Basic Sample CV Structure 

Personal Details (make sure they’re accurate) 

Name:  
   

Give the name you want to be called by e.g. Dave not David 
Address: 


Full permanent address
Email address:
Don’t give your work address, if you don’t want a potential employer to email you at work 

Phone Numbers: 
Mobile and home number. If you are looking for a position overseas give the dialling code for Ireland (+353) 

   Date of Birth:
  
Not Mandatory 
Career Objectives/Profile


Use this to sell yourself.  This section should highlight how valuable your experience would be to a potential employer as well as emphasis your willingness to engage in a new challenge. Highlight your special/niche skills and personal qualities and describe the type of job in which you would like to use them. Action words are useful as is matching the job spec. This is a good section to adjust for each role you are applying for.
Education and Professional Qualifications

Education 


Most recent first, include qualifications, don’t include every exam result. If you have an honours degree, say so. Give the dates during which you attended college. Do give the name and location of your secondary school. Readers do like to know where applicants are from. 

Professional Qualifications 


Make it unambiguous. ‘Member of the Institute of Chartered Accountants – 1997.’  If you have first time passes in your exams say so.

Employment History

Dates: Use months and years – not just years.
Employer’s Name 


Do make sure to spell it correctly 

Employer’s Business 

Say something about your employer, especially if it is not well known or if you were employed overseas and the company is not known in Ireland. 
Section/Division

If you are working for a very large company or a company with alternative division titles explain the function of the division you are working in.

Position 

If your employer uses creative job titles, give a more meaningful job title to yourself also. If you are officially ‘The Assistant Vice-President – E.G.A.P’ perhaps ‘Management Accountant’ might be a more meaningful additional general title.

Responsibilities

Best covered in bullet form, best divided if possible, for instance into daily and monthly duties to make the section more readable. Don’t forget management of staff. Describe major achievements above and beyond the confines of your official job description (outline where you saved the company money or the outcome of a project you were involved in). 

Additional Skills 


Anything which may be perceived as of additional value to your potential employer/team e.g. IT, Foreign Languages, Driving Licence
Training                                      

All relevant courses to be included, don’t list irrelevant ones

Interests/Hobbies                      

Don’t treat this section as an after thought; it may well prove to be of interest to the interviewer also. Show how your hobbies develop skills needed for the job. Make sure your hobbies and interests represent a well rounded individual. Highlight any achievements you are particularly proud of. 

Most employers like to see at least one activity or team orientated sport as this emphasises your ability to work effectively in a team environment. Also any involvement with or support of charities should be included. Anything you are passionate about is great as if this comes up you will be comfortable talking about it and this will show.

Be descriptive, it is more interesting to say ‘I am an avid Golf player. I am a member of the Balbriggan Golf Club. I play there at least once a week, am an active member of the players committee and play in several tournaments annually’ than to say ‘I play Golf’ or list your hobbies ‘Golf, Hill walking and Reading’. 
Referees                                     

Available on request if tight for space or detailed if not. Two is sufficient.
Include the details if possible –but you can leave out their contact details if you wish.
