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Emma Gordon 
57 Church Road, Manchester, M30 5UE 

emma.gordon@mansfield.ox.ac.uk 07968 286639 

Education 
2010-2013  BA Human Sciences, University of Oxford 

• Led a small-scale research project in a team of five to South America 
• 10,000 word dissertation on ‘Gene therapy for Cystic Fibrosis’ 

2003-2010  St Mary’s High School 
A levels: Biology A, Maths A, French A, Music A 
GCSEs: 7 at A*, 3 at A, including Maths and English 

Work Experience 
Summer 2012  Marketing Intern, Royal Northern College of Music, Manchester 

•  Responsible for proofreading copy for a new e-brochure 
•  Initiated a communications strategy for Twitter and Facebook 
•  Redesigned leaflets for prospective applicants 

Oct- Dec 2011  Team Leader, The Student Consultancy, Oxford 
•  Managed a team of four and conducted market research 
•  Delivered recommendations to the client and gained excellent feedback 
•  Gained commercial awareness and knowledge of the retail sector 

Summer 2011  Head Waitress, The White Hart, Manchester 
•  Organised weekly duty rota for 12 staff 
•  Ensured excellent response to customer enquiries 

Positions of Responsibility 
2011-2012  Vice-President of JACARI (Oxford University Charity) 

•  Supported 250 volunteer home tutors for children in local schools with English as an 
additional language 

•  Ensured that all new volunteers were fully trained 
•  Successfully applied for two funding bids totalling £3,000 

2010-2011  Marketing & Publicity Officer, College Ball Committee 
•  Planned and implemented publicity for the Ball 
•  Increased attendance from previous year by 20% 

Additional Skills 
Languages: French, good written and spoken; Arabic, basic spoken 
IT Skills: Advanced Excel, Word and Access; basic HTML 

Interests & Activities 
Music: Lead cellist in Oxford University Orchestra, also member of string quartet 
performing regularly at weddings and local venues 
Sport: Vice-Captain of College Netball team, coordinate weekly training sessions 
Travel: Organised a rock-climbing expedition across Europe with friends during A-levels 

 

 CVs 
 
 

A curriculum vitae (résumé in the US) is a concise summary of your skills, achievements and 
interests inside and outside your academic work. Employers may initially spend a very short time 
studying your CV (perhaps just 5 seconds), so it must be engaging, conveying the most relevant 
points about you in a clear, accessible way.  There is no such thing as a generic CV – every word 
counts and the content should be tailored for each application you make. 
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TOP TIPS  
 

1. Be concise – one or two full pages (academic CVs can be longer). 
2. Remember the purpose - your CV is to get you the interview or meeting, NOT the job itself 

- highlight what you have achieved so that the reader wants to learn more by meeting you. 
3. Tailor – present the skills and experience that the particular employer is looking for in their 

job description.  
4. Describe your experience in a way that emphasises your specific success, achievements and 

responsibilities, e.g. rather than “helped fundraise for college ball” write “led fundraising 
efforts to secure donations of more than £300”.   

5. Quantify – where you can be precise about how many, how often, how much, etc. 
6. Integrate the knowledge and skills developed during your course at Oxford: 

 Particularly relevant subjects / modules; extended essay / dissertation / thesis; field 
work and other research projects. 

 The tutorial system: ability to see both sides of an argument; thinking on your feet; 
explaining your views to others; presenting information; and coping with pressure. 

 Personal study: time management; research skills; analytical and critical thinking; 
identifying key points; summarising/synthesising information; and structuring 
arguments. 

 

CV FORMATS 

 
Traditional (reverse chronological) CV 
The traditional CV is the most commonly used. It 
lists your education, work experience and additional 
activities - with your most recent achievements 
first.  The core sections of this CV will normally 
either be ‘Work Experience’ followed by ‘Positions 
of Responsibility’ or a ‘Relevant Experience’ section 
– bringing together examples from your work 
experience, extra-curricular activities and other 
projects to illustrate the key competencies the 
employer is seeking. This format makes it easy for 
employers to spot relevant information fast and 
gives a complete picture of a candidate in a clear 
and structured way. An example of a chronological 
CV is given on the front page. 
 
Skills-based CV  
People changing career direction, or transitioning from academia into industry or other sectors, may 
use skills-based CVs in order to highlight the transferability of their skills. The information is 
arranged to highlight relevant skills with details presented under different skills categories. A 
concise summary of your work history normally precedes or follows your relevant skills section.  We 
generally only recommend using this style if you have a lot of experience, as a considerable amount 
of evidence is required to make the skills sound meaningful. For an example of a skills-based CV see: 
http://www.careers.ox.ac.uk/skills-based-cv. 
 

Areas covered in separate Briefings 
include: 
 Résumés 
 Cover Letters 
 Applications 
 Interviews 
 Assessment Centres 
 Networking & Information Interviewing 
 Using LinkedIn 
 Job Search 

For sector specific advice on tailoring 
your CV refer to the relevant Career 
Briefing 

 
 

http://www.careers.ox.ac.uk/skills-based-cv
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Academic CV  
An academic CV is used when applying for academic posts or for Ph.D. programmes, and sometimes 
research positions outside academia. This format is similar to the traditional CV, but focuses on 
areas specific to academia, such as research experience, teaching, publications, presentations and 
conferences, as well as university/college administration or committee work, and details of 
successful bids for grant and collaborations.  Academic CVs are often more than two pages – but 
should always be full pages. For further information, advice and example academic and research CVs 
see our Academic CV Information Sheet and: http://tinyurl.com/6fhm2zm.  
 

FREQUENTLY ASKED QUESTIONS 

How do I present non-UK qualifications?  
If your education resulted in qualifications that were not GCSEs, A-Levels, and a 1st, 2nd or 3rd 
class degree, help your potential UK employer by adding some explanation and, where possible, 
relate them to UK qualifications: 

 

Degree Equivalent: 

Michigan State University, BA in Politics and Economics 
Grade Point Average (GPA) 3.78 (maximum 4.00) 
730 on GMAT (top 1%) 

A-Level Equivalent: 

Lycee La Citadelle, Limoges, France 
International Baccalaureate 37 points (max. 45) 
Higher Level: Maths (7), Physics (6), French (6), English (5) (max. 7) 
Subsidiary Level: Economics (7), Computer Science (6) (max. 7) 

You will need to check whether professional qualifications (e.g. law or medicine) are valid in the UK 
by contacting the relevant UK professional body.  

Further information is also available via the UK NARIC website - http://ecctis.co.uk/naric/ - the UK’s 
National Agency responsible for providing information and opinion on academic, vocational and 
professional qualifications from across the world. 

How should I deal with disappointing degree results?  
Look carefully at the employer’s wording: does the job advertisement say a 2:1 is preferred or 
essential? To ensure that the reader focuses on your skills and competencies, make sure that you 
have highlighted evidence of your relevant experience, including extra-curricular activities, as 
effectively as possible. Make a variety of applications - to small, medium and larger firms in a range 
of locations. It may also help to gain some significant work or voluntary experience before applying. 
Stagger applications so that you can change/improve your strategy, and if necessary target lower 
level entry positions in that sector so you can work your way up. There may be reasons for your 
disappointing degree results, such as illness or family bereavement, which you wish to disclose so 
that employers can take these into consideration. 
 
For more ideas and advice see: http://www.careers.ox.ac.uk/searching-for-work/overcoming-
disappointing-grades/. 

http://tinyurl.com/6fhm2zm
http://ecctis.co.uk/naric/
http://www.careers.ox.ac.uk/searching-for-work/overcoming-disappointing-grades/
http://www.careers.ox.ac.uk/searching-for-work/overcoming-disappointing-grades/


 
 

© Oxford University Careers Service, September 2013, www.careers.ox.ac.uk                                                   4 

 
How do I present time gaps in my CV?  
We recommend you explain any significant ‘time gaps’ in your CV. There is no right or wrong way of 
presenting your personal circumstances. You may have been travelling, working on an independent 
project (e.g. writing), or been ill. If it helps, speak with a Careers Adviser to identify the most 
effective way for you to present your circumstances on a CV and/or cover letter as this will differ 
with each individual. 

 
What are transferable skills?   
Competencies transferable to many different work settings. We recommend you develop a list 
of the transferable skills you have and most enjoy using to help you focus on 
positions that would fit your talents. Here are some examples: 

 Communication: writing, editing, summarising, listening, consulting, negotiating, promoting, 
performing, presenting, teaching, responding 

 Organisation: problem solving, time management, making decisions, leading, meeting deadlines, 
flexibility, supervising, motivating, resolving, coordinating, delegating, prioritising 

 Research: analysing, investigating, action-planning, evaluating, synthesising, comparing 

 Interpersonal: diplomacy, self-awareness, empathy, approachable, caring, customer service, 
sensitive, team player   

 
You can then link these skill areas to ‘action words’ in your CV – some examples that will help your 
CV to be engaging and have impact are given below: 

 
Should I include details of referees?  
Referees’ details can take up valuable space on a CV, and will normally be asked for at a later date or 
on a separate application form, so can be left off in most cases. If you are asked to include them in 
your CV then try to fit each referee’s details onto one line. For example: 
 
Dr M. Misra, Keble College, Oxford OX1 1AB, maria.misra@keble.ox.ac.uk, 01865 377778 
 

When you choose your referees, make sure they are well informed about what you are applying for 
and why – try to choose individuals who will write you the best references. They should not be 
relatives. 

Action Word Examples 
 
Accomplished Co-ordinated Encouraged Improved Organised Responsible  
Achieved Counselled Engineered Increased Oversaw Saved 
Administered Created Enjoyed Initiated Performed Set up 
Advised Decided Ensured Instituted Planned Simplified 
Advocated Delivered Established Instructed Prepared Solved 
Analysed Demonstrated Evaluated Interviewed Presented Supervised 
Assembled Designed Examined Invented Prioritised Targeted 
Awarded Determined Expanded Launched Produced Transformed 
Authorised Developed Explained Led Promoted  
Budgeted Devised Facilitated Managed Raised  
Captained Directed Founded Marketed Ran  
Chaired Discovered Gained Maximised Recognised  
Coached Earned Generated Mediated Recommended  
Completed Edited Handled Negotiated Reconciled  
Conducted Employed Identified Obtained Recruited  
 Enabled Implemented Operated Represented  
 

mailto:maria.misra@keble.ox.ac.uk
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CV CHECKLIST 

Careers advisers are able to give you feedback on your CV – make best use of your meeting by 
ensuring you have the basics in this list covered.  
 
 General 
  Does it look good? Would you want to read it? Would an employer want to 

read it? 

  Does it fit on to one or two full pages? 

  Has it been checked for grammar and spelling? 

  Are fonts (type and size) consistent and not too small (11pt minimum)? 

  Is the layout well balanced, with effective use of space, using the full width of the page?  

  Broadly speaking, does the most relevant information occupy the most space? 

  Are dates reverse chronological? 

  Have you checked for gaps in your history? 

  
 Personal details 
  Does your name stand out? (Write it at the top – no need to say “Curriculum Vitae”) 

  Can you be easily contacted using the information you’ve given? 

  
 Education 
  Are there particularly relevant courses/projects/extended essays you could mention? 

  Are A-levels and GCSEs summarised on one or two lines each? 

  Have you given an indication of the equivalence or grading system of any non-UK 
qualifications? 

  
 Work experience 
  Are section headings tailored to the recipient? (e.g. Teaching Experience, Voluntary 

Work, etc.) 

  Have you included greater detail on more relevant experience? 

  Have you tailored your achievements and skills to the job? 

  Are your sentences punchy and concise? 

  
 Other skills 
  Is it clear what level of attainment you have in languages, IT, etc.? 

  
 Interests 
  Is this another opportunity to demonstrate required competencies? 

  Have you indicated your level of commitment? 

  
 Referees 
  Is this section headed “referees” and not “references”? 

  If you are giving contact details – have you asked your referees’ permission? 

 
And finally – consider the impact of your CV. What key points does it convey in a 10-20 
second scan? Do you think it does the job?  
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CV RESOURCES  

 Visit the Careers Service at 56 Banbury Road, or refer to our website for CV advice and 
examples of different CV styles - www.careers.ox.ac.uk/the-application-process/cvs/. 

 For sector specific advice about how to tailor your CV please refer to the relevant Career 
Briefing – www.careers.ox.ac.uk/options-and-occupations/sectors-and-occupations/. 

 Further CV examples and information can be found on the Prospects website - 
http://www.prospects.ac.uk/cvs.htm - and in TARGETJobs The 6-step guide to perfecting 
your CV and guide to Writing CVs for different types of graduate jobs - 
http://targetjobs.co.uk/careers-advice/applications-and-cvs. 

 Every term we run CV workshops at the Careers Service, which are open to 
undergraduates, postgraduates, alumni and university staff. Details of the workshops can 
be found on CAREERCONNECT. 

GENERAL RESOURCES 

CAREERS ADVISERS 
Sometimes you just need a little help – whether it’s feedback on your CV, preparation for 
interviews, or figuring out what to do next.  Our Careers Advisers have direct experience in a wide 
range of sectors (e.g. in banking, medicine, consulting, teaching, charities, research and many more) 
and each has a special interest and shares their knowledge so that any of them can help you with 
your initial enquiries.  
 
We offer up to thirty-six 15 minute 1:1 sessions every day between 10:30am and 4:30pm (late 
night on Thursdays in term time) that you can book online on CareerConnect. Some extra sessions 
run in departments, colleges and Exam Schools. Our new Career Lounges run every day, you can 
drop in and discuss anything from assessment centres to applying for internships – see the website 
and newsletter for further details. In the vacations we can also give advice by phone or Skype. See 
http://www.careers.ox.ac.uk/our-services/see-a-careers-adviser.   
 
THE CAREERS WEBSITE 
www.careers.ox.ac.uk is the central source to download all our publications (including this one), find 
links to other useful sites and much more. For example, you can see what’s on at the Careers 
Service, read tips about interviews at different companies, listen to podcasts, and find out what 
alumni have gone on to do. 
 
CAREERCONNECT 
The password protected area of our site is your portal to contact over 2,400 alumni mentors, book 
workshops and advice sessions, upload your CV, download books and search for jobs and 
internships – almost 8,000 opportunities were added during the last academic year. To find out 
more and log-in, see http://www.careers.ox.ac.uk/our-services/careerconnect/.  
 
THE RESOURCE CENTRE 
At 56 Banbury Road you can browse books in our careers library; read the latest sector periodicals; 
take away leaflets, booklets and brochures from national careers publishers – and see a Careers 
Adviser. We’re open every weekday, except university and bank holidays, generally 9am-5pm, with 
10am start on Thursdays and 7pm finish on Thursdays in term time. To check opening times, see 
our website at www.careers.ox.ac.uk. 
 
E-NEWSLETTER 
We email everyone a weekly newsletter in term-time - giving a summary of the next week’s events 
by sector, further study opportunities, special events, fairs, highlighted job of the week and hints 
and tips on how to boost your CV. There’s always something for everyone, so keep your eye on 
your inbox! 

http://www.careers.ox.ac.uk/the-application-process/cvs/
http://www.careers.ox.ac.uk/options-and-occupations/sectors-and-occupations/
http://www.prospects.ac.uk/cvs.htm
http://targetjobs.co.uk/careers-advice/applications-and-cvs
http://www.careers.ox.ac.uk/our-services/see-a-careers-adviser
http://www.careers.ox.ac.uk/
http://www.careers.ox.ac.uk/our-services/careerconnect/
http://www.careers.ox.ac.uk/
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SOCIAL MEDIA 

 
FACEBOOK 
Join us at www.facebook.com/oxfordcareers to get reminders of our major events straight to your 
newsfeed, as well as last-minute news from employers. 
 
TWITTER 
Want to know what those in your chosen field are talking about?  Use Twitter to listen in on the 
conversation, find out about opportunities or ask questions. Start by following us at 
www.twitter.com/OxfordCareers to get careers related news and tips, and check out our lists to 
find a ready-made batch of interesting Twitter feeds for your chosen field. Twitter is also a great 
way of demonstrating your interest in a sector - there’s a reason it’s called ‘micro-blogging’! 
 

LINKEDIN 
If employers search for your name and university, a LinkedIn page ensures they find what you want 
them to know. It’s a place to showcase your skills and qualifications, and to get publically 
recommended by those you’ve worked with. It’s also a phenomenal research tool to find people to 
contact, and learn about the background of those in your ideal job.  We run a regular talk on how to 
create a profile on LinkedIn, and how to use the site to network. If you already have a profile, join 
our group: www.linkd.in/OxfordCareers.  
 

http://www.facebook.com/oxfordcareers
http://www.twitter.com/OxfordCareers
http://www.linkd.in/OxfordCareers

