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Why do we ask for CV’s?


A Curriculum Vitae (CV) is your first chance to make a great first impression to your potential employer. A CV is usually the first thing you will submit in a job application process and is the only way to get to next step.
A CV is a written overview of someone’s education, qualifications, job background, hobbies, interests and achievements. It is therefore essentially a story of your life, you wish to be read by a professional you are trying to impress. A CV allows you to summarise your education, skills and experience, enabling you to successfully sell yourself to employers. (Jemma Smith, 2019).
[bookmark: _GoBack]A CV is the first point of contact to a potential employer, and first impressions count! When an employer lists a job offering, applicants must upload a CV. The reason the CV is the first step in the application is so the employer can filter applicants that do not fit the job role. This is for the employer to engage better with applicants who are more suited and stand a better chance of becoming successful in being offered the job. A well written CV could be the difference between getting an interview and not being considered for the role. (Rolfe A, 2019).
A CV is used when applying for a job. Not all employers will request your CV, some employers will request you fill out their own application form which will include similar details to a CV. A CV will be used for one of the reasons listed below: 
· A job advert specifically requests that applications are made via CV
· A job advert requests that you apply in writing
· You wish to make speculative approaches to companies (A job is not advertised but you handover your CV in the hope that there is/will be)
(Nijobfinder, 2017).
There is no written rule when it comes to CV’s. Everyone’s CV’s will vary depending upon there experiences and their profession. However, there are two types of CV’s commonly used:
· Chronological CV 
· Skills based or functional CV
A chronological CV is best used if your employment history is relevant to the job you are applying for. There for you will start with, and focus on, your employment history, and the experience and achievements you have made throughout your employment.

A Functional CV will be used for the opposite. Where your employment history is not relevant to the job you are applying for. In this case you would start with, and focus on, your skills, personal achievements and qualities. 
Another type of CV that is not as common but can be very effective is a Video CV. This is a video version of a CV and will include much of the same that is included in a conventional CV. 
a video CV could get you noticed by employers in any sector. It’s not a test of your Oscar-winning director skills but can be effective in showing employers more of your personality and how you communicate.
(The Open University, 2017)
A CV should consist of the following information: 
· Contact details
· Personal overview 
· Education 
· Employment History 
· Skills and Achievements 
· Interests and Hobbies
· References 
Whilst it is very important to write about each of these with thorough details. Length is also an important factor. 91% of recruiters see a Word document of two to three pages as the perfect CV length (Rolfe A, 2019)
Not many people will tell you CV’s are fun and exciting; the good news is that you only need to write one. Employers could be looking at 100’s of CV’s for just one job! For this reason, there is a good chance the employer will be skimming through for specific keywords relating to the job you are applying for. It’s therefore important to be clear with your wording!  it’s possible that you could have the exact skills required, but still not get called in for an interview due to poor wording (Collins C, 2017)
Recruiters will look at CV’s to essentially filter the candidates who are not suitable for the job. This limits the number of applicants who will be interviewed and saves both the recruiters and the applicants time. Recruiters will be searching for key words that relates directly to the job. If the applicant is successful from this point it is then used as reference in the interview process. If there is something the recruiter would like the applicant to expand on from there CV, they will then refer to the applicants CV. 
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