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CV WRITING TIPS

A CV or curriculum vitae is a marketing tool.  It is the first critical step on the employment ladder. It is a seriously undervalued stage in the process. Essentially it is a selling tool that portrays who you are and what you have achieved. When writing a CV look at it from an employers point of view. Would you stand out against the competition and would the manager want to talk you for a possible job? You have to ask yourself these questions when writing your CV. 

Your CV will be your first contact with potential employers. If you are invited for an interview you would then be in a position to explain and expand on what is in your CV. 

Writing an effective CV will increase your prospects of getting an interview. It must be maintained and updated on a regular basis. You should avoid either over or underselling. Establish your strongest Unique Selling Points 

Initially you must ensure the cv is Formatted the document appropriately . Make sure you have Conducted a spell and grammar check and Tailored the information appropriately for the specific role. 

Cover Letter

Your cover letter is your first chance to make a good impression. It should be specific to the role and surmise your CV in a couple of lines. When scribing a Cover Letter, you should address it to the appropriate person. Try to impress so outline your familiarity with the company and the industry - briefly. Use terminology that is appropriate so relate facts that are relevant to the role.  

Content

Outline your education, experience, skills and attributes. If you have earned / obtained any professional or academic achievements then include them along with any membership of professional bodies.

When outlining your current or previous employment state all aspects of your role, even those that were not on your job description.

Dates are important. Write down the details of when you started and finished each job because this is always a common query from clients. If you have gaps between employment, describe what you did with your time e.g. travelling, unemployed, education or volunteering.

Try to keep it concise and approximately 2 pages long. Keep it honest as consultants will probe for more detail at registration stage.

