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Optimising your CV 

 

CV is the abbreviation of Curriculum Vitae which is Latin for “course of life,” which 
we know to be the document that you provide companies with to showcase your 
skills, proficiency, and experience. Your CV is the very first impression that an 
employer has of you, so should present you and your capabilities in the best 
possible way. 

We’ve compiled some tips below which will help you to update your CV. 

 

What information should your CV contain? 

 

• Personal details in a letterhead format - Name, address, phone numbers, 
email, Linkedin (if possible) 
 

• Objective - A paragraph outlining your aims for your career. 
 

• Skills -List of your relevant work-based skills, i.e., attention to detail, 
organisation, 65 WPM for an office-based role, culinary expertise for a 
kitchen-based role 
 

• Work experience - Starting with your latest position, an overview of your 
jobs including your title, dates worked there, responsibilities within the role, 
achievements during your time there, reason for leaving. 
 

• Education - Starting with your most recent educational achievements, 
including when and where they were achieved i.e., June 2007 - Saffron 
Walden College, and the according grades 
 

• Awards & recognition - Details of any relevant awards or recognition 
received, i.e., special projects worked on, Production Chef Level 2 
apprenticeship – August 2017, Salesperson of the Year 2008 
 

• References - List of two people, their contact details and in what capacity 
you know them who can be contacted to vouch for your capabilities, i.e., 
Zainab Douglas, Line Manager at ISB – 01732 584985. These should be 
previous employers or can be a teacher. 
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Tips  

 

Attention to detail - check 
for spellingistakes, typos, 

punctuation. Ask a freind or 
family member to proof 

read it for you

Write clearly and concisely – when 
describing your responsibilities or 
achievements, ensure key details 
at the forefront so that employers 
are not having to read through lots 

of waffle to find the information 
relevant to the application

If you’re sending a hard copy 
of your CV to an employer, 
ensure that it’s printed on 
good quality paper and in 

black ink

Ensure that the layout of 
the CV is consistent 

throughout, i.e. all margins 
aligned, same font and 

spacing 

If you are emailed over your 
CV to a potential employer 

add a cover letter

Use a good CV template, 
Microsoft Word has one 

built in or online sites 
such a Reed.co.uk have 
free templates available 

to download

If you do not have much work 
experience to show on your CV a 

strong, well written personal 
statement is key. Focus on 

personal achievements or times 
you have overcome a challenge 

and had great success
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