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15 Key points for your CV
1. Honest and factual

2. Be concise and avoid lengthy paragraphs. Should ideally be no more than 2 pages

3. Personal contact details on the first page

4. Employment history commencing with your current or most recent job and work backwards.

5. Brief statements about the Companies you have worked for such as core business activity, turnover etc. (This allows the reader to quickly make comparisons about the size and complexity of the business, number of employees, market position, focus of organisation, etc)

6. Recent job roles summarised outlining your main responsibilities and job scope (e.g. size of budget, number of staff)

7. Achievements, bullet-pointed statements highlighting the benefits of your actions (ideally in measurable terms) and how you have accomplished them

8. Headline your key skills, key achievements or key attributes by choosing an appropriate presentation format. Ensure important information can be seen easily and is not lost in a mass of text. (Busy recruiters skim read CV's like newspapers. Headlines catch their eye)

9. Do not make any spelling mistakes and omit irrelevant or potentially negative information

10. Include details of training or management development events attended which could be relevant.

11. List your professional memberships and relevant qualifications. (Do not send or attach certificates).

12. Ensure Keywords are used that fit your goals, skill set, experience and industry sector.

13. No need to provide reasons for leaving on your CV

14. It is not necessary to reveal the identities of your referees on the CV. (This comes later).

15. Include in your covering note the type of role you seek, salary expectations and geographical mobility (particularly if applying speculatively)

