Some tips on how to construct a CV that sells

· Type your name clearly at the top – rather than the words ‘Curriculum Vitae’ or ‘Resume’. 

     ‘The purpose of a CV is to advertise a product...  you.’
· Contact details – think about what you give out about yourself.

      ‘It is your initial contact with a potential employer.’

· Choose a CV style to suit the role you’re applying for.

      A traditional chronology does not always work best for everybody.

      You might prefer to group your work experience under different headings.

· A CV is not an autobiography.

      Don’t dilute the impact with too many unnecessary details.

· Presentation is important, but don’t overdo it.

      Forget plastic folders and binding. Spend time and money where it will do most good.

      Typing and laser printing of course, and choose heavy grain, high-quality paper for ‘feel’.

      Two pages is the normal length, with easy-to-read spacing.

· Don’t include age, sex, marital status, state of health or reasons for leaving previous jobs.

      Try to avoid unexplained gaps, either in employment or academic history.

· Consider the layout. Short sharp sentences are best, highlighted with bullets.

      Don’t use first person. Consider ways to avoid this.  (Americans often use third person!)

      Lead with your strongest suit. Education doesn’t have to come first.

· If you go for education first, put your latest qualifications at the top, they have most value.

      Include everything you can within the space but try to downplay irrelevant subjects.

      Sprinkle the education section with any prizes,  responsibilities, or work experience.

      Don’t detail the work if it was boring, low-calibre holiday work.

· Never regard the Hobbies and Interests section of your CV as unimportant stuffing.

      Presented well, it might give you the edge.  You could score as an interesting individual.

      Be imaginative, don’t put ‘going to the movies’ if you could put ‘interested in historical 
      cinema’.
