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CV Tips & Advice
STAND OUT FROM THE CROWD

Stand Out. Your CV should demonstrate your unique blend of skills and 
experience. Make sure you include your GCSE / A-Level results, awards 
and any work experience that you may have picked up.

Keep it simple. Your choice of font and layout are key to making sure 
would-be employers carry on reading your CV. Simple formats work best.

Don‘t be generic. Work out who or which industry sector your CV is 
destined for and tailor it to highlight the right aspects of your experience 
for them. (The TOP CAREERS section will help you with this decision.)

Check and check again. Avoid errors at all costs. This means spelling 
mistakes, dates which conflict with one another and incorrect email 
address and phone number.

Update. Firing off old CVs will look unprofessional. Make sure that you 
update yours to meet the requirements of any jobs you see advertised.

Use a template. By following a CV template you are not restricting the 
way in which you can express yourself, but you will find that your CV 
becomes easier to read and covers all the most important aspects of 
your work history.



Social Media
BUILD A LINKEDIN PROFILE... NOW!
More than a third of all employers review candidates’ social 
media profiles in their hiring process. LinkedIn now acts as an 
interactive CV, allowing you to constantly update and deliver a 
professional profile of yourself to the outside world. 

Profile photo and cover image
Ensure you have a recent photo 
of yourself looking smart and 
professional.

Headline 
How would classify yourself? As a 
history enthusiast? A multi-lingual 
entrepeneur? A budding writer?  
This is also where you include your 
education and location.

Summary 
What are the core features and values 
of your personality? What unique 
perspectives and experience do you 
bring to your field?

Experience 
Have you had any work experience? If 
so, this is where you can provide some 
details on your role and how you 
developed your skills.



Top Careers
THAT MATCH YOUR PERSONALITY

ORGANISER THINKER
Multi-tasking

Planner

Detail-oriented

Efficient

Original

Analytical

Problem-Solving

Investigative

HELPER PERSUADER
Understanding

Supportive

Outgoing

Friendly

Optimistic

Outgoing

Confident

Ambitious

Computer
Systems  

Administrators

Operations 
Research 
Analysts Operations  

Managers

Computer
& Info Systems 

Managers

Financial 
Managers

Software 
Developers

Market  
Research 
Analysts Accountants 

& Auditors

Financial 
Analysts

Computer  
Systems 
Analysts

Paralegals

Nurse 
practitioners

Surgeons

Physician 
Assistants

HR 
Managers

Marketing 
Managers

Recruitment 
Consultants

Personal 
Financial  
Advisors

Public 
Relations 

Specialists

Sales 
Managers

Here are four major personalities: Organiser, Thinker, Helper and 
Persuader. Which one are you? Discover the top earning and fastest 
growing careers that match your characteristics.



Interview Preparation
TOP TIPS FOR YOUR BIG DAY

BEFORE INTERVIEW 
• Research the organisation you’re interviewing with. Check the 

‘About Us’ and ‘News’ pages on their website.  
• Prepare answers to common questions like “Tell me about 

yourself”.  
• Bring multiple copies of your CV.  
• Prepare a list of questions to ask about the organisation at the 

end of the interview.

DURING INTERVIEW  
• Arrive early! Plan your route beforehand, giving yourself extra 

time for potential traffic.  
• Focus on your skills, providing examples of your abilities based 

on past accomplishments.   
• Project confidence and display positive body language: make 

eye contact, smile, and offer a firm handshake.

AFTER INTERVIEW 
• Follow-up. Send an email or handwritten note to the 

interviewer, thanking them for their time. 

• Use your thank-you note to reiterate why you’re the best 
candidate for the position.

Outgoing

Sales 
Managers



Day in the Life
OF A MONTASH RECRUITER

06.00
• Wake up, shower and dress smart for the day ahead. 

06.30
• Leave the house and jump on a train to Liverpool Street followed by 

a leisurely stroll into the office in Old Street. 

08.00
• Arrive at my desk, make myself a cup of tea and have a bowl of cereal and 

then I’m going through my diary - checking phone calls, interviews and meetings 
for the day. 

09.00- 12.30
• Begin calling clients to find out what’s going on in their business and what projects 

they have coming up. I’m hoping to identify any issues they might have with their 
staff setup and explore how we can help. 

12.30
• I like to go to the gym at lunch, or I’ll go to one of the many restaurants that Old 

Street has to offer.  

13.30 - 17.30
• Afternoon activities tend to be less client focused, because clients tend to finish 

around 3 or 4 o’clock. It’s an opportunity to train my team internally and help them 
find top candidates and develop further in the business before going home.

This is what a typical day looks like for one of our team- 
leaders at Montash - a technology recruitment agency.



THINKING ABOUT A  
CAREER IN TECH?
History is full of tech-savvy women who have  
made a lasting impact on our world today.

Let’s go way back in time...

Hypatia of Alexandra was educated in Athens 
and around 400AD, became head of the 
Neoplatonist School in Alexandria. A teacher 
of philosophy and astronomy, Hypatia often 
advised Orestes, the governor of Alexandria.

Hypatia’s Legacy
Due to being a female philosopher, there are 
no recognised written works by Hypatia  
that have survived to the present day.

Her astronomy studies undermined the 
established thinking of Ptolemy, whose 
theories had stood for 300 years, and 
demonstrated the need for independent 
observation as part of the scientific process.

Greek Mathematician,  
astronomer, inventor  

& philosopher
Hypatia of Alexandra   

350AD - 415AD



THAT'S  
JUST  
ANCIENT  
HISTORY,  
RIGHT?

Okay, let’s skip  
forward through  
time...

Also known as “Amazing Grace”, Grace 
Hopper was a pioneer computer scientist 

who popularised ideas of machine-
independent programming languages

Grace Hopper’s Legacy
The Grace Hopper Celebration of Women in 

Computing is a convention for women in the 
field of Computer Science and Technology.

Computer scientist  
& US Navy admiral

Grace Hopper 
1906 - 1992

Hopper 
influenced 
the field of 
computing, 

pushing for more 
women to enter the 

tech field. 



Actress & Inventor
Hedy Lamarr   
1914 - 2000

Hedy Lamarr’s Legacy
By 1960, a version of 

Hedy’s radio frequency 
design was present 

within Navy systems.

This is now known  
as “spread spectrum 

technology”.

Hedy Lamarr was a 
popular actress with 
MGM between the 
1930s-1950s. In her 
spare time, she was 
a self-taught tinkerer. 
During WWII, Lamarr 
learned that radio-
controlled torpedoes 
sent by Axis forces could 
be diverted, causing 
them to go off course.

Lam
arr’s invention is the basis for Bluetooth and Wi-Fi connectio

ns t
o th

is 
da

y.



Computer scientist  
& advocate

Karen Spärck Jones 
1935 - 2007

Moving into computing in the late 1950s, 
Jones enjoyed a successful career as both 
a scientist and an advocate for women in 
computing. Jones once said “computing is 
too important to be left to men.”

Karen Spärck Jones’ Legacy
Karen Spärck Jones’ developed information 
retrieval techniques that enabled users to 
work with computers using ordinary words 
instead of equations or codes. 

Karen’s discoveries  
have led to the  

development of search  
engines like Google



IT pioneer, entrepeneur 
& philanthropist

Dame Stephanie Shirley 
1933 - present

Dame Shirley was a leading light for British IT and 
an advocate for women in tech. To fight the good 
fight in the male-dominated world of tech, she 
adopted the name Steve, to disguise her gender 
and avoid male prejudice.

Stephanie Shirley’s Legacy
Dame Shirley was awarded an OBE in 1980  
and today focuses on charity work, remaining 
a figurehead of women in IT and inspiring new 
generations...

Could you be the next 
ground-breaking  

tech-expert?

Dame Shirley’s projects included programming 

Concorde’s flight re
corder


