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How to write an effective CV
What is a CV? 
CV means ‘curriculum vitae' which literally means 'course of life'. However you can make your CV about much more to impress on your future employers your experiences to date, and to demonstrate your suitability for the job in question. 
Prospective employers approach CVs from the perspective of:

· Does this CV demonstrate evidence of the skills and qualities I am looking for? 

· Does this individual stand out from other applicants?

Imagine a CV as being a brochure that will list the benefits of a particular service. The service being your time and skills! When writing a CV look at it from your employers point of view. Would you stand out against the competition (the other candidates) and would the manager want to talk to you about a possible job? You have to ask yourself these questions when writing your CV or curriculum vitae.

What information can be used in my CV? 

· Your life history 

· Your job history 

· Your achievements

· Your skills 

The way you present information on your CV is relatively flexible and will depend on what you have to offer. However, it is generally recognised that all CVs tend to include the following sections:

· Personal details 

· Personal profile/career objective 

· Education 

· Experience 

· Positions of responsibility/achievements/interests 

· Referees
For each section we have set up key information that you may / may not want to include: 

Personal Details 

· keep brief (no more than a quarter of a page)
· provide contact details that you are easily contactable at 

· telephone number 

· mobile number 

· email address

· you may add the following if you choose but these are not mandatory: 

· date of birth 

· nationality 

· martial status, gender and health status unless specifically and legitimately requested for the particular post 

Personal profile / career objective (optional) 

· demonstrate you career focus

· give a couple of examples of your strengths and how these developed

· avoid using generic skills statements like ‘ team worker’ 

Education 

· document in reverse chronological order, with your most recent experiences first 

· market your most recent and qualifications fully 

· for each give the name of the institution, dates and qualifications achieved  

Experiences 
· document in reverse chronological order, with your most recent experiences first 

· whether your experience is paid, voluntary or shadowing – it is still experience  

· for each type of experience provide: 

· job title (if applicable) 

· dates 

· your role and responsibilities 

· the skills you used 

· achievements 

Positions of responsibility/achievements/interests

These are all relevant sections to include and can be used to demonstrate that you are motivated to pursue other activities, have an interest in a relevant career and take the initiative to develop your involvements and skills. Again, try to focus upon recent achievements and what your contributions were, skills developed and outcomes. Employers will not necessarily spend time trying to make sense of your experience.

Referees

· Two referees are the norm, one academic and one work-related, or a character referee if allowed.

· Give their phone number and e-mail along with their title and full contact address. (Always ask for their permission first and remember to keep them informed of your career aspirations and achievements to date.)

·  If a reference from your immediate manager is not possible, perhaps use someone else in the company.
Remember: Keep it simple, type it, spell check, proof read and be honest
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