
CHRONOLOGICAL CV………..BLUEPRINT (Kindly shared by Career 
Counselling Services) 
 

Your Name 
Home address 
Email address 

Mobile 
 

Summary: A three or four line statement that includes the following: 
what you are looking for and what you offer,  (use the title of what 
you are looking for if possible), key strengths, experience; something 
unique, distinctive or what you are known for. Mention the industry 
or sector if you would like to continue in this area. 
 
 

Career Development 
Job title 
Name of present/last company    Date in years 
A brief description of the organisation, what they do and your role. 
 
Achievement statements 
 

 4 or 5 statements that follow the CAR principle ie situation; 
what you did; what it achieved. 

 Concentrate on what YOU brought to the role rather than it 
just being a job description 

 If you can’t come up with a result, focus on HOW you did the 
job eg. with close attention to detail 

 If you were part of a team, include what YOU did eg. As part 
of a team, I helped to establish excellent customer care 

 
Job title 
Previous employer’s name     Date in years 
 
Achievement statements 
 

 Continue to provide a brief description of the skills you used 
in achievement format and highlight any promotions or 
awards 

 As you go back in time be briefer about the work you did- it 
is the last 10 years of work that are most important 



 Draw most attention to the skills you currently use and/or 
the ones you want to use again 

 
Job title 
Name of present/last company    Date in years 
 

 Your aim should be to show how you got to where you are 
today 

 Don’t repeat achievements that you have made more 
recently in your work. 

 
(Alternatively you can summarise roles you had more than 10 
years previously and call it: 
   

Prior Career Experience 
You can then bullet point your roles and companies eg 
 
* Stable manager     Flying H. Stables 
* Stable lad      Horse Parades 
 
 

Qualifications, Education and Training 
Give details of any professional qualifications, and/ or memberships 
first. 
Mention any training courses and if you have been on several, 
mention the key ones. You don’t need to mention dates of training on 
the CV. 
Only secondary and/or further education is of interest (with dates) 
with details of academic attainment (eg. GCSE’s; foundation courses; 
A levels; college or university degrees, diplomas) 
 

 
Personal 

 
Interests: Balance solitary activities with activities which involve 
group, clubs or community if possible. 
 
 


