
AN INTRODUCTION TO CV PREPARATION 
 

The phrase curriculum vitae or CV derives from the Latin phrase, which loosely translated, meaning 

"Employment History". Producing a good CV can be a daunting task that requires a lot of hard work 

and a considerable amount of time to produce. 

 

 

However with a little guidance and advice you should be able to tackle this activity with confidence. 

Before looking at the construction of your CV, here are some reasons for and the benefits of having 

one. 

 

 

You need to advertise your skills in the career arena but how? 

 

 

One of the most effective ways of doing this is to produce a document advertising your skills and 

experiences, known as a CV. 

 

 

The aim of your CV is therefore to advertise and demonstrate your skills and to grab the attention of 

your prospective employers. 

 

 

However it must be remembered that the CV alone will not get you the job, but will be your 

gateway to the progress through the stages of career change. 

 

 

Let's review the aims and benefits of the CV. 

 

What is A CV? 
 

Your CV is your marketing document and should be personal to you. It is your passport to an 

interview. A means of selling/advertising your skills and experiences. 

 

What should a quality CV contain?  

 Factual information only.  

 Only positive information about yourself.  

 Clear and concise information that is easy to understand.  

 Demonstrate/provide evidence of your skills  

 Stimulate reader's interest.  

An effective CV  

 Says whom you are and what you have to offer.  

 Highlights your skills and achievement.  

 Looks attractive and is easy to read.  

 Matches evidence to the skills that you are offering.  



 Is structured so that you are happy to answer questions that may arise from it.  

An effective CV contains.  

 Personal details.  

 Skills achievements  

 Career history  

 Evidence of your skills  

 Your training development  

 Your outside interests/hobbies 

 

Now that you understand the reasons and benefits for having a CV, you are now in a position to 

begin constructing your own CV. 

 

Before you start however, it is important to know your key skills and at the opposite end your 

development areas (weaknesses) 

 

Knowing your skills is an important part of the process.  

 

The skills/ strengths that you identify should be included on your CV so that you portray yourself to 

any perspective employer in the best possible light. 

 

Knowing your skills will also help you to identify your future career moves and the areas in which 

you would be best suited. 

 

Before you start please refer to the statements over the page which will help stimulate your thoughts. 

It may help you to think about the following:-  

 What you do/have done.  

 What notable achievements have you made?  

 What you do well in your present job/Work Experience.  

 What you have done well in previous jobs.  

 What you do outside school.  

You should have by now identified a number of skills that are key to you and possibly also a number 

of areas where you may need to develop your skills. 

 

This information will form the basis of your CV when you start to construct it. 

 

Having established what your present skills are, you will now need to ask yourself what you would 

want from the job. 

 

This is important because it will allow you to filter out prospective jobs from those available and 

also to tailor your CV to match the job requirements more closely. 

 

You should by now, have a good idea on where your strengths are and what you would like from 

your new job, but almost as important, you should also have discovered some areas where you need 



to develop your skills. 

 

The final point is important if you are to continually develop and progress in your career.  

 

As previously mentioned to make an effective CV is a long job. 

 

The CV that you finish with, will be vastly different to the one you started with because you will 

tweak it and change it until you have all the information you require in a format you like. 

 

A CV is effectively split into 5 distinct sections each having it's own role and position in the Final 

document. 

 

The 5 sections are;  

 Personal Details,  

 Key Skills  

 Employment Details  

 Education and interests  

 Additional information.  

 

Let's now have a look and discuss each section in turn... 

The first section is that for your "Personal Details". 

 

Here you need to include information such as your name, home address, contact numbers, date of 

birth and driving license details. 

 

For example. 

 

Name John Dow 
Home 

Tel 
0208 666 1234 

Home 1 Riverside Gardens Email jdow@ravenswood.bromley.sch.uk 

Address Reading 
Date of 

Birth 
25th June 1983 

  RE1 2ZQ 
Driving 

License 
Full, Clean 

 

Key Skills 
 

The second section is that of "Key Skills," where you will need to highlight your, say, 4 Skills and a 

brief one line description on why you have that skill. 

 

This section may also be used to highlight any key achievements or career objectives, for example. 

 



Key Skills 
 

Teamwork 
Developed through school and external fund raising activities, co-ordinating activities to meet strict 

deadlines. 

 

Leadership 
Captain of School football team, Club and county sports teams. 

 

Communications & Customer Focus 
Liaising with colleagues and serving customers at ABC Garden Centre. 

 

Computing Skills 
Computer literate and fully conversant with MS Office. 

 

Achievements 
Duke of Edinburgh's Silver Award 

 

As mentioned before this section may contain additional fields such as career objectives and/or key 

achievements. 

 

Although you tend not to have all the categories it is sometimes a good thing to include a 

combination of two of the fields. The choice being dependant on personal choice and the type of 

information you wish to portray. 

 

Further examples follow..  

 

Career Objectives 
 

I am looking to develop my career in a business-related area that will allow me to utilise the various 

skills. 

 

I have an enterprising nature, which has given me successful leadership qualities in the form of 

motivation and communication skills. 

 

I would greatly like to enhance these skills by applying them in a working environment. 

 

Having outlined your key objectives/skills you now have to give a brief history of your career, 

starting with your present/ most recent position 

 

Before we discuss this section here is an example...  

 

Career History (example) 
 

Aug'99 to present. ABC Garden Centre (Part time) 

 

As the team leader of three sales people I have developed and applied my customer service and team 



leader skills. 

 

Jan '98 to Aug'99 Safeways Sales Assistant.(Part Time) 

 

General supermarket duties including shelf replenishment, stock room duties and check out 

operations. I gained experience in dealing directly with customers and was able to develop my 

customer service and communication skills. 

 

Having studied the short example you should now have some idea on how to layout this section of 

your CV. 

 

There are no hard and fast rules about layout or content, both of which are personal preference, but 

you will find a few general rules... 

  

Career History (guidelines) 
 

Some guidelines, which may help you over the next few pages…. 

 Career history must be complete. No breaks in the dates.  

 Start with the most recent job.  

 Each job must be titled with the dates of attendance and  

the role you performed.  

 Use short easy to read sentences and short paragraphs  

for each job entry.  

The information included should provide evidence of the skills that you are trying to sell yourself 

on.  

 

The section on your career history is probably the most important part, in that it's the section where 

to sell your skills and abilities. 

 

Because of this you should expect to spend a great deal of time and effort here. Expect to rewrite 

this section many times before you reach an acceptable standard. 

 

No CV is ever perfect.  
 

Education & Training 
 

You may not yet know the results of your GSCEs or A Levels so you should quote your predicted 

grades. 

Do remember to make sure what you enter is relevant. 

For example, there is no need to mention that you completed a pottery course if you are applying for 

an office based position. 

 

Interests & Hobbies 
 



You have now reached the final section, where you can enter the details of any outside interests or 

clubs you belong to. 

 

This section is quite important because you may not have all the skills for the post you are applying 

for, but in following your outside interests you may be able to demonstrate those skills, for example, 

treasurer of the social club would show that you are financially aware. 

 

The type of hobbies you list can give an insight into the type of person you are.  

If the job requires strong team working skills then hobbies such as reading, listening to music or 

playing computer games will not support strong team working skills.  

 

The first draft of your CV is now complete. 

 

It is now time to read through it and think of how to improve upon it. 

 

Sentences may sound better if worded differently, the inclusion of action words will help to sell your 

skills better. 

 

A sheet of action words is attached. 

  

To help you to think of how to improve your CV, here is a review of what your CV should be doing 

for you.  

 

The review follows;  

 

CV Review. 
 

Why is a quality CV Important?  

 It's your marketing document.  

 It's your passport to an interview.  

 It's the only two key job search activities  

that you can influence, the other being the interview.  

A quality CV is...  

 Factual.  

 Positive.  

 Clear and easy to understand.  

 Gives evidence to your skills.  

 Stimulates interest.  

 Structured.  

 Concise. No more than 1.5 -2 pages long.  

An Effective CV  



 Matches evidence to skills  

 Says who you are and what you have to offer.  

 Highlights skills and achievements.  

 Says nothing negative about you or anybody else.  

 Looks attractive and easy to read.  

 Triggers questions that you are happy to answer.  

It's your opportunity to sell yourself.  
 

Covering Letter 
 

Finally, whenever you send off your CV for a Job application you should always enclose a covering 

letter outlining why you think you are suitable for the post and what qualities you feel you will bring 

to the post. 

 

Over the page, you will find the outline of the general structure of a covering letter. 

 

The final layout is however your personal choice.  

 

Covering Letter - General Format 
 

Your covering letter is the introduction to your CV so it is important that it is clear and concise. 

 

Covering Letters should be no more than 3 paragraphs long and should contain the following 

information:- 

 

General: 
Your address and contact details, job reference and closing date.  

Attach copies of your CV and APR. 

 

Paragraph 1: 
Information on where you found the Job and any data you have collected. 

 

Paragraph 2: 
Information on you and how you will meet the expectations of the employer. 

 

Paragraph 3: 
A request for the two parties to meet.  

 

GENERAL CV INFORMATION 
 

IMPACT 
 

1. A prospective employer, when faced with a pile of applications, will usually only scan CVs on the 

first pass spending about 20 seconds on each one and is likely to reject those CVs that :-  



 Do not provide the reader with all the salient information within the 

first half of first page.  

 Have poor presentation  

 Include spelling mistakes and/or poor grammar.  

 

2. Restrict length of CV to approximately 1.5 sides of A4. 

3. Use good quality white paper. 

4. Avoid fancy formatting, coloured fonts and shading. CVs are likely to be photocopied and/or 

faxed to other recipients and appearance can be adversely affected. 

5. Email systems are not always compatible and may introduce formatting and printing errors. If you 

send CV by email follow it with a posted hard copy. 

 

CONTENT 
 

1. Use Key words from the advert 

2. Use action words – see attached list 

3. Always state what you did or were responsible for. NEVER say We did this. 

4. Tailor your CV to each job applied for. 

ACTION WORDS 

 

Generally words ending in –ED.   
 



 

 

 

 

 

 

 

 

 

 

 

Achievement Initiative Leadership Problem Solving 

 

accelerated 

accomplished 

achieved 

attained 

carried out  

completed 

conducted 

delivered 

demonstrated 

doubled 

effected 

enhanced 

enlarged 

exceeded 

expanded 

expedited 

finished 

implemented 

improved 

increased 

negotiated 

obtained 

perfected 

performed 

produced 

secured 

succeeded 

surpassed 

tripled 

won 

 

created 

designed 

devised 

established 

extended 

formulated 

generated 

improvised 

initiated 

instituted 

introduced 

launched 

originated 

pioneered 

redesigned 

set up 

started 

 

controlled 

developed 

directed 

drove 

guided 

headed 

inspired 

led 

managed 

organised 

revitalised 

undertook 

 

analysed 

corrected 

cut 

eliminated 

ended 

evaluated 

examined 

identified 

investigated 

refined 

reduced 

reorganised 

repositioned 

reshaped 

resolved 

restructured 

revamped 

reviewed 

revised 

simplified 

solved 

streamlined 

strengthened 

tackled 

traced 

trimmed 

turned round 

uncovered 

unified 

utilised  


