Christine Ware
- The Graduate Career Doctor
Christine has worked in and around
recruitment since leaving school and has
been a former HR Manager and Retail
Business Manager.
She now works with graduates to progress
their careers; whether that’s the first rung
on the ladder or up into a senior
management positions.
Having read thousands of CV’s during her
career she knows what opens the door to
interviews! She now uses these talents to
help graduates write their own ‘winning’
CV’s.

25 Top Tips for CV Writing
1.

Sweet Shop Window

Your CV should be enticing – like a sweet shop window! Make sure all the ‘goodies’
are on the first page. Anything less enticing should be on the second page.
2.

The 15 Second Review

Your CV will get a first review of not-longer than 15-20 seconds. So using the principle
above, is your ‘good stuff’ on the first page and towards the top?

3.

Left to Right

We read left to right; so ensure your sentences are ‘front-loaded’ and make the
reader want to continue to the end of the sentence. For example “Recruited
and trained a team of 6 sales staff which resulted in 25% growth in turnover. This
would have more impact if written “Generated a 25% growth in turnover by
personally recruiting and training a team of 6 additional sales staff”.
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4.

Email Addresses

It’s worthwhile having a dedicated email address just for job-hunting.
Please use a sensible one.
Things like ‘fluffykitten99@hotmail or daredevildave@hotmail are probably not doing
you any favours if you want to appear professional!

5.

Don’t Include

I still get CV’s today that include dates of birth, marital status, number of children,
gender, national insurance number etc. These things are not needed and should
be left out. Worst of all they can contribute to identity theft; so if you wouldn’t
give this information to a stranger in the street, don’t put it on your CV.
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6.

Current and Past Tense

If you are in employment now, write details about your job in current tense. Any
previous jobs should be written in past tense - after all, they are history!

7.

Length of CV

No more than 2 pages! One page is ideal for a ‘snap-shot’ CV if you are applying
speculatively to a company. If they are interested, they will ask you for your fuller
CV. I have received CV’s that are 4-5 pages long and are too detailed. They
turn the recruiter off and are likely to get you placed on the ‘reject’ pile.
8.

CV Title

The words ‘Curriculum Vitae’ are not required in big letters across the top of your
document. Much better to have your name in a biggish bold font, so it stands
out.
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9.

Wrap it Up

When you’ve finished your CV, check and double-checked it – then put it into a PDF
format. That way, your layout will be protected and more importantly your
content will be semi-protected too.

10. Grammar & Spelling
I can’t emphasise enough how important this is. These days there are no excuses for
mistakes. You never get a second attempt to make a first impression, so do you
really want to be known for poor spelling? After you think you refined your CV, ask
a friend to read it through; not only to critique it, but also for spelling and grammar
mistakes.
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11. Contact Details
I have lost count of the number of times I’ve try to ring candidates to invite them to
interview only to find they have put the wrong contact number/email address on
their CV. It’s easily done (I’ve often got my fingers on the wrong keys too) but it’s
important that you check and double-check. Recruiters are looking for
candidates to reject and this is a sure-fire way to get you on that rejection pile!
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12. Achievements
You want to stand out from the crowd and make this recruiter invite you to
interview, right? So make sure you highlight your achievements. Don’t just
regurgitate your job description! What did you do that was ‘over and above’
what was expected of you?
13. Traditional Vs Funky?
There are many CV templates out there and maybe you’ll find one you like, over
and above others. But is it appropriate for the job you are applying for? If in
doubt a clear, well set out CV is best.
14. Font
Don’t be tempted (if you are trying to squash 3 pages into 2) to use really small fonts!
Size 11/12 is acceptable and easy to read, with size 14 for headers so they stand
out.
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15. Bullet Points
These are meant to help you make points or make achievements stand out. A page
full of bulleted points defeats the object. When highlighting achievements, an
odd number is more powerful – either 3, 5 or 7 for a current role. Don’t be
tempted to put any more or they will loose their impact.

16. Dates of Employment
It is not necessary to know the exact day you started a particular role/job. March
2010 – December 2012 is acceptable. If your employment was from way-backwhen, it is acceptable to just state the years i.e. 1980-1989.
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17. Work in Progress
Your CV should be a ‘work in progress’ document and frequently updated. Plus,
when you constantly update it, it is easier to remember dates, titles, jobs etc.
When redundancy or something similar strikes it is often a mad panic to get a CV
finished and out to prospect employers. Don’t be caught out on the back foot,
you never know when your ‘dream’ job might be advertised!
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18. Profiles
This is an introductory paragraph at the top of your CV that should be not more than
5 lines long and written in the 3rd or 1st person - not a mixture of both! This profile
should sum you up – your background, skills, abilities and aspirations. It’s your
‘elevator speech’ that should be written to capture the interest of the recruiter
and make them want to read the rest of your CV.
19. Strap Lines
.
Have you got a strap-line that sums you up, and could be put at the top of your CV?
E.g. ‘Committed to Delivering Excellence’ will tell the recruiter a lot about you in
very few words!
20. Additional Information
Use this section towards the end of your CV to give information that could give you
the ‘edge’ over other candidates – e.g. ‘Fluent in Spanish, Full Clean UK Driving
Licence, a list of computer skills’ etc.
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21. References
There is no need to add the full names, address and contact numbers of your
referees to your CV (unless the recruiter specifically asks for these). A generic line
of ‘References can be supplied upon request’ or something similar will suffice.
The only exception to this might be if your referee’s name may add some weight
to your application!
22. Bespoke CVs
These days you need to stand out from the crowd, so it is unlikely that one generic
CV will be acceptable – one size does not fit all! Each CV you send should be
tailored to meet the role you are applying for. Look at how the job role is
described and subtly ‘mirror and match’ it by tailoring your skills, abilities and
achievements to prove that you’ll be the perfect candidate for this role.
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23. Order of Headers
Don’t get hung-up about the order of the headers on your CV. Look at the job
advert - what have they majored on? If vital qualifications are needed, then
your qualifications should be on the first page, if not, slot them on to page 2. Do
they need particular skills? Could these be put in a separate section high up on
page 1, therefore highlighting that you have all the necessary requirements?

24. Software Packages
Ensure you use a software package that most companies use (i.e. MS Office etc). I
frequently receive CV’s that I cannot open! Similarly for large companies, they may
reject you for the very reason that they can’t read your CV. (See point 9. on PDF’s).
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25. Naming Your CV
Once you’ve finished your CV you need to name it. A simple title is all that is
required i.e. ‘Christine Ware - CV’. Don’t put a version number on it - you’ll give
the wrong impression to the recruiter.
Remember, the rule of thumb here is that your CV might be detached from your
email and stored on the employer’s computer system.
How can you be easily be found in the future? Your name is a great starting point!

Contact Details
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Follow me on Twitter: @gradcareerdoc
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Connect with me on LinkedIn:
http://uk.linkedin.com/in/christineware1/
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