
Writing a Winning C.V.



What we will be covering

 What is a c.v. and its purpose?

 The recruiter's point of view 

 What to include/exclude 

 Using standard templates: 

 Adding context and scale 

 Relevant quantified achievements 

 Presentation and style 

 Dealing with out of work periods/ short-term 
appointments 



Discussion 1

Its Purpose is to get

you an interview so..

What is a CV?



What is a C.V./Resume?

A CV is an advertisement to make you:

 attractive

 interesting

 someone with something to offer

 Your CV has to be different



Different?

 How many people are in the same profession?

 How are you different from everyone else?

 Don’t write the same things as everyone else



The Recruiter’s Point of View

They:

 are dealing with 100s of applications

 are working to tight deadlines

 make their initial decision after scanning

 are searching for key words

 will discard any ‘problem’ CV 

 don’t know you; only your CV 

 will take a positive attitude if you make it easy 



Is Your C.V. Effective or 
Ineffective?

Does it get you a phone call/interview? 



What Do I Include?

Draw a line down a piece of paper vertically

 On the left, write: 

 skills, 

 achievements

 experience    

 education

 On the right, write what the job requires

 Where it matches is what needs                    
to go into your C.V. 



Jobs Have Three Components

1.  Knowledge needed to do the job - includes 
professional knowledge to be an accountant, 
engineer, IT specialist 

2.  Skills needed to perform the functional role -
technical and management skills 

3.  Competencies are how well people apply 1 & 2



Put it in; Leave it out

Only include what is directly relevant to your 
ability to do the job



Using a Standard Template

A template will save you time

 You tailor your CV for each job 

 It ensures your CV is:

 of high quality

 relevant and 

 up-to-date  



A CV Template

1 Heading - Name + CV or Resume; location

 sub-heading position applied for

2 Personal Objective

3 Personal Profile (with specialisms, particular 
experience)

 5-6 high impact statements that describe 
you - descriptions to suit the job 

 Key recruiters’ indicators  

4 Your 4-6 key skills 



5   Achievements

 Outlines of your major achievements

 Use facts, figures and timescales

 Should back up what you said you could do

 Relevant to the job you are seeking



6 Career History

 A compact, neatly presented summary of your 
career to date

 Start with the most recent and end with the 
first

 Show each organisation’s names, locations  

 Show your job title



7 Education and Qualifications

 Relevant qualifications and training

 Highest educational achievements

8 Interests*

 Any (relevant) interests

 Any voluntary work undertaken

 Any published articles

9 In a *footer: phone, e-mail,  

(both pages) bold



Presentation and Style  

 Minimum 10pt black in a plain (sans serif) font 
e.g. Arial, Lucinda, Calibri

 Bold or underlining for headings

 Plenty of white space and a good border

 Use spell check, thesaurus and a dictionary

For paper copies*:

 Original prints

 100gsm (minimum) white paper



Don’t rely on spell check

 Am a perfectionist and rarely if if ever forget 
details.

 I’m intrested to here more about that. I’m 
working today in a furniture factory as a 
drawer.

 Enjoy cooking Chinese and Italians.

 Received a plague for Salesperson of the Year.

 Job Duties: “Answer phones, file papers, 
respond to customer e-mails, take odors.”



Just one letter can make all the 
difference

 Reason for leaving last job: maturity leave.

 Horse rideing, like going pub when havent got 
my kids. looking after kids and doing stuff with 
them when they anit at school.

 Career break in 1999 to renovate my horse.



The Most Common CV Mistakes

 Employment dates – length, dates to and from

 Inflated job titles

 Unexplained gaps

 Qualifications

 Inaccurately or incompletely addressed 
(rejected by 83% HR)

 A photograph adversely affects the opinion of 
over 60% HR departments

 Spelling and grammatical errors 
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The top ten CV howlers:

1 Under “key attributes”, “BMW owner” and 
“steely blue eyes”.

2 An expanded picture of his face as the 
background for every page of his CV.

3 CV spanning 20 pages - 19 of the 20 pages 
included his top ten favourite singles, albums, 
films and television shows for every decade since 
1950.



The top ten

4 “Attention to detail is one of my key stremgths”.

5 favourite sport as “sun tanning”.

6 In a bold red font, unfortunate finance manager 
put the words “went bankrupt” next to her 
previous three employers

7 Loud candidate decided to submit her entire CV 
in capital letters.



The top ten

8 One overly passionate individual had “an 
extremely disgusting fetish” for print, packaging, 
and creative design

9 In applying for an IT vacancy opening with “I 
have a strong interest in Aerobics which I take 
part in every evening” dream was to open up his 
very own aerobics studio

10 Beneath the “core skills” section “I am great 
with animals as I have three cats of my own and a 
hamster.”



Rules for Problem Areas

No 1 – be truthful

No 2 - don’t try to hide failures or mistakes 

No 3 – be bold about what you have learned from 
negative events and adversity

No 4 – think about voluntary work or courses 
undertaken during unemployment – show 
commitment to getting back to employment

No 5 – your integrity, honesty and commitment 
are valuable in today’s world – only work for 
someone who values these in you



Covering Letters

 Although often overlooked, covering letters can 
be a main deciding factors to help your 
application stand out

 A covering letter is essential for job applications 
- it ensures you sell your skills and abilities to 
recruiters

 Ultimately, it persuades the reader to want to 
meet you  



Covering Letters

 Make it easy to read, short and simple

 Keep it to 1 or 2 paragraphs 

 Stress 2/3 relevant ‘killer’ points

 Avoid Using “To Whom It May Concern” 

 Don't write “I'm writing to apply for …” it adds 
unnecessary length

 Use positive, definite language



5 Most Common Covering 
Letter Mistakes 

 Using the same letter for every single job

 Being overly personal

 Making it all about you - it’s all about what 
the employer wants

 Drawing attention to your weaknesses - they 
want to know what you can do

 Being too keen - enthusiasm is good, 
desperation is not



Requested Covering Letters

 If the advertisement asks for a covering letter, 
its purpose is to weed out candidates

 They save recruiters time by avoiding reading 
the c.v. and application form

 Recruiters know a good candidate will make an 
effort to demonstrate their suitability for the 
role briefly and succinctly



(ssh – a little secret)

 Research shows that interviewers think 86% of 
CVs are not wholly truthful although 35% 
factually correct

 The moral of this is:

Integrity is a vital factor among all good 
employers

 An honest solid applicant will be preferred to a 
‘performer’

 Be truthful and convince the interviewer of 
your integrity and you will place yourself in an 
advantageous minority


