
A GUIDE TO WRITING A CURRICULUM VITAE (CV)
INTRODUCTION

A Curriculum Vitae is a one or two-page summary of your education, skills, accomplishments and experience. The CV’s purpose is to get your foot in the door. A CV can only be a success when it does not exclude you from consideration. To prepare a successful CV, you need to know how to review, summarise, and present your experiences and achievements on one page. Unless you have considerable experience, you should not need two pages. Outline your achievements briefly and concisely.

Your CV is your ticket to an interview where you can sell yourself!

A CV is the most flexible and convenient way to make applications. It can convey your personal details in the way that presents you in the best possible light and can be used to make multiple applications to employers in a specific career area.

You may consider a CV as an advertisement for your availability. It is ethical to be honest and clearly document your credentials. In other words, do not make exaggerated claims about your past. Compiling a dynamic CV is not achieved by changing the facts but rather through strengthening the content of your CV.

Always keep in mind that the employer is able to detect how you present yourself to others, what you have done in the past, and what you are likely to accomplish in the future all through your CV.

There is no “one best way” to construct a CV, it is your document and can be structured and presented as you wish, within the basic framework set out below.

WHEN SHOULD A CV BE USED?

1. When an employer asks for applications to be received in this format

2. When an employer simply states “apply to …” without specifying the format

3. When making speculative applications (i.e. when writing to an employer who has not actually advertised a vacancy but who you hope may have one)

WHAT INFORMATION SHOULD A CV INCLUDE?

1. Personal details

2. Education

3. Work experience

4. Interests and achievements

5. Skills

6. References

If you are applying for more than one type of work, you should have a different CV tailored to each career area, highlighting different aspects of your skills and experience. Sending out a CV should always be accompanied by a covering letter. The covering letter can be a major determinant of success. It should generate interest and motivate the employer to want to know more about you. The letter is even more critical if your application is a speculative one and you are not applying as part of normal recruitment cycle.

WRITING YOUR CV

How to prepare an effective CV

1. CV Essentials

Before you write, take time to do a self-assessment on paper. Outline your skills and abilities as well as your work experience and extracurricular activities. This will make it easier to prepare a thorough CV.

2. The content of your CV

Name, address, telephone, e-mail address, web site address

All your contact information should go at the top of your resume.

Here are a few ‘rules’ to follow:

· Avoid nicknames

· Use a permanent address - use your parents’ address, a friend’s address or the address you plan to use after graduation

· Use a permanent telephone number and include the area code. If you have an answering machine, remember to record a neutral greeting

· Add your email address. Many employers will find it useful. (Note: choose an email address that sounds professional)

· Include your web site address only if the web page reflects your professional ambitions

Profile

A profile tells potential employers the sort of work you are hoping to do.

Always remember to:

· Be specific about the job you want. For example, to obtain an entry-level position within a financial institution requiring strong analytical and organizational skills

· Tailor your objective to each employer you target/each job you seek

Key skills

This highlights some of the main skills that you acquired in relation to the job you are applying for.

Education

School leavers without a lot of work experience should list their educational information first. Your most recent or most important educational information should always be listed first.

Work experience

Briefly give the employer an overview of work that has taught you skills. Use action words to describe your job duties. Include your work experience in reverse chronological order - that is, put your last job first and work backward to your first relevant job. Remember to include:

· Title of position

· Name of organisation

· Location of work (i.e. London)

· Dates of employment

· Describe your work responsibilities and emphasize on specific skills and achievements

Other information

· Key or special skills or competencies

· Leadership experience in volunteer organizations

· Participation in sports

· Driving licence

· Non smoker

References

Ask people if they are willing to serve as references before you give their names to a potential employer.

Do not include your reference information on your CV. You may note at the bottom of your resume: “References available upon request”.

3. CV check-up

You have written your CV. You can also take the following steps to ensure quality:

Content
· Run a spell check on your computer before anyone sees your CV

· Get a friend (an English major would do nicely) to do a grammar review

· Ask another friend to proofread. A lot of people reading your resume will help you correct any misspelled words or awkward phrases you otherwise probably would have missed

Design

These tips will make your CV easier to read and/or scan into an employer’s database.

· Use white or off-white paper

· Use 8 ½ x 11-inch paper

· Print on one side of the paper

· Use a font size of 10 to 14 points

· Do not use a decorative typeface

· Choose one typeface and stick to it

· Avoid using italics, script and underlined words too much

· Do not use horizontal or vertical lines, graphics or shading

· Do not fold or staple your CV

· If you must mail your CV, post it in a large envelope

· Include your degree (AS, BS, BA, etc.), major, institution attended, minor/concentration

· Add your grade point (A) if it is higher than ?

· Mention academic honours

CV PRESENTATION TIPS

PREPARING YOUR CV

❏
Update CV on a regular basis

❏
Minimize the use of ‘I’ because it is implied throughout your CV

❏
Prepare different versions of your CV, e.g. select relevant skills and/or achievements related to the job application and employer requirements

❏
Combine short-term jobs, e.g. “variety of short-term assignments whilst studying”

THE LOOK OF YOUR CV

❏
Try to limit your CV to a maximum of 2 pages

❏
Head the CV with your name and address (usually centred)

❏
Your CV should be attractively presented by using a Word processor

❏
Use single-lined spacing for the text and double-lined spacing for the dividing sections

❏
Use bold and capitals for headings. Italics may also be used occasionally

❏
Use bullet points or concise paragraphs

❏
Use clear, simple language to highlight positive points about yourself

❏
Check CV for spelling and grammar

❏
Keep your CVs on a computer’s hard-drive

DO NOT

❏
Hand-write your CV

❏
Use both sides of the paper

❏
Print too many copies in case you need to make changes to your CV

❏
Show full addresses of previous employers/schools etc.

❏
Include list of references (this is confidential information and one’s referees change over a period of time)

DIFFERENT TYPES OF CV FORMAT

CHRONOLOGICAL

Objectives:

❏
To apply for a similar position

❏
To show employment history in reverse chronological order, starting with your present or most recent employment

❏
To emphasize impressive employers

FUNCTIONAL

Objectives:

❏
To apply for first/disguise inexperience

❏
To disguise gaps in employment record

❏
To emphasize skills and achievements

❏
To disguise frequent job changes

❏
To highlight skills acquired outside employment

❏
To change career direction

❏
To return to work after a long gap

❏
Divides experience into different skill areas, for example Finance, Marketing, Human Resources, Production, etc.

TARGETED

Objectives:

❏
To apply for first/disguise inexperience

❏
To make an impressive case for a specific job target

❏
To emphasize impressive employers

❏
To highlight skills acquired outside employment

❏
Organizes information based on what is needed for a specific job, for example Report Writing, Computing, Communication, etc.
CV POWER WORDS

Accelerated

Accomplished

Achieved

Acquainted

Acquired

Activated

Addressed

Administered

Administrated

Advised

Ambition

Amended

Amplified

Analysed

Anticipated

Applied

Appraised

Appropriated

Approved

Arbitrated

Arranged

Aspired

Assembled

Assessed

Assimilated

Assisted

Attained

Audited

Augmented

Authorised

Averted

Avoided

Balanced

Bought

Budgeted

Built

Calculated

Capable

Centralised

Charted

Checked

Clarified

Coached

Collaborated

Collated

Collected

Combined

Commanded

Communicated

Compiled

Completed

Composed

Compounded

Computed

Conceived

Concluded

Condensed

Conducted

Confidence

Confirmed

Conscientious

Consolidated

Constructed

Consulted

Contracted

Controlled

Converted

Conveyed

Co-opted

Cooperated

Coordinated

Corrected

Corresponded

Counselled

Created

Criticised

Cultivated

Decentralised

Decided

Decreased

Defined

Delegated

Delivered

Demonstrated

Dependable

Designed

Detected

Determined

Developed

Devised

Diagnosed

Directed

Discharged

Discovered

Dispensed

Displayed

Disposed

Disproved

Distinctive

Distributed

Diversified

Documented

Doubled

Drew up

Edited

Educated

Effected

Effective

Efficient

Eliminated

Enabled

Enacted

Encouraged

Enforced

Engaged

Engineered

Enhanced

Enthusiasm

Enlarged

Established

Estimated

Evaluated

Examined

Exceeded

Excellence

Exceptional

Executed

Expanded

Expedited

Experience

Extracted

Facilitated

Familiarised

Finalised

Financed

Finished

Forecasted

Formed

Formulated

Founded

Generated

Governed

Graduated

Guided

Headed

Helpful

Honest

Honour

Humour

Identified

Imagination

Imparted

Implemented

Improved

Improvised

Inaugurated

Incorporated

Increased

Indicated

Initiated

Influenced

Ingenuity

Initiated

Innovated

Inspired

Installed

Instigated

Instituted

Instructed

Insured

Integrated

Integrity

Interpersonal

Interpreted

Intervened

Interviewed

Introduced

Invented

Invested

Investigated

Involved

Launched

Lectured

Leading

Led

Liaised

Lightened

Located

Logged

Loyal

Maintained

Managed

Marketed

Measured

Mediated

Merged

Minimised

Modernised

Monitored

Motivated

Negotiated

Networked

Nominated

Notable

Observed

Obtained

Operated

Opportunity

Ordered

Organised

Oriented

Originated

Overcame

Oversaw

Participated

Passed

Perceived

Perfected

Performed

Permanent

Persuaded

Piloted

Pioneered

Placed

Planned

Played

Popular

Positioned

Practical

Praise

Predicted

Prepared

Prescribed

Presented

Prestige

Prevented

Processed

Procured

Produced

Proficient

Programmed

Progressed

Promoted

Prompted

Proposed

Proved

Provided

Published

Punctual

Purchased

Quantified

Realised

Reasonable

Recognised

Recommended

Reconvened

Recorded

Recruited

Redesigned

Reduced

Referred

Regulated

Rejected

Related

Reliable

Renegotiated

Reorganised

Reported

Represented

Researched

Resolved

Responsible

Restored

Restricted

Resurrected

Reviewed

Revised

Revitalised

Revived

Satisfied

Saved

Scheduled

Selected

Served

Set up

Shaped

Simplified

Sincerity

Sold

Solved

Specified

Staffed

Standardised

Started

Stimulated

Streamlined

Strengthened

Stretched

Structured

Studied

Substantial

Succeeded

Success

Suggested

Superseded

Supervised

Supplied

Supported

Surpassed

Surveyed

Taught

Terminated

Tested

Thorough

Thoughtful

Tightened

Tolerant

Trained

Transferred

Transformed

Translated

Treated

Trebled

Trimmed

Tripled

Uncovered

Understanding

Unified

Unravelled

Useful

Utilised

Verified

Vitalised

Vivid

Wisdom

Won

Wrote
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