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Get in touch: Emma.evans@uwtsd.ac.uk & careers@uwtsd.ac.uk 


Help on CVs


There are many types of CVs and it can be confusing knowing when to omit different information but this hand-out aims to help you gain the knowledge and ability to create and tailor a CV. 
CVs do’s and don’ts 
	Do
	Don’t

	Always target your CV to each job. Check the specifics of what a CV looks like for your sector
	Don’t lie. Be honest and objective.  You may be questioned about your CV in detail during the interview

	Match the skills you have to the skills the employer is looking for. You can do this by reviewing the job description
	Don’t use the same CV for all your applications – TARGET the employer and job role!

	Make it EASY To READ an attractive CV will grab an employer’s attention.
	Don’t write curriculum vitae at the top of your CV.

	Pay attention to spelling and grammar: your CV may not get through to the next stage if there are mistakes.
	Don’t write long descriptive sentences, keep them concise and to the point.

	Give specific examples to illustrate your skills. Remember who, what, when and how.
	Don’t be downbeat. Avoid any negative words, false modesty or inappropriate email addresses.

	Get someone to CHECK over your CV before submitting your application..
	Don’t include a photograph unless you are applying for a job in the modelling or acting profession. 



CV Layout
When deciding what layout to use, always think relevance and targeting.  Put the most relevant information about you and your biggest selling points which relate to the job, near the job of your CV.  It is often a good idea to put yourself in the employers’ shoes – if you were an employer what would you want to see on a candidates CV?  Don’t assume an employer will know what skills you gained or how you demonstrated them, remember to offer context to examples. 
Chronological CV
This is the most commonly used CV, especially if your biggest selling point in connection to the job advertised is your relevant work experience and education. 
· Lists education, work and other experience in reverse order, starting with the most recent first.
· Skills developed will be interweaved into the body of the CV rather than in a separate section. 
Skills based CV 
This type of CV emphasises skills required for the job in a specific section, details on education and work experience will be brief.
· This layout is best if you have limited work experience but can demonstrate evidence of the required skill set. For examples: communication skills, team working and time management through your degree, part time work or volunteering. 
· It is useful for career changers who may have a lot of experience but want to show how their skills are relevant to a different job. 
CV headings and Order
There is no one size fits all template when it comes to CVs; what you put in or leave out can be interchangeable depending on the job applied for.
· Personal / details
· Profile / career objective
· Education
· Relevant work experience
· Additional / Other work experience
· Skills 
· Additional information / positions of responsibility and or achievements
· Interests
· References




Selling yourself
[image: 10,900+ Key Point Stock Photos ...]REMEMBER: Before you write your CV, it is really important that you can reflect on who you are and what skills and experience you can offer.  Always put your unique selling points near the top of your CV, add them into your profile or career objective and if you can make them relevant to the job you are applying for. 
Look at the advertisement snippet below:
Applicants should be organised individuals with a desire to learn and develop in the field of direct marketing.  No experience in the field is required, as full training will be provided, but applicants must have a resilient can do attitude, be able to meet deadlines and to work under pressure with a range of stakeholders.  Applicants should also be good team player, have sound administrative skills, and be comfortable in a computerised environment. 
Establish what skills the employer wants:
From this advert you can establish that the employer has set some key criteria, which is what your CV needs to match. Document your evidence and subsequent employability / transferrable skills.  This may not be the final version, but will provide a good framework to work from. Below is a breakdown of the key criteria that the job advert mentioned: 
	Skills required from job advert
	Evidence

	Desire to learn and develop
	Developing relevant skills and knowledge through my degree
Training courses attended via work, covered effective customer service skills and promotional activities.
Completed work experience through university, school or college 

	Can do attitude
	Helped to form a new student society
Organised, promoted and marketed the society and gained 25 members
Took part in voluntary work and organised a fundraising event

	Able to meet deadlines
	Met multiple deadlines on assignments throughout my studies
Worked to challenging targets in my part time job.

	Administrative and IT skills
	Experienced user for Word for my assignments
Experienced in putting together and presenting with PowerPoint
Experienced in using Excel for data entry and manipulation of data for assignments and also created data sheet for fundraising event. 



Sending in your CV

Before you send off your CV make sure that:
· Your CV covers all the job specifications
· It contains no spelling or grammatical errors
· Good clear layout with consistency

If you are attaching a CV make sure that:
You use a standard typeface Arial, Times New Roman etc…
· Keep the main font between 10 and 12 size
· Ensure the CV prints out in an eligible format. 

References
Always ask your referees permission (you should always ask). Keep your referees updated about the applications you are applying for so that they can respond to requests quickly.  Try to give your referees as much time as possible. 

Further Help If you need any more help or wish to make an appointment with careers advisor please contact the careers team: careers@uwtsd.ac.uk 
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