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in a CV for 
part-time 
work

Chester   
Monday - Thursday 09:00 - 17:00
Friday 09:00 - 16:30
Tuesdays in term time 08:30 - 19:30

Contact details
T: 01244 513066
E: careers@chester.ac.uk

Careers and Employability Centre
(opposite the Binks Building)
University of Chester
Parkgate Road
Chester, CH1 4BJ

Warrington
Monday - Thursday 09:00 - 17:00
Friday 09:00 - 16:00

Contact details
T: 01925 534235
E: warrington.careers@chester.ac.uk

Careers and Employability
Martin 025
University of Chester
Crab Lane
Warrington, WA2 0DB

We will be happy to provide the information in 
this booklet in alternative formats upon request
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Opening hours:

Careers & Employability



Information to include in a  
CV for part-time work: 

Career Profile/
Personal Profile  
(Optional)– 
��One sentence which describes 
you and what you are looking for.

��For example “First year 
university student with previous 
retail experience, excellent 
customer-service skills, strong 
team work skills and an interest 
in fashion seeking part-time work 
within fashion retail.”

 
Work Experience 
��List any paid work, volunteering, 
Student Union society roles, 
experience as a course rep or 
other experience you’ve had 
including part-time or temporary 
work, or one-off activities 
(including work shadowing 
visits). 

��Give the dates (month/year 
is enough), the name and the 
location of the organisation, and 
your role for each position.

��Highlight skills which will interest 
the employer: For example, for 
retail work, you could mention 
any experience of dealing with 
visitors, clients or customers, 
handling queries or complaints or 
taking payments.

��Use the language of the 
employers you’re targeting when 
describing previous experience 
e.g. you may talk about ‘clients’, 
‘customers’, or ‘guests’ 
depending on the roles you’re 
targeting. 

Education and 
Qualifications –
��Start with your current course 

��Think about any relationship 
between your course and the 
roles you’re seeking e.g. could 
you include relevant modules 
(and results), practical work, 
projects, presentations or group 
work? 

��List all previous full-time courses 
giving dates of study, institution 
attended and the qualification(s) 
obtained, as far back as 
secondary school. 

��Give brief details (‘A’ Level 
subjects: ABC, or BTEC National 
Diploma: DMM) unless the 
subjects are directly relevant for 
the type of work you’re looking 
for. 

��For your GCSE subjects (C and 
above) group these together in 
a statement and don’t include 
any GCSE subjects with grades 
below a C. 

‘Skills and 
Achievements’ or 
‘Interests’ section 
(optional)-  
��Positive alternative to “other 
information” and enables you 
to draw attention to IT skills, 
involvement in Student Union 
societies, language skills, sports 
and coaching, first aid, prizes 
and awards and extra-curricular 
interests – think about relevance 
to the type of work you’re 
applying for.

References  
��You can either provide two 
referees (ask them first) 
giving names, job titles, postal 
addresses and email addresses. 

��Ideally use a previous employer 
for one of your referees if 
possible.

��If you don’t have space or 
don’t wish to include the 
details of referees, you can 
write “references provided on 
request“.


