
 
 
 

CV GUIDE 
 

Many of you may be familiar with how to write a CV – but whether you are just starting out 
or you have reviewed it dozens of times over the years, it’s good to be reminded of the key 

things that will help you transform it from good into truly great. 
 
Having a polished, succinct and professional CV makes a crucial difference to your chances 
of being invited for that all-important interview. 
 

WRITING YOUR CV – STEP BY STEP 

  

CONTACT DETAILS 

1.  Include your full name, address, phone numbers, email address and, if relevant, your 
LinkedIn and Twitter account names, ideally as hyperlinks. 
2.  Include a professional-sounding email address, and avoid any that sound too casual or 
which use nicknames such as ‘hotstuff25@hotmail.com’ or similar. 
3.  We recommend leaving out your date of birth, unless it’s relevant to the role. Make sure 
you include any visa status information you have if that is relevant. 
 

OPENING STATEMENT 

1.  Include an opening statement to give a quick snapshot of your key strengths, either as a 
one to two sentence summary of how you best fit the role, or as a bulleted list of your main 
skills, talents and selling points. 
2.  Your opening statement also gives you a great opportunity to tailor your CV for each job 

application. Adapt it to be as relevant as possible and create different versions that directly 

address the requirements listed on a specific job ad. 
  

WORK HISTORY 

1.  Outline your career history, beginning with your current or most recent role going back in 
time, listing your job title, employer name, dates of employment, key responsibilities, skills 
and achievements acquired. 

2.  To help keep it brief, only choose the most relevant responsibilities and achievements for 

each role specific to the job you’re applying for. 



3.  Use active verbs rather than nouns or passive verbs, e.g. ‘Managed and delivered key 
projects on time and within budget’ rather than ‘Projects were delivered on time and within 
budget’ or just ‘Project management’. 
4.  Explain any gaps you have in your employment history, be succinct and honest. 
 
EDUCATION & TRAINING 

1.  List your highest qualification first.  Unless you’re recently out of college, there’s usually 

no need to list your secondary school qualifications in much detail (if at all). 
2.  For each education element you include list the institute name, years you attended, and 
qualifications gained. 
3.  Be sure to mention any relevant professional qualifications you have, especially if they 
are listed as part of the role criteria. 
 
HOBBIES & INTERESTS 

1.  A brief snapshot of your interests works best here, to reflect your personality without 

going into excessive detail. 
2.  Avoid listing overly personal or mundane hobbies and interests. If you don’t have any 
interesting hobbies, it’s better to leave this section out altogether. 

3.  If your hobbies are relevant to the company you're applying to, they could help you get 
an interview, so emphasise any interests that align with the company, including any charity 
or volunteer work. 
 


