasks or accomplishments, as Employers will then have very high expectations of you and you put yourself under undue pressure 
4. Voluntary Work undertaken section: 
This type of work can be just as important as paid employment. It’s another means of convincing an Employer that you have the potential to be employed as you will have developed skills from voluntary work that can be used in a paid job situation. The fact that you have been prepared to work without getting paid also convinces an Employer that you will be committed and reliable. See the CV example below as to the kind of information you should look to include in this section. 

5. Skills Profile Section: 
This section is where you list those skills that also ‘market you’ as an employee, skills which are classed as ‘transferable skills’ and can be adapted to be used in any work environment – remember these skills just don’t need to be skills developed through paid employment. 

If you have no work experience of the job you are applying for, or limited work experience as a whole, then here is where you will need to emphasise your adaptability / capabilities to try and convince the Employer you can still work for them. 

You will have gained transferable skills through any of the following experiences: 

• Through your University course 

• School studies 

• Hobbies/interests 

• Any voluntary or unpaid work and don’t forget life experiences 

Devote about 4/6 lines to describing any transferable skills you have developed and try and give brief details of the circumstances you have developed them under. 

Some Examples of Transferable Skills include: 
Supervisory, communication (verbal, written, listening), teamwork, problem solving, decision making, numeracy/literacy, ability to work & cope under pressure, analytical, forward thinking, adaptability, flexibility, working in a target led environment, working on your own initiative, working to deadlines, customer service skills (refer to the skills portfolio document for more examples). 

What’s not needed in this section: 
References to personal traits such as dependability, organized, and fast learner. 

6. Additional Skills Section: 
Insert here such skills as IT (name the packages/programmes you are good at), if can speak any languages fluently, if you have a drivers licence, etc, devote no more than 4/6 lines to this section. 

What’s not needed in this section: Outdated computer software skills/packages, typing or data entry speeds, knowledge of common office equipment, etc. 
7. Your Education and Academic Qualifications section: 
Work in reverse order starting with: 

• Your University details first, University name, date you started (month & year), anticipated finish date (month & year), course subject title 

• Give very basic details of the course/modules undertaken 

• Now the same details for any previous University/colleges you attended 

• Now your secondary school details 

• Now show your academic qualifications again with your most recent first, with the date (the year only) and the grade in brackets after each subject 

What’s not needed in this section: 
• An extensive listing of your qualifications down the centre of the page – and don’t bother to show course marks 

• Primary school information 

• An extensive listing of courses undertaken 

8. Additional Qualifications/Certificates/Achievements section: 
Insert here other qualifications you may hold, eg, IT qualifications, first aid, life guard certificate any musical qualifications, anything that has been achieved outside the normal academic process – again just show the year it was achieved with the most recent first. 

9. Membership of Organisations or Professional Bodies: 
List here any memberships you hold such clubs/societies/professional bodies eg, you might be a member of a golf club, a sailing club or if you have previously worked and may have membership of a professional body such as Institute of Chartered Surveyors – this conveys responsibility and achievement to an Employer. 

10. Interests and Hobbies: 
Devote no more than 4/6 lines to giving details of your social interests such as sports, hobbies, any organisations/groups you are involved with, you might be part of a musical band – this kind of information also gives the Employer an insight as to what kind of person you are away from work and might also in some way be relative to the job you have applied for. 

11. References:
At this stage of your application all you need to write here is ‘Available on request’. If you are offered the job then you can provide the Employer with the actual contact details of your referees. Also by doing this, it saves space on your CV to devote to the more important information you wish to convey to the Employer. 

Now using the above headings your CV should look something like the CV example shown below: 
