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Introduction

If you’ve got one minute to read this, you’re spending longer than many recruiters will spend reading your CV. That doesn’t mean it’s not worth learning to write one – in fact the opposite is true. Teaching yourself to write an effective CV, instead of sending a poor quality one or paying someone else to write it, has enormous benefits beyond increasing your chances of getting an interview. The writing process itself can help to improve your understanding of employers’ needs, awareness of your own skills, communication style, presentation and confidence.


Words matter

The words you use say a lot about you: they can give insight into your attitudes, beliefs and strengths, hopes, fears and weaknesses. They can also cause misunderstandings. A CV must be clear: convincing yet impressive, concise yet alluring, and true to who you are. The key is to be positive, while always thinking about things from a recruiter’s perspective.




Build a factsheet

Your starting point is building your factsheet. This contains all the information you might need including personal details,   qualifications and employment dates. Understanding what employers need and want to know is essential, as well as knowing which things you can (or indeed should) leave out.




Look at your skills

Spend time analyzing your own skills. Identify which skills you have and think up concrete examples of when you’ve put these skills to good use and what the result was. Examples can come from paid or unpaid work, interests or personal life. Useful techniques like SHORTlisting (see Chapter 3) can help you to distil these into short, punchy bullet points.





Create a generic CV

Set the tone for your CV with a brief summary or profile, based on the skills you’ve identified. Add your objectives and that’s your draft ‘generic’ CV – the foundation for all that follows. Your time and effort is then best spent honing your language and adding power.




Refine, refine, refine


	Your words … to suggest a person of action, with purpose, who delivers benefits.

	Your sentences … to keep them short, meaningful and relevant.

	Your section order … to keep ‘what you offer an employer’ firmly in the spotlight.



Always remind the reader why they should be interviewing you.




Target

The final edit is your most important: targeting or tailoring your CV. Show an employer you don’t want just any job, but this one in particular, working for them. Do your research, and explain clearly why the fit between you, this role and this employer is so perfect. Target covering letters and application forms the same way.




Layout and presentation

Once the writing is finished, this takes over; it must be as strong as your CV content. Select the layout and format that feels right. Always do a quality check before sending. Write a covering letter that ensures your CV gets read.

That’s it. Time to get started. Teach yourself a valuable new skill: how to write a great CV.






1
getting the basic details together

If you aren’t sure whether your CV contains everything it should and nothing it shouldn’t, or you’ve never written a CV before, this is the right starting point.

This chapter focuses on the details at the heart of every CV: your factsheet. This document is an unedited (and private) summary of your life. It will include everything about you from qualifications to employment history, from hobbies to how to get in touch.

Now is the time to verify that everything included in your factsheet is indeed fact.


• Have errors crept into your contact details?

• Where are the certificates for your qualifications?

• Which month did you finish that employment?



Do it properly so you can be confident that your starting information is accurate.

You won’t include the entire contents of this factsheet in every CV you send out, but it will form the foundation for all that follows.



Personal details


Name

Your CV should start with your name. Don’t put ‘Curriculum Vitae’ or ‘CV’ at the top, because everyone knows what they’re looking at. You don’t write ‘Shopping List’ above a list of bread, milk, beans and toilet roll; your CV doesn’t need to be labelled either.

The name you put doesn’t have to be the full one from your birth certificate. Roger Winston Richard Johnson can just be Roger Johnson. If your first name is Christopher but everyone calls you Chris, put Chris. For a first name that is unusual, long,    or often mispronounced, you might feel more comfortable using a shortened or anglicized version. This could be the name friends or colleagues normally call you.




Contact details

Standard practice is to list your:


	home address

	telephone number

	email address.



Address

State your full postal address, including an accurate postcode.

Telephone number

Be sure to include the area code and double check it is correct. Most recruiters will bin a CV if they dial the contact number and the person who answers has never heard of you.

For landlines, be clear which number you have given: work or home. The recruiter is less likely to leave an urgent message on a home number or expect you to call back the same day.

By including a work number, be prepared for calls at work. If you can’ talk in front of others and no one knows you are considering leaving, it’s best not to give this. Also, if you’re sending your CV to a lot of places, you might get a lot of calls – which could tax the patience of the most understanding employer.

Try to stick to just one number if you can – it’s far simpler and quicker for the person trying to contact you if there is only one option.

Mobile numbers are usually the best, as long as you have a signal during the day. If not, home numbers are better than work,    but make sure your answering machine or voicemail works properly or your family know to take a message carefully. Getting home to find you’ve been invited to interview but no one can tell you when, or with whom, would be very frustrating. Be sure to check voicemail messages regularly.

If you will be sending your CV overseas, add the relevant international dialling code for your country.

Email

Choose your email address with care.

Will an employer cheer inwardly at the thought of employing facebookaddict@yahoo.co.uk, popmycherry@hotmail.com, thevodkamaster@googlemail.com or imabigloser@virgin.net?

If in any doubt, or you don’t have an email address yet, it’s easy to set up a free email account and choose a more professional-sounding address.

Try to keep your name the central focus of the address, even if you do have to include some numbers, and make it as simple as possible. anthonyperfect09@hotmail.com is infinitely better than 18756ii901lghif@hotmail.com: it’s instantly clear who it belongs to, is less likely to be entered incorrectly, and probably won’t be automatically classed as spam when you reply to a message.

Email addresses need to be as carefully checked as contact numbers when you type them. One letter or number out place and your invitation to an interview will end up in someone’ else’s inbox or lost forever in webspace. No recruiter or employer will try ten different versions of your email address to see if they land on the right one.






Personal information

Anti-discrimination law means you do NOT need to put these things on your CV:


	age or date of birth

	state of health

	
gender

	race

	marital status

	sexual orientation

	number of dependants

	religious beliefs

	any other personal information.



Legal stuff aside, this kind of detail doesn’t tell an employer anything useful anyway. Your focus should only be what you can offer them, and how well you can do the job.


Disability

Health and disability can be a grey area. You are under no obligation to mention any disability or health problems when applying for a job. However, you could disadvantage yourself if you don’t. This is especially true if you need support to get your application in, or to access an interview.

Employers must provide reasonable support so anyone can compete for one of their jobs on an equal basis. Depending on your disability or illness, it could be worthwhile revealing relevant details in advance and requesting any specific help you may need. Even if you don’t include it in your CV, you can say so in your covering letter.

Employers are allowed to ask candidates if they have a disability that might affect their ability to do the job they have applied for. But the employer also has to make any reasonable changes to the workplace that are needed for a disabled person to do the job as effectively as anyone else.

If you wish to keep your disability or ill health hidden, then that is your legal right. You are not obliged to admit or volunteer any information, even when asked directly. However, if your disability stops you from doing your job adequately at some point in the future, and you face losing your job, you can’t fall back on the Disability Discrimination Act. This Act only protects those who actually tell an employer about their disability or ill health. If this issue affects you, it is worth getting further advice.





Security

From a personal security standpoint, it is not a good idea to send out any documents that contain your name, address, phone number and date of birth. This information alone is often enough for someone to commit identity fraud.

Unless you are asked to provide proof of UK residence with an application, such as a National Insurance number or your Passport number, never offer it on your CV. Normally it’s enough to confirm you are a UK resident. Later in the recruitment process is when you might reasonably be asked to provide proof. Even if this proof is requested at the same time as your CV, you can send it in a separate letter or try phoning with the details.






Education

This step can be a bit disheartening if you are not overly proud of your education. Don’t worry – if it isn’t a star, it doesn’t have to take centre stage.

First, ensure all your facts are correct. Find the original certificates and:


	Note down where you studied and when, including all the subjects, levels and grades.

	Include all your academic studies: GCSE, O Level, CSE, Standard, AS Level, A Level, Higher, BTEC, NVQ, City & Guilds, Baccalaureate,    Bachelor’s degree, Master’s degree, PhD, etc.

	If you have studied beyond GCSE level (or CSE/O Levels), list your education in reverse date order: the highest level (i.e. most recent) education at the top of the list.

	Put the certificates together, labelled, where you can easily find them again.



It might seem like overkill to dig out original certificates, but there are two good reasons:


1 Accuracy

Even if your student years are not a distant memory, it’s worth being sure that what you put down is 100 per cent correct. This is very important if you’ve been guilty of exaggeration on past CVs. Say something often enough and you can start to believe it yourself.




2 Proof

Any employer can ask for evidence of your qualifications, and at any time. Being unable to produce them can be embarrassing and frustrating, especially if your job offer relies on this proof. Getting copies can take a long time, assuming it’s even possible.






Career, employment or work history

What you call this section depends on your viewpoint. After spending ten years in warehousing and distribution to become a logistics manager, or working your way up from kitchen hand to assistant head chef, ‘Career History’ works fine.

If you haven’t been working long, or have jumped around from personal trainer to delivery driver to cruise ship entertainer,   it’s harder to say you’ve followed a career. ‘Employment History’ or ‘Work History’ might be more apt. It’s really a matter of what you feel most comfortable with. Any of these titles makes it clear to the reader of your CV what they’ll find in this section.

List whom you’ve worked for in a paid capacity: what role, when and for how long.

Just like Education, this section should be in reverse date order with your current or most recent job at the top.


Describe the company

If you’ve worked for a company that isn’t well known, their name might not mean anything to the person reading your CV. Working as a manager for Megabucks for five years says nothing useful about you on its own.

But, when you add that Megabucks was:


	a new, fast-growing UK chain of coffee outlets, or

	a well-established family business importing moose hides from Canada, or

	a global manufacturer of high-tech money-printing machines



then the reader gets an instant picture. All of a sudden, they can imagine the kind of business environment you’ve worked in, even if they’ve never heard of the company.

If you’re not sure how best to describe an employer, the ‘About Us’ section of their website is good for ideas. Try to keep the description to one line or so, and include these key details:


	industry: e.g. retail, importer, manufacturer

	products/services: e.g. coffee, moose hides, money-printing machines

	size: national, family, global

	status: established, new, market-leading, fast-growing, high tech, etc.
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