
how to write a resume uk

how to write a resume uk effectively is a crucial skill for anyone seeking employment in
the United Kingdom. This comprehensive guide will equip job seekers with the knowledge
and tools needed to craft a compelling CV that stands out to UK employers. We will delve
into the essential sections of a British resume, from personal details and the personal
statement to detailed work experience, education, and skills. Understanding the nuances
of formatting, content, and the specific expectations of the UK job market is paramount for
success, ensuring your application accurately reflects your capabilities and suitability for
the role. This article provides detailed, actionable advice to help you present your
professional profile in the most impactful way, enhancing your chances of securing
interviews across various industries. By following these guidelines, you can create a
professional resume that clearly communicates your value to potential employers.
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Understanding the UK Resume (CV)
In the United Kingdom, the document detailing your professional history and qualifications
is most commonly referred to as a CV, short for Curriculum Vitae. While often used
interchangeably with "resume" in a global context, within the UK, "CV" is the preferred
term. A UK CV is typically a concise, yet comprehensive, overview of your professional
journey, academic achievements, skills, and personal attributes relevant to the job market.
Unlike some international formats, UK CVs generally do not include a photograph, marital
status, or date of birth due to anti-discrimination laws.

The primary purpose of a UK CV is to secure an interview. It serves as your initial
introduction to a potential employer, providing them with a snapshot of why you are a



suitable candidate for the role. Employers in the UK often spend only a few seconds
scanning a CV before deciding whether to read further, making clarity, relevance, and
strong impact critical. A well-structured CV demonstrates professionalism and attention to
detail, qualities highly valued by British businesses.

Key Sections of a UK Resume
A standard UK resume (CV) follows a generally accepted structure designed to present
information logically and efficiently. Adhering to this structure helps recruiters quickly
locate the information they need to assess your suitability for a position. While some
flexibility exists based on experience level and industry, these core sections are almost
always present and expected.

Contact Details
This section is always placed at the very top of your CV, making it easy for recruiters to
get in touch. It should be clear, concise, and professional. Ensure all information is up-to-
date and accurate.

Full Name: Your professional name, clearly displayed.

Phone Number: A reliable mobile number, including the UK country code (+44) if
applying from abroad.

Email Address: A professional-looking email address (e.g.,
firstname.lastname@email.com). Avoid informal or outdated addresses.

Location: Your town/city and county (e.g., Manchester, Greater Manchester). A full
address is generally not required for privacy.

LinkedIn Profile (Optional): A link to your professional LinkedIn profile if it is up-
to-date and relevant.

Personal Statement (or Personal Profile)
Immediately following your contact details, the personal statement is a concise, impactful
paragraph (3-5 sentences) that summarises your career goals, key skills, and most
relevant experience. It acts as an elevator pitch, grabbing the recruiter's attention and
encouraging them to read further. This section should be tailored to each job application,
highlighting how your profile aligns with the specific requirements of the role.

Work Experience
This is arguably the most critical section for most job seekers. It details your employment



history in reverse chronological order, starting with your most recent role. Each entry
should include:

Job Title: Your official position.1.

Company Name: The name of the organisation.2.

Location: City and country where the company is based.3.

Dates of Employment: Start and end dates (e.g., "Sept 2020 – Present" or "Jan4.
2018 – Aug 2020").

Under each role, use bullet points to describe your key responsibilities, achievements, and
contributions. Focus on quantifiable results and use action verbs to make your
accomplishments stand out. For example, instead of "Responsible for sales," write
"Achieved a 15% increase in quarterly sales through proactive client engagement."

Education and Qualifications
Similar to work experience, this section lists your academic history in reverse
chronological order. Begin with your highest qualification. For each entry, include:

Degree/Qualification Name: (e.g., "BSc (Hons) Computer Science," "A-Levels,"
"GCSEs").

Institution Name: The university, college, or school.

Location: City where the institution is located.

Dates Attended/Year of Graduation: (e.g., "Sept 2017 – June 2020" or "Graduated
2020").

For degrees, include your grade (e.g., "First Class Honours," "2:1"). For A-Levels and
GCSEs, you may list individual subjects and grades, especially if they are highly relevant
to the job, or provide an overall summary (e.g., "10 GCSEs at grades A-C, including Maths
and English").

Skills
This section allows you to highlight specific skills relevant to the role. It can be divided
into technical skills (e.g., software proficiency, programming languages) and soft skills
(e.g., communication, teamwork, leadership). Be specific and align your skills with those
mentioned in the job description.



Crafting Your Personal Statement
The personal statement is your chance to make a strong first impression on UK recruiters.
It should be a succinct, powerful paragraph, typically 3-5 sentences long, that immediately
communicates your value proposition. This section should clearly state who you are
professionally, what you can offer, and what your career aspirations are, specifically
tailored to the role you are applying for. Avoid generic phrases and focus on tangible skills
and experience that align directly with the job description.

When writing your personal statement, consider the keywords and requirements from the
job advertisement. Integrate these naturally into your summary. Highlight your most
significant achievements or core competencies that make you an ideal candidate. For
example, if the role requires strong project management skills, open with a statement
about your proven ability to deliver complex projects on time and within budget. This
immediate alignment helps the recruiter see you as a suitable match from the outset.

Detailing Work Experience on Your UK CV
The work experience section is crucial for demonstrating your practical capabilities and
career progression. Each entry should be structured clearly and provide concrete
examples of your contributions. List your roles in reverse chronological order, ensuring
the most recent and relevant experience is immediately visible. For each position, include
your job title, the company name, its location, and your start and end dates of
employment.

Beneath each job title, use strong action verbs to describe your responsibilities and, more
importantly, your achievements. Quantify your accomplishments whenever possible. For
instance, instead of stating "Managed social media," write "Increased social media
engagement by 25% across key platforms, resulting in a 10% rise in lead generation." This
approach provides tangible evidence of your impact and value. Focus on accomplishments
that align with the requirements of the job you are applying for, demonstrating how your
past experience directly relates to the new role's challenges.

Presenting Education and Qualifications
Your education and qualifications section provides a foundational understanding of your
academic background and any formal training. Like work experience, this section should
be presented in reverse chronological order, starting with your highest or most recent
qualification. For each educational entry, specify the degree or qualification obtained, the
name of the institution, its location, and the dates of attendance or graduation.

For university degrees, always include your final classification (e.g., First Class Honours,
2:1). If you are a recent graduate, you might also include relevant modules or dissertation
titles, especially if they are pertinent to the job description. For A-Levels or GCSEs, it is
common to list the subjects and grades. If you have numerous GCSEs, you can summarise
them (e.g., "10 GCSEs grades A-C including Maths and English"). Any professional
certifications or relevant short courses should also be included in this section or a
separate "Certifications" section, demonstrating your commitment to continuous
professional development.



Highlighting Skills and Achievements
A dedicated skills section allows you to present your competencies in an organised and
easily digestible format. This section should typically be divided into categories such as
technical skills and soft skills. Technical skills might include proficiency in specific
software (e.g., Microsoft Office Suite, Adobe Creative Cloud, CRM systems), programming
languages, or specific machinery operation. Be precise about your level of proficiency
where appropriate.

Soft skills, also known as transferable skills, are equally important. These include
communication, leadership, problem-solving, teamwork, adaptability, and time
management. Instead of merely listing them, try to provide brief examples or connect
them back to your work experience. For example, "Demonstrated strong leadership skills
by successfully guiding a team of five through a challenging project, completing it ahead
of schedule." Achievements, whether from work, education, or extracurricular activities,
should be woven throughout your CV, but particularly highlighted within your work
experience and personal statement to provide concrete evidence of your capabilities.

Formatting and Presentation Tips for UK
Resumes
The presentation of your UK resume (CV) is almost as important as its content. A clean,
professional, and easy-to-read layout makes a significant difference to a recruiter. Aim for
a maximum of two pages for most applicants; experienced professionals might extend to
three, but conciseness is always appreciated. Use a clear, professional font such as Arial,
Calibri, or Times New Roman, typically in sizes 10-12pt for body text and 14-16pt for
headings. Maintain consistent formatting throughout, including bullet points, bolding, and
spacing.

Ensure there is adequate white space on the page to prevent it from looking cluttered. Use
bullet points effectively to break up large blocks of text and highlight key information,
especially under work experience and education. Proofread your CV meticulously for any
grammatical errors or typos, as these can create a negative impression. Saving your CV as
a PDF is generally recommended to preserve formatting, unless the job advertisement
specifically requests a different file type, such as a Word document. A professional
appearance enhances readability and conveys attention to detail.

Common Mistakes to Avoid in UK Resume Writing
When crafting a UK resume, several common pitfalls can hinder your application. One
significant mistake is failing to tailor your CV to each specific job application. A generic
resume rarely captures a recruiter's attention, as it fails to demonstrate a clear alignment
with the role's requirements. Always review the job description carefully and adjust your
personal statement, skills, and work experience bullet points to reflect the advertised
criteria. Another frequent error is excessive length; for most applicants, a CV exceeding
two pages is too long, especially for early to mid-career roles. Recruiters have limited
time, so brevity and relevance are key.

Furthermore, including irrelevant personal information like a photograph, marital status,



or date of birth is generally discouraged in the UK due to anti-discrimination practices.
Poor grammar and spelling mistakes are also critical errors that can immediately
disqualify an applicant. Always proofread your CV multiple times and consider asking
someone else to review it. Finally, neglecting to quantify achievements or using vague
language instead of strong action verbs weakens the impact of your experience. Focus on
what you achieved, not just what you did, providing specific examples and metrics where
possible.

Tailoring Your Resume for Specific UK Job
Applications
Customising your resume (CV) for each specific job application in the UK is a critical step
that significantly increases your chances of success. A generic CV, no matter how well-
written, often fails to resonate with recruiters looking for precise matches. Begin by
thoroughly analysing the job description, identifying key skills, responsibilities, and
desired qualifications. Highlight these keywords and themes, as many companies use
Applicant Tracking Systems (ATS) to filter applications based on keyword relevance.

Your personal statement should be the first section you adapt, ensuring it immediately
addresses the core requirements of the role. Reorder bullet points in your work
experience to bring the most relevant achievements to the forefront for that specific job.
Similarly, in your skills section, emphasise competencies directly mentioned in the
advertisement. If a job calls for "project management," ensure your CV prominently
features examples of your project management experience. This tailored approach
demonstrates to the employer that you have carefully considered their requirements and
possess the specific attributes they are seeking.

Final Review and Polish
Before submitting your UK resume, a thorough final review and polish are absolutely
essential. This crucial step helps catch any lingering errors and ensures your document is
presented in the best possible light. Begin by proofreading for grammatical errors,
spelling mistakes, and typos. Even minor inaccuracies can undermine your professionalism
and attention to detail. Reading your resume aloud can often help identify awkward
phrasing or areas that don't flow smoothly.

Beyond proofreading, check for consistency in formatting, including font types and sizes,
spacing, and bullet point styles. Ensure all dates are accurate and that your contact
information is correct and current. Verify that your achievements are quantified wherever
possible and that your language is strong and action-oriented. Finally, ask a trusted friend,
colleague, or career advisor to review your resume. A fresh pair of eyes can often spot
errors or suggest improvements that you might have overlooked. This meticulous final
check ensures your CV is polished, professional, and ready to make a strong impact.

Q: What is the ideal length for a resume in the UK?
A: For most job seekers in the UK, a resume (CV) should ideally be two pages long. Recent



graduates or those with less than five years of experience might find one page sufficient.
Highly experienced professionals in niche fields might occasionally extend to three pages,
but conciseness and relevance are always highly valued.

Q: Should I include a photo on my UK resume?
A: No, it is generally not recommended to include a photo on your UK resume. UK hiring
practices focus on skills and experience, and including a photo can introduce unconscious
bias and is not standard practice due to anti-discrimination laws.

Q: What's the difference between a resume and a CV in
the UK?
A: In the UK, the term "CV" (Curriculum Vitae) is almost universally used for the document
detailing one's professional history, skills, and education. While "resume" is common in
North America, in the UK, they typically refer to the same document, though "CV" is the
preferred term.

Q: How far back should my work experience go on a UK
resume?
A: You should typically include the last 10-15 years of relevant work experience. If you
have extensive experience beyond this, you can summarise earlier roles more briefly or
only include positions most relevant to the job you're applying for. Focus on quality and
relevance over quantity.

Q: Is it necessary to tailor my resume for every job
application in the UK?
A: Yes, absolutely. Tailoring your resume (CV) to each specific job description is crucial for
success in the UK job market. It demonstrates to the employer that you have carefully
read their requirements and that your skills and experience directly align with what they
are seeking, also helping you pass ATS filters.

Q: Should I include personal interests or hobbies on my
UK resume?
A: You can include a brief section on personal interests or hobbies if they are relevant to
the job or demonstrate valuable soft skills (e.g., leadership in a sports team, creativity in a
hobby). Keep it concise and professional, and avoid anything controversial. If space is
tight, this section can be omitted.



Q: Do I need to include references on my UK resume?
A: No, you do not need to list references directly on your resume. It is standard practice to
state "References available upon request" at the end of your CV. Recruiters will ask for
references if you progress to the later stages of the hiring process.
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written languageの意味・使い方・読み方 | Weblio英和辞書 written languageの意味や使い方 書記言語; 書き言葉; 文語 - 約487万語ある英和
辞典・和英辞典。発音・イディオムも分かる英語辞書。
Write Enableの意味・使い方・読み方 | Weblio英和辞書 Write Enableの意味や使い方 書込みイネーブル - 約487万語ある英和辞典・和英辞典。 発音・
イディオムも分かる英語辞書。
writeの過去形および過去分詞形の意味・使い方・読み方 | Weblio writeの過去形および過去分詞形・品詞 動詞訳語 writed - 約489万語ある英和辞典・和英辞典。
発音・イディオムも分かる英語辞書。
英語「write」の意味・使い方・読み方 | Weblio英和辞書 「write」の意味・翻訳・日本語 - (ペン・鉛筆・タイプライターなどの道具を使って)書く、書く、作る、字を書
く、 (と)書く、 (を)書いて送る、書いてやる、手紙を書く、書き送る、
write toの意味・使い方・読み方 | Weblio英和辞書 write toの意味や使い方 便り；申し送る；書き送る；申越す；言い送る - 約487万語ある英和辞典・和英辞典。
発音・イディオムも分かる英語辞書。



「書く」の英語・英語例文・英語表現 - Weblio和英辞書 ｢書く｣は英語でどう表現する？ 【単語】write【例文】Do you have some paper to write
on?【その他の表現】compose - 1000万語以上収録！ 英訳・英文・英単語の使い分けな
英語「write-up」の意味・使い方・読み方 | Weblio英和辞書 「write-up」の意味・翻訳・日本語 - (新聞・雑誌などの)記事、論評、ほめたてた記事、 (資産の)評
価増し｜Weblio英和・和英辞書
I want something to write with.の意味・使い方・読み方 | Weblio I want something to write with.の意味や使い方 何か
書くものが欲しいな。 - 約487万語ある英和辞典・和英辞典。 発音・イディオムも分かる英語辞書。
「write」に関連した英語例文の一覧と使い方 - Weblio write a composition 例文帳に追加 作文を書く. - 研究社 新英和中辞典
please write down your name here.の意味・使い方・読み方 please write down your name here.の意味や使い方 こちらに
ご記名をお願いします。 - 約486万語ある英和辞典・和英辞典。 発音・イディオムも分かる英語辞書。
written languageの意味・使い方・読み方 | Weblio英和辞書 written languageの意味や使い方 書記言語; 書き言葉; 文語 - 約487万語ある英和
辞典・和英辞典。発音・イディオムも分かる英語辞書。
Write Enableの意味・使い方・読み方 | Weblio英和辞書 Write Enableの意味や使い方 書込みイネーブル - 約487万語ある英和辞典・和英辞典。 発音・
イディオムも分かる英語辞書。
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