
Your full name

Education background listed in reverse 
chronological order (most recent first)

Include relevant scholarships / awards 
received; high-achieving courses and 
grades; satisfactory GPA / results 

List all relevant work history in reverse 
chronological order (most recent first), 
including previous internships, 
short-term jobs, research experience 
etc.

Briefly describe any significant 
accomplishments, key responsibilities 
and skills learned in each job

Your mobile number, 
home address and email address 

A short, precise and factual 
paragraph to sell yourself. Think 

of it as an advert of yourself.



[NOT NECESSARY]
Only include this section if you have 
published any papers; write down the 
details in standardised, consistent 
reference format

Include any relevant clubs / societies 
/ hobbies / classes / voluntary work 
which demonstrate your skills e.g.
teamwork / organising

Don’t just write down your passion 
/ interests / hobbies but describe 
what you did / achieved that has 
positive impact

Make a list of skills that 
makes you valuable


