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CV writing: General tips

· On a general note, make sure that everything you are writing is concise, relevant to your field and showing the best of you at all times to any prospective employer. Many job seekers prepare one CV only in the hopes that it will suit all positions. Be prepared to tailor your CV to a specific position showcasing your relevant experience to the role in question, especially if your experience has covered multiple fields. 
· Remember that your target audience does not necessarily have the time to read every single word you write. A successful CV is therefore one that gives an immediate indication of your strengths and area of expertise at a glance. 
· On that note, sharp punchy sentences are good often documented in bullet point fashion. Lengthy, exhaustive paragraphs are not. 
· You should aim to make your CV no more than 3 pages long. If you have worked in the industry for a long time, your earlier jobs need to be restricted to company name, dates of employment, industry sector and title of position, particularly if your first job in IT is a far cry from your most recent employment.
· Choose one typeface and use the same one throughout your CV. Should you need to draw attention to any areas on your CV, use bold or enlarge the font size but we recommend you don’t change the typeface.
· Adding colour and logos can very often detract from the point of your CV and over complicate matters. Simplicity is key. A document with additional artwork can also take too long to open which could discount you from the running before your details are even read.  

Specifics: A well written CV should cover 4 principle areas:

1. Start with a Personal Statement that clearly identifies the role you perform and what personal attributes you possess that allow you to perform your role well.

Example: A driven and dedicated IT Project Manager experienced in the successful delivery of broad ranging portfolio of systems led projects. Capable of quickly adapting to new environments and providing cost-effective solutions in line with the changing need of the business.  A committed and self-motivated person with excellent communication skills and experience of working closely with IT and the Business to resolve complex business problems. Accomplished in the full project life cycle from initial conception to completion.
2. Your second paragraph should focus on Professional Achievements. These should summarise in bullet point fashion, notable highlights in your career to date. 

3. The third aspect of your CV should cover your employment history listed in reverse chronological order, i.e. your most recent employment first. In a short paragraph, detail the role you undertook and then list several achievements (or projects) that give a flavour of your exposure within the business.

4. The fourth aspect should outline your education, qualifications and training. 

Additional tips:

· If you are looking to move up the ladder on your next position, make sure you highlight any relevant experience that will help you get there, i.e. you are a senior analyst programmer but want to move towards management, include any experience of leading teams and projects that reflect your ability to handle such responsibility.
· Submit examples of work where possible, i.e. if you are a web designer, give URL’s of sites that you have worked on.
· Make sure that your CV reflects the truth. Most employers will want to take out references on the successful applicant and have the right to retract an offer of employment if they find out that you are not all you say you are.   
· Spell-check the finished article. Remember that your CV is a representation of YOU and that first impressions count for EVERYTHING at this crucial stage.  
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