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CREATING A CV

Infroduction

What is a “perfect” CVe

What content should | have?

Some key ftips

What's Next?e

Any questions

CV writing skills and tips 2
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*You don't need to say Curriculum Vitae' at

anoddmsmdanemdladdmss[mke
sure this is sensible and sounds

professional ). You don't need to include
. your date of birth or age.

If you aren't writing a covering letter, you
can include a personal statement at the
beginning of your CV that describes your
strengths and why you are interested in
the career. If you do this, keep it brief -

two to three lines and not more
than 60 words. We've started this CV with
education and qualifications instead.
willcxpecmseudmﬁm

JOHN THORPE -

17a Christmas Way, Abingdon, Oxon OX99 2PQ
Email: johnthorpe@inter.net o
Tel: 01449 123456 Mobile: 07759 234567 .

Education and qualifications eecssscesssssnne’ If you've attended more than one

s S Y2222 ET school, list the most recent
m-pnstln.Abingdon Secondary %hoo! : . B it bl G
A levels (predicted): Maths (B), Physics (C), Chemistry (C) primary school

BTEC Level 2 Diploma in Engineering (Merit)

GSCEs: Maths (A), Physics (A), Chemistry (B), Biology (C), English

Literature (C), English Language (B), Geography (C),IT(B) s s s s s s s e e
the apprenticeship or job you are

MNWWMMWW

mﬁcmmmmwm

Build your CV 3
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Employment and work experience

2014 (2-week placement, August) Civil Engineers & Building Design,
High Street, Abingdon Sosssssssssssesnssnnnee
Shadowed design team and attended design meetings. Used technical  *
computer programs, including AutoCAD 2014, Helped 1o compile

reports for clients. Performed necessary administrative tasks and Employers won't expect you to have lots
gained an understanding of all departments. of relevant work experience, but they will
be interested in any that you do have.
Give some details about what you learned
and contributed.

specific exam grades, show that you have
them,

2014 (July) South Oxfordshire Holiday Park, Wallingford
Helped caretaker with repairs and maintenance, including cleaning and

mﬂiﬂg...‘.O......O...O....QQ........Q.

2011-present Customer service assistant, Tesco, Abingdon (part time) You can provide a brief description of any
Working on the checkout and at the customer service desk. Has helped 3 = full-time or part-time jobs you have had,

develop my commercial awareness and communication skills.

explaining your responsibilities and
achievements.,

Build your CV 4
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Good working knowledge of AutoCAD 2014, Excel and Word, Yo

Interests . Ewmrailhmn%mdmm
1 am a keen footballer and ha in the school team for the | your s example, IT, team working,
am a keen footballer ve played in the school team for the last ord

five years. In the year | was captain (2012) we came second in the
county league. | have voluntecred as a football coach at local primary
schools” after-school clubs and have tried and enjoyed many other 5
outdoor activities, including kayaking and climbing. ..

skills. If it's relevant to the role, mention
that you have a full clean driving licence.

You don't have to include a section on

wrtmbutuisanbugoodm
Putting any voluntary work you have to tell employers about your strengths
Monwwhelpstoaxn and give them a sense of what you might

be like 1o work with,

You don't have 10 include this. E lmptmlmm aamnlmdmd

will assume you have references and will
follow them up if you get through to the
next stage. You definitely don't need to
include contact details for them.
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You don't need to say ‘Curriculum Vitae' at
TR Include contact details: phone numbers,
18 S0 of youx Y. Be gl Wi oW e an address and an email address (make - -
sure this is sensible and sounds If you aren't writing a covering letter, you
professional). You don't need to include can include a personal statement at the

your date of birth or age. beginning of your CV that describes your
rei in

you ai
A the career. If you do this, keep it brief —
S mallgl;mlothmlmesammnge h
than 60 words. We've started this CV witl
JOHN THORPE A education and qualifications instead.
. Employers will expect to see education
17a Christmas Way, Abingdon, Oxon OX39 2PQ and qualifications covered near the top of
Email: johnthorpe@inter.net your V.
Tel: 01449 123456 Mobile: 07759 234567

Education and qualificati lf%amdrlnm';hanm
i . .o .o seco school, list the most recent
mlp::s::’l.,ibm{zdan Secondary Sf‘hoal . '. sese sesee ﬁM.Yw'gm,‘ need to include your
predicted): Maths (B)_. Phy:slcs (C). Chemistry (C) primary school.
BTEC Level 2 Diploma in Engineering (Merit)
GSCEs: Maths (A), Physics (A), Chemistry (B), Biology (C), English
Literature (C), English Language (B), Geography (C).IT(B) s s e s e e e e e e

If the apprenticeship or job you are
and work ri applying for specifies that you need
2014 (2-week placement, August) Civil Engineers & Building Design, specific exam grades, show that you have
High Street, Abingdon s essssssscsssssscns them.
Shadowed design team and d design i Used tech
computer programs, mcludmg AutoCAD ’0I4 Hclp«! to compile
reports for clients. P d necessary ive tasks and Employers won't expect you to have lots
gained an und ding of all dep of relevant work experience, but they will
be interested in any that you do have.
2014 (July) South Oxfordshire Holiday Park, Wallingford Give some details about what you learned
Helped caretaker with repairs and mai ing and and

gardening. e e 000 0000000000000 00000000000000

.
.
2011-present Customer service assistant, Tesco, Abingdon (part time) o You can provide a brief description of any
Working on the checkout and at the customer service desk. Has helped & full- nme or part- nrmpbsgou have had,
develop my ial and ication skills. g yourresp

achievements.

ITSkills eoveccsscsccccccsccsssncnonce

Good working knowledge of AutoCAD 2014, Excel and Word.

Interests Employers will be keen to find out about
1 am a keen footballer and have played in the school team for the last your 5"'“2:;‘”“:&" IT, team working,
five years. In the year I was captain (2012) we came second in the i

county league. I have volunteered as a football coach at local primary 3':‘:5‘ it mjﬁ;&;n’:\m"‘m‘m
schools” after- whool clubs and havc tried and cnjoycd many other ., You 2 :
outdoor activities, includi g

You don't have to include a section on

your interests, but this can be a good way
Putting any voluntary work you have 1o tell employers about your strengths
done on your CV helps to create the and give them a sense of what you might

You don't have to include this. Emg pressi tha!youare itted and be like to work with.

will assume you have ref and will d. Include any fundraisi

follow them up if you get through to the involvement in teams, positions of

next stage. You definitely don't need to

include contact details for them.

Here's the finished version!
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JOB ADVERTISEMENT \e

Read the job ad and mirror the
language

Why?

Because some employers use automatic word reading technology which

searches for key words
& d
N KeyWor

Read the advert, use the lingo 7
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TAILOR EACH APPLICATION

» Change your personal statement
» Re order your key achievements o
» Why?

To attract the eye of the recruiter. use
keywords in the personal statement and put
the most relevant key achievement at the
top of the list.

A
—L[R_ELII:I:EEE

Get noficed! 8
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SHOW ME THE MONEY

» Focus on what you did and your achievements, not what you were responsible for eg.

» Examples?

» | was part of a volunteer group which delivered unused laptops to needy families in the last year

» | took on a challenge to raise money for a local charity which | did through.......

oS AL ACH|E\/EME

AB(QW“ N
ME] i€

Tell them about you 9
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TALK LIKE A PRO

Be professional and think about the language of the business you are
applying to.
Don’t abbreviate or write like a text or WhatsApp message

Be appropriate
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DON'T BORE ME

Keep it short and concise

How long does a recruiter look at a CV?

Be impactful you have less than 20 seconds

Make an impact 11
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GET IT RIGHT

Use a spell checker, nothing puts a recruiter off quicker than a candidate
stating they have great attention to detail and having the CV riddled
with spelling and grammatical errors

Get it right 12
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Don’t forget your contact details, and if you only have a jokey named
email address create a professional one and use that

HELP ME GET IN TOUCH

Why keep a track of your voicemails and emails?
Recruiters often will only try and contact you once.

V o

1\
e-Md

Stay in touch
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HELP ME TO READ

N) N)

o . e
@%7/ = Keep if clean and uncluttered %

= Use a font such as Calibri, Cambria, Arial or Times New Roman which are easy to read,
Not sluckadder Or SOMEthing in bold

= Ensure the lines and sections are spaced out it helps recruiters skim read
= Use the same font throughout

= Don't clutter the CV with graphics and pictures unless they tell a story or you are
applying to be a model

Easy to read 14
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USE A FRESH PAIR OF EYES Ny

* Let someone else who will be honest with you read over your CV
* Give them a printed copy and take their feedback on board

LGRS

Get it checked 15
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« Social media sites — follow the companies you have an inferest in
* Indeed.com

« Reed.com

« Register with job agencies

« Careers Fairs — take copy CV's with you

« Company websites

¢« Q&A?

Get yourself out there 16
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