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How to write an effective CV 

Your guide to taking control of your career  

CVs have always been the first place we start when we decide to look for a new job. A CV is 
your marketing brochure. Are you writing the marketing brochure before you really 
understand what it is you are selling?  

A CV, however well written, will never fully and completely describe the entire scope of your 
ability, skills, experience and potential. Trying to include so much information is a mistake and 
usually results in generalisations and weak messages. Most CVs end up as a job description 
describing what you have done, rather than how well you have done it.  

Add to that the problems associated with job descriptions. It is as difficult to write a 
description of a job that adequately describes the job as it is to write a CV that adequately 
describes you. In reality both only give outlines.  

Recruiters are, therefore, trying to marry a CV that does not adequately describe the person to 
a job description that does not adequately describe the role.  

Even with the best CV in the world, if you are unable to get your CV in front of the right people 
it will not be seen. This is an important process and whatever the outcome of your job search, 
it will affect the rest of your life. Spending time making sure you are giving yourself the best 
possible chance of success is fundamental to how you are going to be viewed. 

Poor CVs reflect a person who is perceived as having poor attention to detail, is lazy, and has a 
lack of understanding and little care whether they impress the reader.  A well written CV 
shows integrity, determination, attention to detail, care, and that they are serious about 
impressing the reader.  

Who would you rather interview?  

There are several types of CV. The most effective are chronological, accomplishment based 
CVs.  

Then there is the question of content and layout.  

A chronological CV contains your job history in reverse chronological order and has your 
accomplishments listed under the position to which they relate. This is the only type of CV that 
should be used if applying for a position through a recruiter and should be the default type in 
any case. It is by far the most common.  

Content 
A CV needs to be impressive more than informative. Recruiters and HR professionals might 
disagree but the reason these ‘gatekeepers’ want lots of information is so they can make a 
decision about you based on your CV. The last thing you want anyone to do is to make a 
decision about you based on your CV, you want them to have to see you. If your CV is not 
impressive it is probably going to the bin, or in the reject pile. If it is impressive you have a 
much better chance of a follow up.  
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A profile is important to ‘paint’ the picture you want the reader to see. Be careful not to 
include empty adjectives, such as ‘successfully’. These words are meaningless (successful by 
whose judgment?) It is far better to describe your skills with very powerful language using 
words such as, ‘proven’ and ‘demonstrable’. 

Employment history in a chronological CV should not list your entire work life in detail. Nobody 
is interested. Brief, relevant, concise statements outlining accomplishments, with a form of 
measurement is far more likely to grab, and keep readers’ interest. Language is very important 
too, using worn out standard phrases such as ‘team player able to work alone’ is a complete 
turn off.  

Remember this document needs to be impressive so if you make a list of your responsibilities 
you are creating a description of the role, not your performance in that role. Responsibilities 
are therefore out! Accomplishments are in!  

You do not need to include your date of birth, unless you want to. Age is a delicate subject and 
although it is illegal to discriminate using age, it happens..... a lot! With age comes experience 
though, so there is, in some cases, a good reason to include your date of birth.  

Interests are another heavily disputed area. To include or not to include, that is the question. 
People are going to make a judgment about your ability to ‘do the job’. They are also going to 
decide if they can work with you themselves, whether you will fit into their team, and whether 
you might be a threat to them. The interview is therefore not completely objective and you 
can absolutely guarantee they you will not be invited back if the interviewer doesn’t like you.  

Conversely having something in common with the interviewer might give you the advantage 
over other candidates. Cheating? This is life not sport, so no, it is not.  

Education 
Degrees, relevant professional accreditations, recent courses that are relevant are all worth 
including. A long list of school exam results is of no interest to anyone. 

This is clearly only touching briefly on the subject of CV content. There are thousands of books 
on the subject of CV writing, some are excellent and some are simply wrong. The job market is 
changing in line with and at a similar speed to the way social media and technology is used. 
Communication methods are very different now to a few years ago and it is therefore fairly 
clear that the way you use your CV and get noticed by employers has also changed and is 
continuing to do so.  

The Career Practice - not just a different kind of Career Company but a 
Career Company that makes a difference. 
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