
Did you know that the average employer will only spend 5-7 seconds looking at your CV, 
and jobs in the UK can receive up to 250 applications?

Your CV is one of the most important tools at your disposal. Get this right and it could open up many more doors as your CV 
will usually be the only way of securing an interview. For that reason a winning CV is the base for every successful candidate. It 
is therefore essential that you put as much time and effort as possible into getting it right to ensure whoever reads it has the 
best first impression of you. Here are our top tips to ensure your CV stands out.  It is therefore vital that your CV is the best 
it can be. Our comprehensive CV tips guide and downloadable CV template are the perfect resources to get your CV up-to-
scratch. Here are our top tips to ensure your CV stands out.

A guide to 
updating and 
formatting your CV

 
The structure of your CV is flexible, but we 
would advise that you always include the  
following sections:  
 
   Contact details and professional profile: we 

would always advise that you start your CV off 
with your contact details – your name, email 
address, and contact number. Never include your 
age, religion, race or marital status, as these are 
factors that should not be taken into account by 
employers during the hiring process.

   Work experience and employment history: 
this section is vitally important as it will showcase 
your skillset and give the employer a chance to 
see whether your skills are right for the role, so 
remember to tailor this section to the role you 
are applying for. We would always advise you to 
present your information chronologically.  

   Education and qualifications: include details of 
your qualifications and evidence of further study. 
You may want to include accreditations such as 
GCSEs if you feel it is completely necessary. Include 
the name of the institutions and the dates you 
were there, followed by the qualifications and 
grades you achieved. 

Sections to include in your CVCV basics
There are some basics to always remember 
before starting to write your CV that include: 
 
   Keep your CV short, snappy and easy to read so 

will not put off potential employers.

   Space everything out and use bullet points 
throughout. 

   Ensure your language throughout is accessible 
so that the person reading your CV can understand 
everything.

   Ensure your CV looks clean and well laid out 
with lots of white space to enhance readability.

   Use an appropriate font so that your CV is easy 
to read. Most employers will receive your CV in a 
digital format, so choose a clear font like Calibri or 
Arial. 

   The text within your CV should be between 10 
and 12 point font, and your headings between 14 
and 18 points.

   Bullet points are extremely useful in CVs as they 
allow you to highlight key points succinctly and 
keep the document looking tidy.

   The standard length of a CV in the UK is two 
pages, however one size does not fit all. For some 
professionals more than two may be appropriate.



Things to remember

Once you have completed your CV it is  
important to consider the following: 

   Always check for spelling and grammatical errors.

   Make sure you check your contact details carefully 
to ensure they are up-to-date and the recruiter or 
hiring manager can contact you easily. 

   Finally, get someone else to read over your CV – 
ask family, friends or your recruitment consultant 
to double check your details.
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Formatting your CV
Here are some key points to remember 
when formatting your CV: 
 
   Use a font size no smaller than 10 and typeface 

Arial. 

   Always use bullet points to keep sections concise 
and highlight significant facts. 

   Use appropriate headings and section breaks 
to ensure it is easy to read and that potential 
employers can find information without hassle.

   Do not include a photo as this can contravene 
equality and diversity measures within businesses. 

What next?
Take a look at the rest of our candidate  
resources section. We have tips on everything from 
your personal brand to interview tips. Alternatively, 
you can get in touch with one of our expert team 
for more advice on getting your CV up-to-scratch by 
calling:

Manchester | 0161 834 1642 

Leeds | 0113 243 9775 

East Midlands| 01332 542580 
 
Liverpool | 0151 224 1480
 
London| 0203 741 8189

Newcastle| 0191 261 8585

West Midlands| 01782 572 700
 

Additional sections you may  
want to consider
There are a range of additional sections that may 
strengthen your CV and highlight your skills that 
include:

   Key skills: if you are writing a functional CV, or 
have some abilities you want to show off to the 
employer immediately, insert a key skills section 
underneath your personal profile. You should aim 
to detail 4 - 5 key skills at most.

   Hobbies and interests: you may want to boost 
your CV by inserting a hobbies and interests 
section at the end. Be careful though and always 
avoid listing hobbies that do not add value to your 
CV. If your CV is already very long you may want to 
leave this section off.

   References available on request: including 
reference contact details should be avoided – not 
only are these likely to change frequently, but it 
is more professional to state that “references are 
available upon request.”

For a more detailed look at creating the perfect CV, visit 
the Sellick Partnership website where you can find our 
downloadable CV template or get in touch with one of 
our dedicated Consultants for your free copy.


