Top CV Writing Tips

Until now, writing a CV was just something we had to do whilst looking for our next role. It’s an expectation, unlikely you would get an interview without it. But, this year, things have changed. 

With so many people at risk of losing their jobs, employers are facing a new challenge. Hundreds of CV’s for one role. 

You may think that an influx of interest is a good thing but imaging being that HR Manager and having to sift through those CV’s and whittle it down to the chosen few who will be offered an interview. 

It’s time consuming and if we’re honest, can be incredibly boring if we are faced with hundreds of average CV’s. Suffice to say, HR Managers are known for their caffeine intake! 

On the flip side of that, as a candidate, you are now in the unfortunate position of being up against huge competition. You’re one of the potentially hundreds of other candidates who are competing for one role. 

It’s tough from both perspectives. 

So, what’s the solution? Really, there’s only one thing you can do and that’s to make yourself stand out. Be the one CV that makes that HR Manager put down their coffee and actually pay attention. 

Leading us on to our Top CV Writing Tips

· Short and sweet
On average, an employer will spend around 8 seconds looking at a CV. If they are handed a thesis, it’s heading straight for the bin. Two sides of A4 is absolutely perfect. Anything that doesn’t fit on two pages, doesn’t need to be said. 

· Make it visual and easy on the eye
We live in a visual world and your CV is no different. If it’s visibly attractive, it will stand out. That doesn’t mean you should fill it with random images, it means that it should be easy to read. Use bullet points, space it well and use short sentences. 

· Get personal
Every CV needs a good personal statement. This is where you will really stand out. A few sentences that heavily focusses on the role you are applying for and the reasons you are the ideal candidate. You should also state these in your covering letter. Key skills and experiences that scream ‘hire me!’

· The proof is in the reading
Don’t be fooled into thinking that you will get away with the odd little error. Employers will actively look for mistakes and the second they spot one, you’re out of the game. There really is no excuse. With all the technological tools at your disposal, a spelling mistake is unnecessary and costly. And, it’s not just spelling, it’s amazing how many people miss out characters in their email address or phone number. Use the tools available to you and then ask a friend or family member to proofread it for you. In fact, ask several! 

· Honesty is the best policy
If there’s one thing that recruiters, employers and HR Managers can’t stand, it’s a lie. Even if it’s a little white one. Never exaggerate, embellish or lie on your CV, you WILL get caught out. Just be you. You’re good enough.

· It all adds up
When it comes to your achievements, use maths. For example, don’t just state that you increased sales, state that you increased sales revenue by 60% in quarter 2 (as long as it’s accurate). 

· Fill in the gaps
Don’t leave gaps in your education or employment. If you have taken a break, explain it. Gaps make for suspicious minds. 

· Duplication = Deletion 
You may be applying for more than one role and we understand that it’s a timely process but don’t make the mistake of sending the same CV for different roles. Take the time to understand the role you are applying for and adapt your CV accordingly, highlighting your key skills and strengths that match that specific job description

· Keep it relevant
One of the easiest ways to save time with your CV is to update it every time you enhance your skills or change your role. Even if you’re not currently seeking a new career path, it will save you time and stress in the long run if the majority of the key attributes are already complete. 

There is a huge amount of competition for a limited amount of jobs right now, but you can stand out. Follow these tips and the chances are, your CV will head to the top of the pile. 

We understand that this is a particularly stressful time and welcome CV’s from candidates from all walks of life. We are happy to take a look and give you pointers where needed because we want you to secure that dream role. 


