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Tips for making a fantastic CV
Most employers will only spend a few seconds looking at a CV before either putting it in the “reject” or “possible” pile. You need to make sure that your CV avoids the “reject” pile. 
· Tailor your CV to the position that you’re applying for, look for key words in the job advert and try to include them in your CV. For example, if an advert states that having experience of Microsoft Excel is essential to the role and you’re a wizard at the whole Microsoft Office suite still make sure that you include the phrase Microsoft Excel on your CV.
· Consider using bullet points to make sure that all your important skills immediately catch the recruiter’s eye.
· Don’t go over the top with your font selection (Arial and Times New Roman are both acceptable fonts) and stick with the same font throughout your CV. Think about the font size. Using 20pt and bold for your name might be a good place to start whilst section headings such as education etc. could be 14pt and also in bold. The main text could be 10pt but definitely not in bold.
· Don’t use colour on your CV as it doesn’t always come out well when photocopied 
· Think about using “power words” such as achieved, developed, managed, delivered, applied, created, established, contributed, specialised, expanded, improved, organised, implemented, investigated, accomplished, introduced or designed.
· Try to include evidence to back up your strengths. If you claim to be a strong team player can you give examples of when you used these team skills (e.g. captain of a sports team, member of debating society, participated in a team project whilst at school). An employer needs to know what YOUR contribution was so remember to use the word I as well as the word we. 
· Avoid spelling mistakes as these will result in your CV heading straight to the “reject” pile. Ask someone to proof read your CV for you (make sure the person you choose is a good speller). Once your CV has been proof read and you’re happy with it, consider asking a second person to proof read it as you’ll be amazed how easy it is to miss a spelling mistake.
· Once you’re happy with your CV print off a copy on A4 paper. Paper copies can look so different to a copy on your PC screen. If your CV goes on to a second page where is the page break? Try to avoid a page break in mid-sentence if at all possible. 
· Try to fill each page, a second page of a CV that consists of only a few lines doesn’t look as good as a single page CV that fills the page. Sometimes the challenge is deciding what to leave out of your CV rather than what to include.
· Periodically return to your CV to update it and keep it fresh. Have you learnt any new skills, completed any further training etc.
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