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1 Accuracy of information
2 Spelling
3 Grammar
4 Detailed work history
5 Layout
6 Document length



È Most recruitment agencies believe an employer makes a decision 
about a CV within 30 seconds - this means many CV's are judged 
purely on how they look.

You can make in instant impression by:
Å Keeping your CV short - no more than two pages, 
any longer could be detrimental
Å Using good quality paper - a light pastel coloured 
paper to make your CV stand out from the crowd
Å Lay out information using clear section headings to 
make it easier to navigate
Å Use bullet points to describe things like duties, 
responsibilities and achievements



È The format of a CV is up to the individual, as long as it 
is easily understood. 

È Content is relatively standard from one CV to the next: 
personal details, profile/summary, educational details, 
work history, leisure interests, additional information, 
references.

È The amount of space you allocate to these areas in 
your CV suggests the importance you want employers 
to attach to them.


