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CV Essentials
Here are some points to remember when writing your CV:


Your unique document A CV is your personal document and will reflect your unique combination of experience,
interests and abilities. It is best to avoid CV templates for this reason, but they can be a useful starting point.



Targeting Target your CV to the opportunity or organisation you are applying to – a simple list of your
qualifications and work experience is not enough. Illustrate your relevant skills, experience and achievements that
will interest the employer, based on the job description and your research into the organisation.



Prioritise Ensure that the most relevant information is given priority. Think about what to include on the front
page that will make the employer want to read on. Arrange all sections in reverse chronological order.



Accessibility Recruiters rarely have sufficient time to review applications. As a rule, assume that the person
reading your covering letter and CV will have no more than one minute to make decisions about the quality of your
application. Keep it to 2 pages in length for a graduate CV.



Be positive Avoid drawing attention to your negative points (low grades for example) or lack of experience but be
prepared to talk about these at a later stage



Attention to detail Avoid spelling mistakes. Get someone to check it over before sending and do not rely on
computer spellcheckers alone.



It takes time Allow plenty of time to put your CV together. Writing an effective CV is rarely accomplished first
time; it is likely to evolve as you make more applications

Careers Advisers are available at the Careers Service to give CV feedback during 15 minute Quick Query appointments
which are available daily from 11am until 4pm during term time (closed for lunch 1-2pm during vacation.) Appointments
can be made on the day by phone or in person. The Careers Service can advise graduates too.
Thank you to the Careers Service who provided much of the information contained in this article.
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