Curriculum Vitae
The CV must be checked regularly after first preparing it, to make sure it is up-to-date. 

The CV should fill two A4 pages, but no more.

It must be made using a Word Processing program (such as Microsoft Word).

GENERAL

Is the layout in ‘conventional order’?
Personal Details

Skills and Qualities

Educational Qualifications

Work Experience

Achievements/Interests/Hobbies
Referees

Do not have a section which is split over the two pages.

Are the following consistent?

Fonts (use only one)
Tabs

Bold

Italics

Capitals

Underlining

Punctuation

Spacing

Have you checked …?

Spelling

Grammar

PERSONAL DETAILS

Have you included four items?

You must include your signature, signed with a pen.

SKILLS AND QUALITIES
Do you have three skills included?

Do you have three qualities included?

They must be written as sentences.
EDUCATIONAL QUALIFICATIONS

Have you included …?

Junior Certificate and Leaving Certificate


Years of exams

Subjects

Levels


Grades for Junior Certificate


‘Link Modules’ as a subject (not ‘LCVP’)

WORK EXPERIENCE

This must have been done in Fifth or Sixth Year (in at least one of these years)

Have you included …?

The date

The location (Name and address of organisation)

The duties you carried out

ACHIEVEMENTS/INTERESTS/HOBBIES
Have you listed at least five achievements, interests and hobbies? (two of one, three of another?)
Have you included at least one achievement?

Have you included at least one interest?

Have you included at least one hobby?
Note that sentences are not needed here – they can be listed as bullet points.
REFEREES

Did you give two referees?

For each referee, did you give their …?

Name

Position in the organisation

For each referee, did you give the address and telephone number of the organisation?
If stuck, it is easiest to give the Principal and Deputy Principal of Douglas Community School.
