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General tips on preparing your CV
Advice on how to put together your CV

•
The common mistake that a lot of people make is that they don't see their CV as a sales document. It is important that you don't present pages and pages of information, but that you accurately reflect the main points of what you have done and most importantly the impact that had on the organisations you have worked for. Bullet format is often the most effective way of doing this. Don’t write a book!

•
In an increasingly competitive world, most employers want to see if you have made a real contribution to the growth/profit of your organisation. Can you demonstrate this? Or have you contributed in other ways to the achievement of business goals? If so, highlight this type of success.

•
Providing references from previous employers is of major importance and a great selling point. 

•
Provide a one paragraph and succinct 'profile' of you. This should reflect your character and why you are good at what you do. The CV then becomes a springboard for discussion at interview stage. 

•
Avoid gimmicks, images, graphics and unusual layouts. Unless asked to do so, avoid putting photographs on your CV (this can provoke raised eyebrows at interview if the photo you put on was taken when you were 21!!).

•
Personal and educational details should also be succinct and include any professional qualifications etc. 

•
Prepare additional information that can be sent separately and that can back up specific experiences, achievements and most importantly the difference that you made. This avoids having to make the main CV too wordy and is often popular with clients. Tell them at interview that you have the additional info and let them decide when to take a copy.
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