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Use an academic email address 
for a professional look 

ALEX SMITH 
1 University Square, University Gardens, Chester, CH1 1UC 

Alex.smith.pgr@chester.ac.uk 
07987 654321 

 
 

RESEARCH INTERESTS 
A brief outline of your main research interests, including the focus of your PhD research and its 
wider disciplinary or inter-disciplinary context. Tailor this to the reader, so don’t be too specific and 
demonstrate awareness of the reader’s context too. Don’t include direct content from your abstract. 
Demonstrate your wider research interests and secondary interests too. 
 

 
 
 
 
EDUCATION 
 
 
 

Date started – 
present (or date 
completed) 

PhD in Subject, University of Chester  

 Thesis title 

 Expected submission date (if near) 

 External Examiners (if viva date and details set) 

 Supervisor(s) 

 Key features of work (e.g. archive work, new skills developed) 

 Scholarships or funding secured 
 

Dates MA/MSc in Subject, University of Where 

 Grade/Result 

 Dissertation title (if written) 

 Indicative course content/module titles (particularly if relevant to 
teaching in the role you are applying for) 
 

Dates BA/BSc in Subject, University of Where 

 Grade/Result 

 Dissertation title (if relevant to the role) 

 Indicative course content/module titles (particularly any final year 
specialisms if relevant to teaching in the role you are applying for) 

 
 
 

 
 
 
  

You can use a university departmental 
address instead of a personal one 

Use a table structure to keep 
it neat, then make the 
borders invisible 

School qualifications are not always 
necessary, but may be helpful if you 
are an international applicant and 
need to show language skills, and 
Maths/English competence for 
teaching or other work. 

If you have a PGCertTLHE you 
should enter it in this section 
too 

mailto:Alex.smith.pgr@chester.ac.uk
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PUBLICATIONS 
 
Books 
Journal Articles/Book Chapters 
Book Reviews  
Conference Proceedings 
Edited works (edited by you) 
 
Fully referenced entries, including upcoming publications and those which are being written at 
present. For publications which are going to be submitted or under review, do not put the name of 
the journal, in order to preserve the anonymity of any peer review process underway. 
 
 

CONFERENCES 
 

Date Conference Title, Location 

 Paper title or session chaired/organised 
 

Date Conference Title, Location 

 Conferences organised 
 
 
 

WORK EXPERIENCE 
There are two ways to tackle this section: a) reverse chronological order of all your work experience; 
b) reverse chronological order by type of experience, e.g. teaching experience, research experience, 
academic administration experience, relevant work experience, other work experience, voluntary 
experience and so on. 
Always start bullet points with a skill-based verb as below, and make sure that you tailor your 
content to what the job is looking for. 
 

Date started – 
present  

Teaching Assistant, Department of English, University of Liverpool 

 Teaching seminar groups of 10 students on courses in mediaeval 
literature and renaissance poetry 

 Collaborative design of interactive group activities with other 
colleagues 

 Assessment of classwork 
 

Dates Research Assistant, Department of French, University of Leeds 

 Collated archival research notes and content for Professor Bleu 
towards the British Academy funded research project “ABC” 

 Bibliographical record-keeping for the project 

 Wrote and reviewed progression content for the British Academy 
funding process 

 Proof-read the final book 

 Designed slides for conference presentations 

 Received co-authorship credit 
 

  

This section should show 
what you have done, as 
well as what you intend to 
do, so it can refer to work in 
progress too. 

Conferences are a good way to show 
your wider interests, though generally 
you won’t include conferences attended 
only as a delegate.  

Skills lists are available 
from the Careers & 
Employability website, or 
from any good careers 
website. 
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Dates Marketing Manager, BigBang Marketing Agency, Birmingham 

 Designed and implemented new social media strategy for the agency 

 Negotiated with clients on delivery of services and scheduling of 
client promotional work on the agency’s behalf 

 Liaised with media outlets on promotional activity 

 Managed a budget of £230,000 and a team of four staff 
 

Dates Administrative Assistant (part-time), Student Support and Guidance, 
University of Chester  

 Customer service to students at Guidance Reception 

 Evaluated student requirements against service offered 

 Listened to students and redirected them to appropriate resources or 
staff support systems 

 Analysed and assessed student engagement with the services 
through records management 

 
 
 
 
PROFESSIONAL MEMBERSHIPS 
 

Date Membership type, Professional Body 

 Any additional relevant information about the membership 
 

 
 
 
 
TECHNICAL SKILLS/ IT SKILLS 
LANGUAGE SKILLS 
Depending on your specialist skills, you may choose to have Specialist and IT Skills in individual 
sections or combined. List here the specialist skills you have developed before or during your PhD, 
such as statistical analysis software, coding skills, mathematical modelling, interviewing/profiling 
skills and so on.  You should also include proficiency in Microsoft Office packages, particularly if they 
are at an advanced level (such as Excel). 
 Languages should be listed separately, particularly if you have fluency in more than one language. 
Standards you can use are: native, fluent, business proficiency, conversational proficiency, basic. 
 
 
 
REFERENCES 
You have two options here: a) list the contact details for two referees (only after getting their 
permission); or b) say References available on request. The latter is often the better option, as you 
can control contact with your referees and give them advanced warning that they will be contacted. 
If you are including referees’ details, use business contact information where possible, and do 
include a job title and the capacity in which they know you (e.g. Undergraduate Course Tutor; 
Former employer) 


