

1.  You are trying to sell yourself in the top half of the page.  Imagine someone flicking through a large pile of CVs.  Why should they pick yours?

2. Everyone has their own ideas about CVs, so take all advice and then make your own decisions.

3. Tailor a CV to the type of job you are applying for.

4. Do your homework.  What skills / attributes will an employer be looking for?  Play these points up on your CV.

5. Play up your best points, but NEVER lie!  You will get caught out sooner or later.

6. Be prepared to talk about anything on your CV if asked for interview.

7. If including referees, it is polite to ask them first if they are happy to do it.

8. Traditionally CVs are typed on white A4 paper, but some people like to be a bit more original.  Think about the type of employer that the CV is going to and select accordingly.

9. Get your facts straight.  Make sure dates and details such as telephone no are correct.  Remember if you put a telephone no on, then someone could ring you up.  Be prepared.

10. Keep a copy yourself of your CV.  Refer to it before any interview.

11. Start at the top of the page with a description / pen picture of you.

12. Write your name as the heading – not ‘CV’ – it is obvious what it is.

13. Put details such as address / telephone no at the end.

14. Some people like to include a passport sized photo.  If you have space, this can be a nice touch, but is not as important as the other points mentioned.

15. Keep it fairly brief.  Two pages max.

ABOVE ALL - SELL YOURSELF AT THE TOP OF THE PAGE!
