
Creating your CV
Your CV is your first impression on potential employers, making it crucial to create a 
document that effectively showcases your skills, experiences, and qualifications. In a 
competitive job market, a well-crafted CV can make all the difference in securing that dream 
job. Here are some top tips for candidates on how to create a standout CV that catches the 
eye of recruiters and hiring managers.

Tailor Your CV to the Job:
One size does not fit all when it comes to CVs. Tailor your CV to each type of job you are 
applying for by highlighting the most relevant skills, experiences, and achievements that 
match the job requirements. Carefully review the job description and mirror the language 
and keywords used in your CV to demonstrate your suitability for the role.

Keep it Concise and Relevant:
Recruiters and hiring managers typically spend only a few seconds scanning each CV, so it's 
essential to keep yours concise and relevant. Aim for a two-pages and prioritise the most 
important information, such as your professional experience, education, and key skills. Cut 
out any unnecessary details or irrelevant experiences that don't add value to your application 
but make sure you don’t leave time gaps.

Showcase Your Achievements:
Rather than simply listing your job responsibilities, focus on showcasing your achievements 
and contributions in each role. Use bullet points to highlight specific accomplishments, such 
as exceeding sales targets, implementing cost-saving initiatives, or leading successful 
projects. Quantify your achievements where possible to provide concrete evidence of your 
success.

Highlight Your Key Skills:
Identify the key skills required for the job and ensure they are prominently featured in your 
CV. Create a dedicated skills section where you list relevant technical skills, soft skills, and 
industry-specific competencies. Provide examples of how you've applied these skills in 
previous roles to demonstrate your proficiency ideally within your experience to demonstrate 
where they are relevant.

Format for Readability:
Make your CV easy to read by using a clean and professional format. Choose a simple, 
legible font and use bold headings and bullet points to break up the text. Use consistent 
formatting throughout the document and ensure it has a polished and professional 
appearance.

Include a Personal Statement or Profile:
Start your CV with a compelling personal statement or profile that summarises your key 
skills, experiences, and career goals. Use this section to grab the reader's attention and 



provide a snapshot of who you are as a candidate. Tailor your personal statement to the job 
you're applying for and highlight what sets you apart from other applicants.

Proofread Carefully:
Before submitting your CV, proofread it carefully to check for spelling, grammar, and 
formatting errors. Typos and mistakes can create a negative impression and detract from 
your professionalism. Consider asking a friend or family member to review your CV as well, 
as fresh eyes can often catch errors you might have missed.

Conclusion:
Crafting a winning CV is an essential step in your job search journey. By using some of 
these tips you can create a document that impresses and helps you stand out from the 
crowd. Good luck!


	Creating your CV
	Tailor Your CV to the Job:
	Keep it Concise and Relevant:
	Showcase Your Achievements:
	Highlight Your Key Skills:
	Format for Readability:
	Include a Personal Statement or Profile:
	Proofread Carefully:
	Conclusion:


