
10 seconds to impress
 Most employers scan CVs extremely quickly – so you have to make a professional impression
 straight away. Make sure your CV is well structured, easy to read and stands out from the
 crowd.

Personalise Every CV
	 A	CV	is	not	a	fixed	document.	You	need	to	change	it	for	every	job	application	to	demonstrate
	 the	aspects	of	your	skills	and	personality	that	suit	the	particular	job	you	are	applying	for.

Always Be Honest
	 Conscientious	employers	and	recruitment	agencies	will	check	every	fact	and	figure,	so	make
 sure everything is accurate (and spelt correctly).

Be Up To Date
	 Include	all	the	latest	information	about	yourself.	Add	anything	that	may	be	of	interest,	such	as	
 training courses you have undertaken or voluntary work.

Summarise Your Skills
	 At	the	top	of	your	CV	put	your	name,	address,	phone	number	and	nationality,	but	also	incorporate
	 a	summary	of	your	key	skills	and	attributes.

Career History First
	 Put	your	job	history	(in	reverse	chronological	order)	before	your	qualifications	–	include	job
	 title,	company	and	length	of	employment.	Don’t	just	list	jobs	–	identify	roles,	responsibilities
	 and	interesting	or	important	projects.

Identify Qualifications
	 Put	your	most	recent	qualifications	first	and	in	particular	highlight	any	vocational	qualifications
 you have undertaken such as training courses. Emphasise the fact that you can drive if you
 have a licence.

Make Yourself Interesting
	 Employers	want	 to	get	a	sense	of	your	personality,	so	 include	your	hobbies	and	 interests.
	 Where	possible,	identify	how	skills	learnt	in	your	leisure	time	link	to	the	job	selection	criteria.	

Be Succinct 
 Two minutes is the maximum amount of time most employers will spend on a CV, so keep it
 succinct and factual and no longer than two pages.

Present Yourself Professionally
	 Remember	your	CV	is	a	presentation	of	yourself,	so	spend	a	lot	of	time	on	it	–	use	factual	
 language, a professional type-face, ensure there are no spelling errors and try to include a
	 couple	 of	 facts	 that	 help	 you	 shine	 above	 other	 candidates.	Get	 someone	 else	 to	 check
	 through	your	CV	for	you	before	you	send	it	anywhere.	

How to write a good Curriculum Vitae (CV)

Top ten tips for a successful CV

It is essential to structure your CV wisely and spend as much time as you can on its content. 
This is your opportunity to highlight your suitability to potential companies.
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Do:
 n	 keep	it	short,	a	good	CV	will	be	no	longer	than	two	pages	(where	possible)
 n create your CV using a recognised package like Microsoft Word
 n always attach a covering letter to accompany your CV
 n pay attention to the structure of your CV, always write in chronological order putting your
	 	 current/most	recent	job	first
 n keep your CV current, always check your contact details are correct
 n	 keep	it	relevant,	tailor	your	CV	to	each	job	you	apply	for
 n use good quality paper, not coloured or watermarked
 n list key achievements and write a professional personal statement
 n	 be	honest	and	accurate	-	remember	this	information	is	likely	to	form	the	basis	of	your	interview
 n keep it simple, only give vital, work related information
 n	 be	careful	when	you	use	abbreviations	-	they	can	be	misunderstood
 n ensure your CV is well structured, this gives the impression that you think logically and makes
  it easier to review 
 n get someone to read your CV for spelling and grammatical errors
 n always save you CV on a CD or USB for future use

Do’s & Don’ts

How to write a good Curriculum Vitae (CV)

Don’t:
 n	 be	too	long-worded,	keep	the	reader	interested
 n	 list	your	school	qualifications	in	too	much	detail
 n leave career gaps unanswered - if you spent a period of time travelling, then say so
 n mention irrelevant personal circumstances
 n	 expand	on	why	you	are	leaving	your	present	job
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