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What is a CV?
A CV is an essential part of any job search, not to mention

a great way to put all of your skills, experience, and

qualifications in one place. In fact, a well written CV could

be the difference between getting an interview and not

being considered for the role. A CV (also known as a

Curriculum Vitae, or résumé), is a written overview of your

skills, education, and work experience.

Your personal details - Name, address, telephone

number and email address.

Personal Statement - a brief personal summary of who

you are and what you’re looking for.

Relevant key skills - soft and hard skills. 

Work experience - listed in reverse chronological

order, with the most recent coming first.

Education and qualifications - listed in reverse

chronological order.

Hobbies and interests 

What is in a CV?
Key information that should be included in a CV:

How long should a CV be?
91% of recruiters say a Word document of two to three

pages is the perfect CV length, aim to keep it short and

sweet. Only include what’s going to make you a good fit for

the role you’re applying for, and don’t overdo it with

unnecessary detail.



CV Do's & Dont's
Do - Keep it short but sweet

Do - Choose a professional font

Do - Use bullet points

Do - Focus on your strengths

Do - Be clear and logical with your information

Do - Grammar and spell check

Do - Add a covering letter

Don't - Waffle and add information that is not relevant

Don't - Have an unprofessional email address

Don't - Add your date of birth

Don't - Add a photo of yourself

Don't - Use slang language or text language

Don't - Forget to spell check

Don't - Copy or lie on your CV

Words to use in a CV?
Appropriate keywords for your CV could include:

Accurate

Adaptable

Confident

Friendly

Team Player

Innovative

Pro-active

Detail Orientated

Reliable

Responsible

Keen

Flexable



What does a CV look like?
Below is an example of what a CV could look like.



Your personal details (e.g. name, address, phone

number)

The hiring manager’s name (if you have it)

Where you found the vacancy

Why you’re suitable for the job

What you can do for the company

Closing statements (including thanking the recruiter for

their time)

Covering Letter
A cover letter is a document you send with your CV

(traditionally as the front cover).

It different from a CV in that instead of being a written

overview of your skills and experience, it’s specifically

written with the job you’re applying for in mind – allowing

you to highlight certain areas you think would make you

right for the role.

What is in a Covering Letter
Here a few essential things you should aim to cover in your

cover letter:



Resources & Useful Links
There are a number of rsources to help you create a CV

www.barclayslifeskills.com

www.nationalcareers.service
.gov.uk/get-a-job/cv-sections

www.prospects.ac.uk/careers-
advice/cvs-and-cover-letters/
how-to-write-a-cv

www.reed.co.uk/career-
advice/how-to-write-a-cv/



Get extra support:
Careers Team
careers@oaklands.ac.uk

Notes




