CV PREPARATION

STAND OUT FROM THE CROWD
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PUTTING YOUR BEST CV FORWARD
writer JANET TUCK
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When you want to find any kind
of job, you are going to need a
CURRICULUM VITAE (CV). A CV is
important because it gives an
employer information to help
them choose the best person
for a job, and it helps you stand
out from other applicants.
Your CV needs to include your
contact details, a short summary
of your skills, any work experience
you’ve had and where you are up
to with your education.
It is also helpful to include a short
profile summary.

CV STRUCTURE
AND CONTENT
■	Put your name and contact

■

■

■

■

details clearly at the top, and
include a residential address.
Add a short profile – two to three
sentences in length – explaining
a bit about yourself and what
you are aiming for in terms of
study or career aspirations.
List your skills as bullet points
and explain where you have
used each skill. Include things
like team work, responsibility,
time management, money
handling, customer service,
written and oral communication,
and computer skills.
These are what employers are
looking for in younger employees.
You can use experience from
being in clubs and teams, as well
as any paid or unpaid work you
have done.
Don’t forget to include the
skills that are mentioned in
the job advertisement.
List any previous jobs you have
had, along with the name of
who you worked for and what
you did.
Include an Education section.
Provide the year you are in and
the subjects you are studying.
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List your outside interests.
List the names and contact details
of people who will be referees for
you. You need people who know
you and have worked with you
in some way.

■	When you have finished, ask

A WORD
ABOUT LAYOUT

Is it a good idea to get someone
else to write my CV for me?
No. It is easy to tell when someone
else has written a CV because
the language is generally more
formal and sometimes a bit too
sophisticated.
Sure you can get someone to
help you if you are not sure how
to say something, but putting your
CV together yourself will mean that
you know what is in it and you will
answer interview questions using

■	
Use a computer to format your

CV clearly, leaving plenty of
white space so it doesn’t look
cluttered.
■	
Choose a font that is easy to
read. Use headings for each
section and list your skills with
bullet points.
■	
Make sure all headings line up
and the line spacing is the same
throughout.
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someone else to proofread
it for you before you send
it off.

FREQUENTLY
ASKED QUESTIONS

the same style and language.
Should I include a photo?
As a rule, I generally advise not to.
We all like to think that our picture
might get us a job, but I think it
can introduce the possibility of bias,
for whatever reason.
Should I use colour or make it look
more attractive in some way?
The content of your CV is the most
important thing. Using a lot of colour
and design features can be distracting.
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