Curriculum vitae writing

How to write a CV - curriculum vitae templates, cv samples 

Curriculum Vitae writing tips:

Keep your curriculum vitae simple. Your curriculum must be concise. Your curriculum vitae must be easy to read. Your curriculum vitae must sell you. And your curriculum vitae must be tailored to what the reader is looking for.

CV writing is like advertising. Your CV must sell you to a prospective employer, and compete against other applicants who are also trying to sell themselves. So the challenge in CV writing is to be more appealing and attractive than the rest. This means that your curriculum vitae must be presented professionally, clearly, and in a way that indicates you are an ideal candidate for the job, i.e., you possess the right skills, experience, behaviour, attitude, morality that the employer is seeking. The way you present your CV effectively demonstrates your ability to communicate, and particularly to explain a professional business proposition.

Put yourself in the shoes of the employer: write down a description of the person they are looking for. You can now use this as a blue-print for your CV. The better the match the more likely you are to be called for an interview.

Presentation and order is important, as it is in advertising, and most people get it wrong, which will make it easier for you when you get it right. When you are selling anything you need to get to the key points quickly. The quicker the reader can read and absorb the key points the more likely they are to buy. A well presented CV also indicates that you are professional, business-like and well organised. The structure suggested below sells your strengths first and provides personal and career history details last - most people do it the other way round which has less impact. You can immediately stand out from them and make a much better impression.

For all but very senior positions your should aim to fit your CV on one side of standard sheet of business paper. For large corporation director positions two or three sheets are acceptable, but a well-presented single side will always tend to impress and impact more than lots of detail spread over a number of sheets. Always try to use as few words as possible. In CV writing, like advertising, "less is more". This means you need to think carefully about the words you use - make sure each one is working for you - if any aren't, remove them or replace them. Never use two words when one will do.

Refer also to the writing technique page on this website - it explains about use of fonts (typefaces), colour, headings, capital letters, positioning, etc.

A 2004 UK survey by the Royal Mail postal service of HR departments in large organizations in the legal, retail, media and accounting sectors, identified these other CV pointers:

· Incompletely or inaccurately addressed CV's and CV cover letters were rejected immediately by 83% of HR departments. 

· CV's and cover letters addressed to a named person were significantly favoured over those addressed to a generic job title by 55% of HR departments. 

· And, interestingly, over 60% of HR departments said that the inclusion of a photograph with the CV adversely affected their opinion of the applicant. 

	 


curriculum vitae template

(Other than 'Title', use these sub-headings or similar)

Heading 
Simply your name followed by the word or 'CV' or 'Curriculum Vitae' ('Resume' is used more in the USA).

Personal Profile
Five to seven high impact statements that describe you. These are effectively your personal strengths. Be bold, confident and positive when you construct these key statements. Orientate the descriptions to the type of job you are seeking. If you have a serious qualification and it's relevant, include it as the final point. Look at the examples shown to see how these statements use powerful words and professional business vocabulary.

Experience
This is not your career history. It's a bullet points description of your experience. Make sure you orientate these simple statements to meet the requirements of the reader, in other words ensure the experience/strengths are relevant to the type of job/responsibility that you are seeking. Again try to use powerful statements and impressive language - be bold and check that the language and descriptions look confident and positive. If you are at the beginning or very early stage of your career you will not have much or any work experience to refer to, in which case you must refer to other aspects of your life experience - your college or university experience, your hobbies, social or sports achievements, and bring out the aspects that will be relevant to the way you would work. Prospective employers look for key indicators of initiative, creativity, originality, organization, planning, cost-management, people-skills, technical skill, diligence, reliability, depending on the job; so find examples of the relevant required behaviours from your life, and encapsulate them in snappy, impressive statements. Go for active not passive descriptions, ie where you are making things happen, not having things happen to you.

Achievements
High impact descriptions of your major achievements. Separate, compact, impressive statements. Ensure you refer to facts, figures and timescales - prospective employers look for quantative information - hard facts, not vague claims. These achievements should back up your Personal Profile claims earlier - they are the evidence that you can do what you say. Again they must be relevant to the role you are seeking.

Career History
A tight compact neatly presented summary of your career history. Start with the most recent or present job and end with the first. Show starting and finishing years - not necessarily the months. Show company name, city address - not necessarily the full address. Show your job title(s). Use a generally recognised job title if the actual job title is misleading or unclear.

Personal Details
Use these sub-headings to provide details of full name, sex (if not obvious from your name), address, phone, email, date of birth, marital status, number of children and ages if applicable, driving licence (hopefully clean - if not state position), education (school, college, university and dates), qualifications. Keep all this information very tight, compact and concise. If you are at a more advanced stage of your career you can choose to reduce the amount of personal details shown as some will be implicit or not relevant. Date the resume, and save as a file with some indication of what type of job it was orientated for, as you may develop a number of different resumes.



cv sample writing example 1

	Bill Bloggs - Curriculum Vitae 

	 

	Personal profile 

	 

	· Experienced and innovative general manager with sophisticated sales, customer service and business administration skills. 

· High personal integrity, and able to relate to and create trust in all. 

· Highly articulate, confident and persuasive team-builder, able to motivate and communicate to achieve exceptional business performance. 

· Dependable and reliable in supporting and enabling team effort to produce genuine long-term sustainable development. 

· Persistent and flexible approach to the mutually beneficial achievement of business plans and personal goals of staff, suppliers and customers. 

· Honours degree in Mechanical Engineering. 

	 

	Experience

	 

	· Over 20 years proven expertise in industrial purchasing, manufacturing, logistics, business development, marketing, sales and service. 

· Background in a wide range of industries, including construction, plant hire, pharmaceutical, hygiene services and industrial process control. 

· Executive accountability for P&L, strategic planning, staffing, and sales development etc., for a $60m international technology business, in a $3bn UK plc. 

· International General Manager since 1991. 

· Management of change within the demanding and pressurised business environment. 

· Implementation of modern management practices, concerning personnel, IT, reporting systems, and partnership customer-supplier relations, etc. 

	 

	Achievements

	 

	· As production control executive with XYZ Corporation introduced pc-based systems to reduce lead-times from 7 months to 3 days, and inventory by 80% from £4.7m to £750k. 

· As materials manager with ABC Inc. introduced systems to reduce lead-times from 3 months to 7 days, and inventory from $6m to $2.5m, and 12% reduction in $12m procurement costs. 

· As operations manager with Newco Inc. a 10% reduction in £7m procurement costs. 

· As general manager for Bigco Int. business achieved growth from $800k to £5m, increased new customer growth from 20 to 600 per annum. 

	 

	Career history

	 

	· 1973-88 Early career development with Newco Inc., Bigco Int., Mainco plc. 

· 1988-91 ABC Inc. International Operations Manager. 

· 1991-present XYZ Corp. General Manager. 

	 

	Personal details

	

	Bill J. Bloggs
17 Hill Lane
London 
NW25 0DB

Tel: 0208 971 5900

Born: 09.10.53 

Educated: Sidmouth School 1965-72, and Hertstone College 1972-73, Southtame College 1974, and University of Wales 1973-1977.

August 2001




	 


You can try different CV variations on the theme - provided you stick to the main principles develop a structure to suit your own situation and what the reader is looking for. A lot will depend on the type and level of position you are applying for; generally the more senior, the more focus will be on serious evidence of achievement in corporate life, and less on personal profile and personal details. A CV doesn't need to be long or detailed - it needs to show evidence that you offer relevant and impressive skills and experience.

Here is another example CV:



cv sample writing example 2

	John Smith - Curriculum Vitae 

	 

	Experience

	

	· Executive accountability for corporate performance and profit. 

· Strategic management in a variety of major B2B corporations. 

· Management of extensive marketing services and sales organizations. 

· Overseas business operations and management - Far East, Europe, USA. 

· New business development, start-up and trouble-shooting. 

	 

	Specialisms

	 

	· B2B Sales and Marketing. 

· Sales organization development. 

· Export and international trade development. 

· Online and Internet business development. 

	 

	Career history

	

	· 1997-present - Great Co plc - sales and marketing director 

· 1992-97 - XYZ Inc - sales director 

· 1987-92 - Good Co plc - operations manager, director 

· 1983-87 - ABC plc - sales manager 

	 

	 Responsibilities and achievements

	 

	Great Co plc 
Sales and Marketing Director of £300m industrial services market leader, comprising 200,000 customers, 12 regional service centres, large call-centre, and 500 sales and marketing staff. Increased sales by 125% and gross margins by 10% 1999-2003. Increased market share from 12% in 1997 to current 27%. Successful establishment of overseas distribution in Eastern Europe and USA in 1999 and 2001, creating extra £25m business at current levels. Developed and launched new E-Trade online business, representing 50,000 customers and £30m revenues producing 14% net profit by 2003. Queen's Award for Exports 2003. 

XYZ Inc 
Sales Director of architectural and construction products market leader, comprising 120 sales staff, 15,000 customers, 4,000 products and £220 sales, generating 12% net profit. Increased sales by 75% during tenure. Automated all sales ordering and delivery processes producing 20% cost savings after 2 year investment recovery. Opened new overseas markets in Middle East and China (joint venture), 1994 and 1996, producing new £35m new business at 13% net profit annually at current levels.

Good Co plc 
Operations Manager and later director, of market leading micro-electronics controls systems supplier, comprising three home and seven overseas European service centres, 130 technical and service staff, 1,200 customers, including over 300 government and defence departments and installations. Rationalised parts and processes 1988-91 improving trading margins by 10%. Introduced new recruitment and training procedures reducing staff turnover from 25% to 10%. Implemented new integrated systems for supply, installation and servicing activities, saving 25% pa. Negotiated successful contracts for several royal palaces and ministerial offices, home and overseas.

	 

	John Smith 
15 Long Road 
London 
SE37 4BF 

Tel 0207 0039 0090

Email john@johnsmithsemail.net 

January 2004




	


The use this material is free provided copyright (Alan Chapman 2001-4 or other shown) is acknowledged and reference or link is made to the www.businessballs.com website. This material may not be sold, or published in any form. Disclaimer: Reliance on information, material, advice, or other linked or recommended resources, received from Alan Chapman, shall be at your sole risk, and Alan Chapman assumes no responsibility for any errors, omissions, or damages arising. Users of this website are encouraged to confirm information received with other sources, and to seek local qualified advice if embarking on any actions that could carry personal or organisational liabilities. Managing people and relationships are sensitive activities; the free material and advice available via this website do not provide all necessary safeguards and checks. Please retain this notice on all copies. 
© alan chapman 2001-4
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