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Do not build your CV using
Microsoft Stylesheets. Recruiters
use Applicant Tracking Systems

which aren’t able to read/process
formatted files. 

Don't use a small that is not easily
readable or is too small to read.

DON'T

Make your name stand out, this is
one of the first things that the

recruiter will see when looking at
your CV.

Always include your contact
details such as phone number,

email address, home address as
well as LinkedIn if you choose. 

DO

Don't try and include too much,
this should be a checklist of your

acomplishments, not your life
story!

Make your CV creative to help it
stand out from the crowd,
always ensure that is is still

easily readable and is not too
distracting. 

Keep this section short and sweet, Harvard Business Review states that
this section should be a short elevator pitch. You will only have the

employers attention for 10-15 seconds therefore keep the first opening
sentences catchy and straight to the point. 

OBJECTIVE SECTION -  OPEN SHORT AND STRONG

DO

DO

DON'T

DON'T
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Don't skip out your
accomplishments and interests,
this is an opportunity to convey

your personality and drive!

Don't use skills on your CV which
may appear obvious to your

employer such as Microsoft word.

DON'T

Be selective with past experience
if you have had lots of experience.

Ensure you are only listing the
jobs what would be most relevant

to the role you are applying to.

Do use skills which may benefit all
areas of the company such as
Social Media or any marketing
skills which may support the

company with branding.

DO

Don't use cliche's, these
employers have read hundreds of

CV's with the same words!

Back up your experience with
progression and positive
outcomes. How did your

management style leave a
positive effect on the team?

We often go blind to grammatical errors when we have been looking at
the same document for a long time. Get a friend to look over your CV with

a fresh pair of eyes to recieve feedback on how you could improve it!

GET AN OUTSIDERS PERSPECTIVE

DO

DO

DON'T

DON'T


