Enterprising Recruitment – CV Preparation
Introduction
The job market is hugely competitive.  When applying for a position, you are likely to be up against numerous candidates.  You may be the most suitable candidate for the position, but that is only half the battle.  If your CV doesn’t highlight your relevance, you may not even make it to interview stage.

First impressions will determine your fate.  Surveys show, with your CV you have just 10 seconds to prove you are worth an interview.

Length
Try to keep the document to two or three full pages if possible.  However, if information is important, as a general rule you should include it rather than leave it out.  However, make sure you keep to the point.  Most CVs will have information included which is unnecessary.

Also, think about what is important to the present time.  Information about your current position is likely to be of interest to an interviewer – information about a position 30 years ago might not be.

Format
Avoid showing large bodies of text giving examples of your responsibilities. Most recruiters and potential employers will not have time to read and digest this amount of information quickly.
Use bullet points to enable your reader to access the important information quickly.  Again, think carefully about whether the information would actually be of interest to anyone.

Use one font throughout and keep the layout professional.  Make it easy to read.  This way, your reader will find the important information quickly. 

Say What You Do
“Responsible for selling the company’s products to customers in London”.

Statements like this are pointless.  Not everyone knows what your company sell!  There is no point stating this if your reader doesn’t know what your products are and who your customer base is.  If you are in a sales role, your products and customers are crucial – name them!
Avoid terminology that recruiters and employers outside of your marketplace will not understand.  
Quantify Your CV
Recruiters know about 80% of CVs contain lies.  They will automatically think the worst of yours.

Try and counteract this by building credibility into your CV.  Highlight achievements and give examples of where you have made a difference.  Also, be prepared to talk about these at interview. 
Be specific.  “Consistent top performer” means nothing – anyone can write this.  “In 2006 I achieved the 3rd highest turnover out of a sales force of 40” is more impressive.
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Profiles

Profile sections are common in CVs, but they add little sales punch to warrant the space taken.  They are very easy to write and mean nothing.  In general, they are not a good idea.  If you really want to include one, keep it short.

What To Include
· Personal details
Name, home address, phone numbers, email address, date of birth, status. 

· Education

Give places and qualifications - most recent education first. 
There is no need to list all exams taken if these were 30 years ago – use discretion. 
· Employment
List your most recent first.  This is likely to be the most relevant. 
Give the name of your employer, job title and dates employed.

State what you actually did and highlight what you achieved in that job. 
· Interests
Keep brief.
· Skills
Language skills, IT skills, status of your driving licence should be included. 
· References

Give personally and business references if you are OK for them to be contacted.  

If you would prefer they are not contacted, state “available on request”

Finally
Spell check your CV!
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