A Chronological CV

What is chronological CV?

A Chronological is a CV which lists your experience and education in order (starting at the latest) and contains details about each job you have done.

This type of CV is good if you have been in the same type of job throughout your working life and have no large gaps in your history.  It can show how you have progressed through your career and how you have gained experience and responsibility.

If, however, you have had several totally different types of jobs (e.g. working in an office, then a shop, then as a receptionist) or you have gaps in your employment (e.g. bringing up children, sickness or unemployment) these stand out in this type of CV and another type of CV would be better (see functional or targeted CVs).

How Is A Chronological CV Laid Out?

When you write your employment history you list them starting with your most recent job, then the job before that, then the job before that, etc.

Remember to show when you worked there, what your job was and whom it was for.  These should go on the first line of each description so that they are clear and can be read easily.  Underneath this line you should describe what your job involved.

You should always try and write the most about your current/most recent job, as this will be the one that employers are most interested in - they will want to know more about what you have been doing in the last 12 months than what you were doing 10 years ago.

Education and qualifications should also be listed with the most recent first.  You only need to give details of when and where you were educated and what your qualifications are.

How Should I Describe My Jobs?

Describing what you did in each of your jobs is important.  Don’t just give a list of job functions (e.g. typing, photocopying, answering the phone) – try and expand each bit to include more information  (e.g. typing letters to customers and reports for the managers).  Remember that you are trying to show what you have to offer an employer and not writing a job description.

Although it can be good to say a little about what the company does, this only needs to be a short sentence as anyone reading your CV is more interested in you than what the company does.

Ann e. body
4 The Street, London, E11 4AB.

020 7123 4567    your@email.address
Profile

An experienced sales person with strong selling and customer relation skills and proven organisational and managerial abilities.  

Employment History

September 2001 – present
Assistant Manager
Bodwin Office Supplies, Wimbledon

· Responsible for supervising 3 members of staff, including staff rota, holidays, sickness.

· Communicating with customers regarding sales enquiries and complaints.

· Maintaining accurate stock records and re-ordering of items of stock.

· Dealing with cash payments and credit transactions.

· Cashing up and banking daily takings.

August 1999 – September 2001
Sales Assistant
Pasha Fashions, Teddington

· Selling items of ladies clothing to customers.

· Designing and setting up shop floor displays.

· Handling payments made by cash, cheque and credit/debit cards.

· Dealing with customer enquiries.

May 1998 – April 1999
Part Time Sales Assistant
Bookman Shoes, Richmond

· Selling men’s and lady’s shoes to customers and dealing with enquiries.

· Handling cash, credit card and cheque payments.

Education & Training

2002
Data-Tec Computer Training Ltd.


Computer Literacy And Information Technology - Stage 2


Microsoft Office User Specialist

1999 St Mary’s High School, Richmond

3 A Levels in English Literature, English Language and Art

5 O levels in Physics, English Language, Mathematics, English Literature and Art

Interests and Pastimes

I am interested in computing and am constantly increasing my skills in this area.  I enjoy horse riding, badminton and selling at car boot sales.

References

Available on request.

A Chronological CV
Ann e. body


4 The Street, London, E11 4AB.


020 7123 4567    your@email.address





Profile





An experienced sales person with strong selling and customer relation skills and proven organisational and managerial abilities.  





Employment History





September 2001 – present	Assistant Manager	Bodwin Office Supplies, Wimbledon


Responsible for supervising 3 members of staff, including staff rota, holidays, sickness.


Communicating with customers regarding sales enquiries and complaints.


Maintaining accurate stock records and re-ordering of items of stock.


Dealing with cash payments and credit transactions.


Cashing up and banking daily takings.





August 1999 – September 2001	Sales Assistant	Pasha Fashions, Teddington


Selling items of ladies clothing to customers.


Designing and setting up shop floor displays.


Handling payments made by cash, cheque and credit/debit cards.


Dealing with customer enquiries.





May 1998 – April 1999	Part Time Sales Assistant	Bookman Shoes, Richmond


Selling men’s and lady’s shoes to customers and dealing with enquiries.


Handling cash, credit card and cheque payments.





Education & Training





2002	Data-Tec Computer Training Ltd.


	Computer Literacy And Information Technology - Stage 2


	Microsoft Office User Specialist�


St Mary’s High School, Richmond


3 A Levels in English Literature, English Language and Art


5 O levels in Physics, English Language, Mathematics, English Literature and Art





Interests and Pastimes





I am interested in computing and am constantly increasing my skills in this area.  I enjoy horse riding, badminton and selling at car boot sales.





References





Available on request.

















Name and contact details are easy to read and easy to find








Make sure it is easy to see what your job title is.








List your most recent job first and give as much details as possible 








Show the details of your job, making sure you mention any responsibilities.








Personal profile - a short, concise and positive statement about what you have done, can do and want to do.








Continue listing and describing your jobs starting from most recent working through to your first.





Interests show other aspects of your personality.  If possible, show one that relates to work in some way or shows skills that are desirable in a workplace.








Referees are called after you have been interviewed, so it isn’t necessary to include their names and addresses here.








List your Education, starting at the most recent.  Include courses that are relevant to your work.








Only show when you studied, where you studied and what you studied.








