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Writing a Successful CV

When applying for a new position, your CV will convey an important first impression to your potential smployer. They may
be Lufod with hundreds of applications for one position, and you want yours to go straight into the pile destined for
‘nterview, not the one bound for waste paper.

CV stands for ‘Curriculum Vit

ae’, which is Latin for life story’. We review how best to convey yours.
Here are 10 initial rules to follow:

1. Simplicity: don't overcomplicate a CV with too many categories or too much information.

2. Highlights: make sure that your CV highlights all of your achievements in your career and personal life to date.
Think of your CV as an opportunity to market yourself.
V 3. Truthful:

you want to highlight your achievements, but you do not want to sound overly boastful, and you certainly
{m(u- —7 should not fabricate information as this will become obvious to your employer at some point.

4. Unique: usc a slyle and tone which are personal to ‘you’, but do so subtly. Be positive, direct, and personal. Use I
statements. y

r._cL(\f'L ’ 9. Tailor: the content of your standard CV should be customised according to each individual job application in line
aeudol  WihThe job description.

6. Word Processed: complete your CV on a word processor and ensure that as well as using a spell check, you
have checked the document over for any typing mistakes or formatting errors. Avoid poor English or slang.
7. Succinct: be concise. Employers will not be impressed by several pages of useless information. Keep it short
boosp Ic&ﬁ"; Tideally two, but a maximum of three pages) but do not squash information in — keep it well spaced so that it is
easier to read. You should leave employers wanting to find out more.

Chronological: put the information in reverse chronological order with the most recent events first under each
heading.

8.

9. Review: ask the opinion of a respected colleague or manager. Get a second pair of eyes to critically review what
you have written.

10. Quality: use good quality (not coloured), A4 paper and always choose an appropriate type font, to ensure that

- your CV looks as neat and professional as possible. It should not be packed with text, but have some white space.
Bullet points are a good way of displaying text.
As well as following the above golden rules, adhere to the following format:
Personal details
This section should include your name and contact information only. Do not offer details of your date of birth, place of
birth, children, health or marital status, which could lead to discrimination. : T jt g
. ta 2 ob:\ed'we S Lm‘c_‘c‘\\eJ fov Lhe §ob you ‘"E QPP" Jh :
§ e o :
Reroonabprofie OBJQ-C ‘v_‘: * ™| ciotec what caveer You aye Seave h‘“a i el
skils jov have -
it is up to yo whether or not ygu want to include thig section. It is usually dne sentence which provjdes a concise insight e |
into who youlare and your strefigths/achievements tp date.
Carcfully cof sider this sectionf Many end up in clichgés, such as 'l work well both individually and iff a team’, which become
3

slatements fhat employers jug ignore, Instead, site fangible competency-pased examples of thinc s you have done and
achicved. This will show and frove that you have tHe skills they are lookidg for rather than just saying it

Work history

Work experience starting with the most recent or most relevant. Try not to leave any gaps; although yqu mlly not ?aw
been in paid employment, it is likely that you were doing something at the time which you learned new skills from. For

each previous position, include the job title, arganisation worked for, dates employod, projects involved in,
responsibilities, achievements and experience gained.

Education

Agamn, start with the most recent (or most relovant) o.g. university and then work back from there. Don't outline in detail

your GCSEs/O Jevels/Hghers (or equivalent exams). You can group these togethar, for example, 9 GCSEs. You may W',Sh
to include membership of any professional bodies hore or in a separate section



Skills

This section may come before t

: : he work history on ' ¢ 9
computing skills, noting level of s i e\):iden)ézu(r)fcuv’ if you believe this is appropriate. Include |

sing them, anguages and
Hobbies/interests

Ensure that this section is kept up-to-date.

References

Shome people wish to _inclgde two r.eferences here. Try to pick two reliable contacts from two different sources. Include
their contact details, job title and link to you. Alternatively, many applicants omit this information, or state that references
are available on request. Make sure you ask permission from your referees to use them as a contact.

Tips

You need to grab the attention of the reader quickly. You might like to do this by putting your personal details to the end
of your CV (but keep your name at the beginning).

The most prestigious point on your CV is on the first page, just above half way down. Make sure you put important

information here, such as your personal profile, or your skills description. Another good place is at the top of the second
page. These are the places that will attract employers' attention when scanning CVs.

Remember, don't just state what you have done, but include the skills you have used along the way.

There are computer packages that can help you write your CV, or commercial companies that will charge you.to produce
a CV. However, be aware that these are very impersonal ways of producing your CV. You need your personality to show
through, and to develop a unique style. Some employers say they can spot CVs produced by these means.
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Personal info.

Name: M. Alj

Phone number: *% %%«

Email; *%%%xxx

Address: 41A, Model Town, Bah
Objective.

awalpur.

Seeking for such a competitive institution where I can showcase my skills and
strengthen my skills. OR

Looking for a good school/college where I can display my teaching skills for
the welfare of students. OR

D i
rreme—®

Scarching for a well-reputed government job where I can make right use of my

talent for the welfare of the citizens.

Education.

(2019-2020)

BS Political science.

Islamia University Bahawalpur.

(2017-2015)

Degree title

Institution

Experience.

Y ear. e
Designation.

Institution.

Awards/Certificates/Achievements.

I. Awarded with certificate for excellent specch.

2 Awarded with certificate of participation in International Conferenc
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- Have been the capy
Languages,

* EEnglish

* Urdu

* Punjabi

* Pashto

Skills.

s 1T literate

= Command over word and excel

73]

- Exceptional Presenter

Good at team work

T

Honest and hardworking
.- Disciplined and Punctual
. Good speaking and writing skills

Interests/Hobbies.

* Sports and Games
* Reading detective novels

* writing poetry

dy wri ‘
Y Witting competition atnational Joyel
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ain of my school/collepe ericket fcam

* Reading general knowledge based books

References.

References will be provided on demand.



