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What is a CV?

The term ‘Curriculum Vitae' (CV) is derived from Latin and translated means “the way your life has
run’. In simple terms, a CV is a personal statement outlining your life from an educational and
professional review.

Why do | need a CV?

The idea of a CV is to get you an interview and your foot in the door, not to get you the job. Your
CV should reflect your occupational and educational life and be relevant to the position you are
applying for. Think of it as a personal marketing platform to sell/promote yourself to a prospective
employer. When constructing your CV bear in mind that potential employers will only spend a mere
30 - 80 seconds reading your life history. Evaluating your own skills, achievements and personality is
one of the most difficult hurdles and is the first step in the CV writing process.

How do | make a good CV?

Keeping your CV concise and to the point is a difficult task. Selecting a comprehensive structure
and format will help you to achieve this. There are many layouts to choose from, and they vary
from country to country; the example layout below is typical for the UK market:

> Name/Contact Details - display a permanent address, home phone email and mobile. (Note:
if a graduate remember to give a permanent address of a famiy member and your term time
address)

> Personal Details - include your Date of Birth, Nationality and Marital status. (Can be ploced at
the beginning or end of the document.)

> Personal Profile - highly recommended to grab the reader’s attention, it is a key seling point.
Ideally this should be punchy, precise and no more than three, 15-word sentences. Eg. A
Senior Operations Manager with 10 years EE&P experience.

> Academic Qudlifications - we recommend you list higher education only if already working.
Include details on your final year project, i.e. dissertation, thesis. List any other major projects,
field studies, training courses etc. (Can be placed after Work Experience.)

> Work Experience List in reverse chronological order. Include dates, job title/position and
company name. As well as writing a brief overview of your job, try and incorporate your
responsibilities and achievements.

> Computing Skills - list all specialist and general software applications used, hardware,
operatfing systems, databases, efc. For each one you might want fo list your level of
proficiency.

» Additional Skills Industry Knowledge, Technical, Commercial, Managerial, Analytical,
Languages.

» Personal Interests - keep this limited but consider what it says about you e.g. are you a team
player or an individual?

> Society Memberships - List the most relevant.

> Referees - optional but recommended, use 3 maximum. Ensure at least one existing or
previous manager provides details on company name, job title and telephone/email/contact
details. Graduates should list at least one academic referee.
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How do | select a good CV format?

There are several different formats; the most common are listed below. Choose one that is suitable
for your own career history or the job that you are applying for.

Chronological - Details your work history in reverse chronological order. It shows no gaps or
changes in your career and is useful to display a continuous work history that is related to your next
job opportunity.

Functional - Highlights certain skills, achievements and responsibilities rather than listing your work
history. It is ideal for career changing, periods of unemployment, redundancy or ilness. Also useful if
you have repetitious job titles.

Targeted - A one off CV targeted for a specific job or vacancy. It concentrates on your potential
and what you are capable of. Unlike chronological and functional formats which focus on past work
history, this fype can be used for specidlised positions.

How should | present my CV?

The quality and presentation of your CV is vital when seling yourself. The appearance of your CV is
an indication to a prospective employer of the type of person that may be working in their
environment. There is no exact format for compiling a CV, but the following guideline is a sure fire
way to avoid yours being rejected.

The Good CV

Is no more than 2 pages max - long CVs are regarded as time wasting. (f you have an extensive
work history, use no more than a maximum of 4 pages.)

Clearly states who you are, where you have been and what you have got to offer.

Don't hide your name with your personal information; put it in bold at the top of your

CV and in a minimum of 12-14pt.

Looks attractive - is well laid out, structured and easy fo read.

Include a catchy Personal Profile to grab the reader’s attention.

Try to print on good qudlity paper - it may be circulated around several departments. Also
remember to print on one side of the paper only

Use bulleted lists - short and concise points are clean and informative.

All relevant work experience listed - make sure it's written in reverse chronological order

The Bad CV

Avoid excessive references to |, he or she - Alternatively write "Employed as a Corporate Contracts
Manager with 8 months practical experience in.”

Check for common spelling, grammatical and punctuation errors. Have someone read your CV,
spouses and coleagues know your strengths and weakness and are often more than wiling to
criticise.

Don't draw attention to any negative descriptions - the idea of a CV is to sell yourself.

Try not to highlight gaps in your work history this might cause the reader to have doubts/questions
about you. It is easier to discuss these details face to face at an interview.

Avoid listing too many interests and personal information - think about what it is relaying to the
reader.

And The Ugly CVI

Avoid excessive use of CAPITALS, underlining, bold and itdlics, large fonts - NOT VERY USER
FRIENDLY

Don't write long sentences, paragraphs or ramble - aim for concise information, less text is easier to
read.

Make sure it's not disorganised and unstructured - dont make the reader switch back and forth
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between pages

Avoid too many graphics, colours, and rigid formatting

Embedding photos as different software might distort your appearance
Please see below for two easy to follow CV templates.

Example CV 1

Curriculum Vitae

John Doe

Address Here
Tel: 01234 567850
Email: ksmali@hofmail com

OBJECTIVE

EDUCATION

WORK EXPERIENCE

OTHER SKILLS

INTERESTS

REFERENCES
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Example CV 2

YOUR NAME

A2 FIRST STRERT. CALGARY, T2A-2Y¥S
FHOMNE (#03) 000-0000 «- E-MAIL ME@ERAMFLE. COM

OBJECTIVE

[ Type Objective Here ]

EDUCATION

200z - 200= [ School/Orgamzation Name ] [ City, Prowvinee ]
FDiploswaf Covtificatel D sgree! Maior [
n [Detals of education completed. ]

200z - 200= [ School/Orgamzation Name ] [ City, Prowvinee ]
I Dipdossaf Cortificate) D ogreef Major [
» [ Detals of education completed. ]

WORKE FEPERIENCE

200z - 200= [ Compary/Organization MName ] [ City, Prowince ]

[ Fob Title
n [ Detals of position. ]

200z - 200= [ Compary/Organization Name | [ City, Prowinee ]

[ Job Tidle 7
» [ Detals of positon. ]

200 - 200= [ Comparry /Orpanzation Name ] [ City, Prowinee ]

[ Fob Title
» [ Detals of posiion. ]

SEILLS

[ Click here and enter mnfommation. |

REEFERENCES

Fefetences and letters of recormmendation avalable on request.

Allow JBA [T to find you your perfect position.
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