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CV Guidelines
Please read through the following points before completing your CV. If you do not set your CV according to the below guidelines, your CV and application to any positions will not be accepted.

Layout:
· Make sure all points are aligned
· Do not change the font and/or font size 
· Font is Arial Narrow 
· All headings are Font Size 13, in Caps and are Italic.
· All other information is Font Size 11
· Headings must be kept the same
· Make sure you pay attention to details such as grammar, spelling and punctuation
· Overall there must be consistency in presentation throughout your CV

Personal Details: 
· All personal details in Size 13
· Your details must be aligned at the top of the page
· Your name must be bolded    
· You must not include your mobile number or email address. The company will arrange all interviews with FBI to ensure someone always picks up the phone and FBI can follow up on your progress with your supervisor throughout your first few months in the job. 

FBI Course: 
· Tailor your CV to the position you are applying for or interested in. You may need to update your CV for each different job you apply for. 
· Your Course and Structured Workplace Training should be no longer than one page
· List three key tasks you performed at Workplace Training – no more and no less and make them relevant to the job you are applying for.
· List only relevant subjects from your course (a maximum of 10-15 subjects)

Positions:
· Be descriptive about all tasks performed at your previous positions
· List the most relevant tasks first (Eg. In a Sales Assistant position customer service is your most important task so it needs to be listed first)
· All positions must be listed with the most current first, and go in a descending order
· Make sure a position does not run onto a next page. Instead place the whole point onto the next page with a new title.
	eg: EMPLOYMENT HISTORY(continued)

Strengths/Achievements/Interests:
· List three of your best strengths in detail, you need to sell your best attributes and suitability for the position
· Ensure strengths are listed as sentences
· Choose three different outstanding achievements, if a particular event ensure you include a date
· Your interests should be detailed, think about what you are passionate about and list up to five different things.



References: 
· You must have at least two other references including the FBI Careers Coordinator or another FBI staff member (references available on request is not acceptable). 


The choice of words in your CV
FBI cannot accept your CV unless you have used professional terms. We want to present your training and experience in the best way we can. Therefore you must be articulate in your CV and not use basic terms.

	Types of Positions

	Not Accepted 
	Accepted 

	Waitress
	Hospitality Assistant 

	Food Preparer 
	Hospitality Assistant 

	Retail Sales 
	Sales Consultant 

	Bar Attendant
	Customer Service 

	Duties and Responsibilities

	Not Accepted 
	Accepted 

	Dealing with customers/clients 
	Customer Service

	Handling Cash 
	Cash Management 

	Data Entry 
	Office Administration 

	Checking Stock
	Stock Control 

	Dealing with Customer Problems 
	Client Liaison 

	Assisting with Event 
	Event Coordination 

	Overseeing Staff
	Personnel Management 

	Achieving Sales 
	Achieving Sales Budgets 

	Housekeeping 
	Visual Merchandising 

	Ordering Stock 
	Buying 

	Advertising 
	Marketing 
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