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Introduction
This is your ultimate guide to improving your résumé and CV (Curriculum Vitae). Now 

for efficiency’s sake, I’m only going to use the term CV rather than résumé. As the 

great George Orwell once said ‘Never use a long word where a short one will do’ 

(Even though CV is an acronym but I’ll just ignore that fact ).

Firstly, it’s important to understand the function of a CV. Is it a confidential 

document? Is it a brochure? Or is it a flyer? In fact, it’s a combination of all three. A 

CV is a document which functions as both a flyer and as a brochure. If it were only a 

document, you would expect the reader to read the entire document and pay its due 

respect. However, in reality people don’t read CVs the way they used to in the past. 

The reason for this is pretty simple; not only has the Internet changed the way 

businesses recruit, but also the way we apply for jobs. Market conditions have 

changed; gone are the days of ‘a job for life’ and final salary pensions. The job market

has become more dynamic with more jobs being advertised and more applicants 

than ever before.

Now, imagine yourself as a hiring manager or an HR advisor sitting at your desk with 

a hundred or so CVs piled up in your inbox. You have about 30 minutes or so, usually 

during your lunch break to scan through and read 100 documents, each typically 

being 2 pages long. That’s 200 pages! Unless you’re Dustin Hoffman’s character from 

Rain Man, this would be a near-impossible task!  Now add to that, the fact that no 

one actually enjoys reading them - most people would rather spend their valuable 

time doing something productive like clicking the ‘like’ button on Facebook posts or 

like me - watching videos of kittens on YouTube.

So, think of your CV not as a document, but as a piece of marketing material. You are 

the commodity and you have a limited amount of time to show a company that 

you’re a commodity worth being interviewed. So let’s get started…

3
www.jobinterviewology.com



Chapter One
Maximising your

Selling Points
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Step 1: Quantify

This simply means that you need to provide figures (£30,000, 20%, 150, $2million). 

Whether it is the size of the team you were in, the department you were managing, 

the value of the project, the turnover or the growth, or the amount of savings etc. 

This is a crucial step and should not be overlooked. 

Figures automatically help create context. For instance, if you mention that you were 

managing a team of 10, this puts in image in the interviewer’s mind. If you say you 

were managing a budget of £500,000, they will imagine that too.  The reader is able 

to gauge an understanding of the size, scale and context in which you have worked. 

Within an instant they’re able to picture what you’ve done and what you can do. 

Secondly, from a visual perspective it helps to break up the sentence; doing so 

increases the likelihood it's being read during the scanning process. For example, if I 

were to draw 10 lines, 9 black and 1 green, your eyes are far more likely to be drawn 

to the green line. In the same way, having figures in a sentence draws the reader’s 

eyes into the specific text.

You do not need to give the exact numbers; rather, it’s about providing a ballpark 

figure, one that will bring an image to the reader’s mind.  This can be as simple as
using words like ‘circa’ and ‘approx’ or by just providing a range, such as ‘between $X 

- $X. For example; ‘the project value was between£1.5m-£2.5m’or‘managing a 

budget of $500k (approx), managing a team of circa 80 operators’ and so on. 
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Let’s look at some before and after examples now.  Scan through all the examples 
first before coming back to read them through properly.

Example One:

Example Two:

Example Three:
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Before
“Successful development and execution of merchandising strategy for a major sales

campaign”

After
“Successful development and execution of merchandising strategy for a major sales

campaign valued at approximately $120,000 for new megastore openings across 3 

new locations over 18 months”

Before

“Established customer services division to handle all issues related to product 

range and online services for both B2B and B2C customers”

After

“Established customer services division to handle all issues related to product 

range (over 5000 items) and online services for both B2B and B2C customers”

Before

“Led and initiated rollout for all desktops and server software and hardware 

upgrades across the organisation as well as setting up new user profiles”

After

 “Led and initiated rollout for all desktops and server software and hardware 

upgrades (500 desktops & 10 servers) across the organisation, as well as setting up

all user profiles across 3 business units with over 200 users”



Example Four:

As you can see from these examples, there’s a marked improvement from the ‘Before
and After’ sentences, in both impact and context. The figures catch the reader’s 
attention when scanning, and when in full reading mode paints a far clearer picture. 
It’s very simple yet extremely effective and is something you should try and 
incorporate into your CV.
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Before

 “Transformed the Logistics and Supply Chain teams through improved staff 

training, increasing cross-business transparency, standardising processes and 

simplifying reporting structures”

After

“Transformed the Logistics and Supply Chain teams (150 staff members) through 

improved staff training, increasing cross-business transparency, standardising 

processes and simplifying reporting structures. Resulting in savings in excess of 

$200,000 in Y1 (approx)”



Step 2: Name Drop
Have you worked with any well-known companies?  They could have been your client

or your company could have been their customer. Maybe you worked on a joint 

venture with them or dealt with them as a third-party.

Putting it simply, if the reader sees the name of a company or organisation that they 

recognise, they are more likely to be interested in what you have written on your CV. 

A name provides context. For example, if a company you’ve worked with has a 

fantastic cutting edge reputation, it will intuitively create a positive perception of 

your CV. If the company in question is a direct competitor of the company for which 

you are applying, they are more likely to read simply because it has relevance.

Additionally, many employers have internal recruitment teams, or commission 

external recruitment agencies to source potential candidates on their behalf. They 

both use online job boards to search for potential candidates. Jobs boards can easily 

have over a million registered candidates, this leads them to use job boards like 

search-engines (Google, Bing, Baidu, Naver), utilising key words to narrow down their

search, in order to find relevant results. A tactic used by many recruiters is to enter 

names of competitor companies.  So by ‘name dropping’ you’re maximising your 

opportunity to get noticed by a recruitment agent who are often the gate keepers to 

the job you want.

There are a number of ways to ‘name drop’ in your CV. The first is to have a ‘client 

list’ section or a ‘client & partners’ section, where you can list the various types of 

companies you have dealt with over the last 10 years. The length of the section is 

ultimately up to you, but don’t go overboard. Below are some examples of how you 

could do this. 
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You could present the information in a table format:

ExxonMobil Samsung Axe LG Group
Aplinestars BP China Telecom SKTelecom
Toshiba Panasonic Mobilink Telenor
Hitachi Unilever Texaco Audi
Sky Amazon ITN BBC
ECI Telekom Inmarsat Ericsson General Electric
Adidas T-Mobile UK Cisco Oracle

Categorise them:

Client List
Banking & Finance JPMorgan, Visa, MasterCard, Barclays, CitiGroup
Retail & Fashion Gucci, Versace, Primark, John Lewis 
Telecommunications AT&T, Vodafone, China Telecom

Transportation 
National Express, Qatar Airways, Boeing, Emirates Airlines, 
Cathy Pacific, Singapore Airlines, Virgin Atlantic, Virgin Rail

Or simply list them:

Also, look to ‘name drop’ wherever possible. Look at the examples below.

Example One:
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Client List: American Express, Direct Line, Volkswagen, Audi, Bell Insurance, M&S

Before

“Overseeing Client relationships with key clients totalling in excess of £20million
turnover per annum”
”

After
“Growing organisation from start-up with a current turnover of over £20million per
annum,  with  key  clients  including  Barclays  Bank,  GSK,  Toyota,  Panasonic  and
Unilever”



Example Two:

By listing well-known companies where possible on your CV, it can consciously and 

subconsciously increase your commodity value in the eyes of the person reading it. 

Name Dropping Matters, so do make sure you include it in your CV!
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Before

“Successfully secured partnership to build new houses and purchase & convert local

properties (terrace housing)    ”

After

“Successfully secured partnership with Notting Hill Housing Association to build 
new houses and purchase & convert local properties (terrace housing)”



Step 3:
Acronyms &

Abbreviations
It’s all about ‘buzz’ words. If you’re a business development manager, be sure to 

write ‘BDM’ somewhere on your CV. If you’ve worked for the Ministry of Justice, 

make use of MoJ. If you’re a member of APMP, be sure to clarify that this as the 

Association of Project Management Professionals.  Have as many of these buzz words

on your CV as possible, it’s important. By listing both the acronym and what they 

stand for, your CV will show up in more job board searches, rank higher and 

subsequently more likely to be noticed and read by an employer or recruiter. 

For Example:
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Before

“Growing organisation from start-up with a current turnover of over £20million per

annum, with key clients including Barclays Bank, GSK, Toyota, Panasonic and 

Unilever ”

After

“Growing organisation from start-up with a current turnover of over £20million per

annum, with key clients including Barclays Bank, GlaxoSmithKline (GSK), Toyota, 

Panasonic and Unilever”



Step 4: Skills,
Techniques &

Methodologies
If you’re an engineer and you have experience in ‘fault finding’, don’t simply state

that you know how to ‘fault find’. List every type of ‘fault finding’ you have done. On

the other hand, if you only have theoretical knowledge (i.e. you studied while doing

your degree or MBA) as opposed to practical application, state it as “knowledge of...”

This approach tends to work well when people have a technical skill set, however,

this doesn’t  mean you can’t apply it  if  your skill  is not technical,  such as sales or

marketing. 

For example, if you work in marketing you might want to list down the various types 

of marketing methodologies and theories you have experience of utilising in your 

projects, the various types of sales techniques when selling and so on.  Sometimes 

you might even be applying a particular type of methodology and theory in your 

work without realising it. For example, I’ve known many managers who were 

intuitively applying elements of ‘5S’ lean methodology without recognising it. 

Afterwards, having read up and familiarised themselves with it, they were able add it 

to their CV. ’Knowledge of and experience of applying key elements of the 5S 
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principles to ensure business efficiency,  with savings in excess of $30,000’ sounds 

much better. 

The reason for this, is again two-fold. Firstly, methodologies, techniques and technical

skills give you the ability to explain a lot with a few words. This is important when you

only have short window of opportunity to make an impact. Secondly, it’s 

tangible and relatable. If you say you have knowledge of XYZ methodology, there’s a 

chance that the company may use this methodology or at least be familiar with it. 

The result: increasing your chances of being shortlisted for an interview.

And again, it’s all about the ‘buzz’ words. Employers and recruiters don’t search for 

words like ‘enthusiastic’ or ‘friendly’. They’re going to try to find words and phrases 

that are going to allow them to narrow their search down as far as possible, while still

having the maximum number of suitable candidate CVs appear in their searches. 

Therefore, they’re going to search using industry-specific terms, which are more likely

to consist of technical skills, methodologies and techniques.

Have a look at some before and after examples below.

Example One:
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Before

“Complete Cummins, MAN, CAT generator rebuild, routine maintenance and 

inspection including critical dimension inspections for internal components”

After

“Complete Cummins, MAN, CAT generator rebuild, routine maintenance and 

inspection including critical dimension inspections for internal components using 

 micrometres, depth microscopes and bore clocks”



Example Two:

Example Three:
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Before

“Highly experienced in IT & Telecommunications working with digital interactive

Television and digital terrestrial television services”

After

“Highly experienced in IT & Telecommunications with expertise in the following 

types of technology: IPTV, DVB-T, VoIP, DVB-T, VoIP, ISDN, PSTN PABX, DSLAM, DSL”

Before

“Extensive new build experience”

After

“Extensive  new build  experience  including Timber  Frame,  RC  Frame (reinforced

concrete), high-rise (flats, office blocks etc.), business parks (including landscaping,

paving and guttering) and high-end town houses”



Chapter Two
Building the Perfect 

CV & Résumé
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Step 5: The Profile

The professional profile is an absolute must in any CV. It should be around 4-6 lines 

long and in one paragraph. It’s a brief synopsis of everything which is great about you

and why you should be considered for the job. At this point, it’s all about integrating 

steps 1-4 (Quantify, Name Drop, A&A, Skills) into your profile, focusing on those 

elements which have the biggest ‘wow’ factor.  For example, if you have a very long 

client list you don’t need to mention 30 clients, but just focus on the one or two that 

you think will make the biggest positive impact on the reader.

Let’s look at an example:
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“Enthusiastic and highly motivated professional with an excellent career record, 

eager to learn new skills and technology. Experienced in various working 

environments including multinational corporate in the US and Asia. Ability to work 

independently and within a team. Possessing excellent communication and 

presentation skills”



Now let’s integrate steps 1 to 4 in to the Profile:

So as you can see, the second profile has tried to fit in as many points from steps 1-4. 

It not only paints a far clearer picture of what the person is able to do, but also shows

off all their key selling points. It’s also worth considering highlighting important 

content on your profile in bold to make them stand out. However, be careful of how 

you use bold throughout your CV. Too much bold can have the opposite effect and 

can put the reader off. That’s why if you’re going to use bold, it’s best to have it 

exclusively in the personal profile section and for key headings. If you decide to use it 

other areas, just remember - do not overdo it.

Example with steps 1 to 4 highlighted in bold:

Now, it’s time for you to think about your strongest selling points that qualify within 

steps 1-4 and start building that ‘wow’ factor profile.
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“Project Manager (Prince2 Qualified) and Senior Business Analyst with 4 years 

experience at Gartner International. Experienced in managing projects (valued in 

excess of $2million) within both the US and APAC regions (China, South Korea, 

Japan) across public and private sectors. Possessing expertise in process mapping, 

systems integration and change management.  A self-motivated team player with 

a proactive and inclusive leadership style”

“Project Manager (Prince2 Qualified) and Senior Business Analyst with 4 Years 

experience at Gartner International. Experienced in managing projects (valued in 

excess of $2million) within both the US and APAC regions (China, South Korea, 

Japan) across public and private sectors. Possessing expertise in process mapping, 

systems integration and change management.  A self-motivated team player with

a proactive and inclusive leadership style”



Step 6: Key Skills

A key skills section allows you to be more creative and to draw the reader’s attention 

to aspects of your experiences and skills, which of course is what you want to 

achieve.  You won’t get that flexibility if your CV is purely linear. For example, the 

multinational project you led 5 years ago or the big contract you won 7 years ago, 

both of which qualify as fantastic selling points on your CV, but are consigned to the 

bottom end of the document. In a Key Skills section, you can place the information in 

the order that you want, which results in the chronological element being taken out 

of the equation. If they realise when continuing to read the rest of your CV, ‘ooh!  But

this was 7 years ago’, hopefully by that time they will have already formed a positive 

opinion about you and decided that they’ve  liked what they’ve read so far, therefore,

improving your chances of getting short-listed for an interview.

What the Key Skills section contains is completely up to you. It can have different 

subheadings, tables, project list and/or technical skills. Basically, any important 

quality which will market your credentials to get the job.

Let’s look at some examples:
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Example One:

Example Two:
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Key Skills & Experience

Business Growth & Leadership
 Managing businesses over 5 sites in excess of 10,000 sq. ft, production volume at 20 million units 

per week.
 Responsible for budget forecast in excess of $10million and a turnover of $30million per annum.
 Management of the operations teams totalling over 200 staff, including logistics, procurement, 

supply chain, and engineering.
 Stakeholder management of key clients including L’Oreal, CPIMackays and Kraft Foods.

Business Improvement & Change Management
 Led the restructuring of new management processes and organisations policies & procedures 

increasing turnover by 7%.
 Developed a networked spreadsheet for production planning, improving efficiency by 4%.
 Increasing production levels and profit (by 4%) across the whole business by installing new 

conveyers and packaging equipment.
 Re-established lapsed key account relationship securing a $1m per annum contract over 5 years.

Key Skills & Experience

Technical Leadership Project Management
 Infrastructure Projects
 Production Engineering
 System Due Diligence
 Heavy Engineering Builds
 Large Scale Capital Projects

 Strategic Planning
 Stakeholder Management
 Budget Management
 Programme Delivery 
 Organisational Restructure

 System Integration
 Change Management
 QMS Implementation

 Lean Engineering 
Methodologies

Business Growth & Leadership
 Managing businesses over 5 sites in excess of 10,000 sq. ft, production volume at 20 million units 

per week.
 Responsible for budget forecast in excess of $10million and a turnover of $30million per annum.
 Management of the operations teams totalling over 200 staff, including logistics, procurement, 

supply chain, and engineering.
 Stakeholder management of key clients including L’Oreal, CPIMackays and Kraft Foods .

Business Improvement & Change Management
 Led the restructuring of new management processes and organisations policies & procedures 

increasing turnover by 7%.
 Developed a networked spreadsheet for production planning, improving efficiency by 4%. 

Implementing budgets and securing the purchase new equipment (conveyors, pressers), increasing 
production levels and profit  (by 10% and 4%) across the whole business.



Example Three:

Don’t be afraid to get creative and test different approaches to the Key Skills section 

to see what approach works best for you and your CV.

Also, the Key Skills section doesn’t have to be called a Key Skills section. Call it what 

you want to, and what you feel is the most appropriate for your experiences.  

Furthermore, you don’t have to limit yourself to just one section. You could, for 

example, have a project section, if you have undertaken a lot of projects, or a case 

study section. So make sure you include a Key Skills section in your CV, it’s absolutely 

vital!
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Key Skills & Experience

Technical Expertise & Knowledge 
 Electrical & Mechanical equipment and component  Installation, including 3 phase motors, LV 

switchgear, CCTV, Alarm systems and Air conditioning units.

 Steel and Aluminium panel assembly

 CNC Machine operations expertise, including wall assembly line, InsulationS375 steel roll forming 
machines, production of  up to 150mm steel panel sections.

 Injection moulding and panel installation for double glazed windows. 

Business Growth & Leadership
 Managing businesses over 5 sites in excess of 10,000 sq. ft, production volume at 20 million units 

per week.
 Responsible for budget forecast in excess of $10million and a turnover of $30million per annum.
 Management of the account management team and production teams totalling over 200 staff 

members, including logistics, supply chains, engineering and operators.
 Stakeholder management of key clients including L’Oreal,  CPIMackays and Kraft Foods .

Business Improvement & Change Management
 Led the restructuring of new management processes and organisations policies & procedures 

increasing turnover by 7%.
 Developed a networked spreadsheet for production planning, improving efficiency by 4%. 

Implementing budgets and securing the purchase of new equipment (conveyors, pressers), 
increasing production levels and profit  (by 10% and 4%) across the whole business.

 Targeting areas of growth within the client base, tailoring clients’ individual requirements across all 
levels of Account Management.

 Securing and maintaining Service Level Agreements (SLA) worth over $5m.



Step 7: 
Employment History

Unlike the Key Skills section, your employment history gives you far less room to 

manoeuvre. The length of it really depends on how long your Key Skills section is. If 

you have long Key Skills section and also have a Project Section, it’s going to take up a

larger chunk of your CV. Invariably this is going to lead to you having less space to 

work with and therefore a shorter Employment History section.

Headings, such as ‘Employment History’, Career History,’ ‘Work Experience,’ or 

‘Relevant Work Experience’ matter! If you have lots of hands-on experience, then 

fine, you can just go ahead and use ‘Employment History‘. However, if you’re a recent

graduate with limited employment experience, but have managed to gain some 

volunteering exposure under your belt. You will to have to highlight that position as 

‘voluntary experience’. The ‘experience value’ to the reader will not be as high 

because to be honest, the same job done voluntarily is not regarded in the same way 

as if it were paid professionally. I base this statement on my extensive experience as a

recruiter and CV writer. Understanding why this is the case requires a much longer 

and in-depth discussion and one that unfortunately we don’t have time for in this 

book.

So if you find yourself in this situation you really have to think like a marketer. A 

suggestion I would make is that instead of using ‘Employment History,’  use ‘Work 

Experience,’ because you no longer have to mention that the role was a voluntary 

position (as the heading refers to ‘Work Experience,’ which could include any kind of 

experience, whether paid or voluntary). The outcome is that you avoid a situation 

where a negative perception is created in the reader’s mind.
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Now, if you’ve worked for different companies, it’s important to explain what they do.

This improves the context of your role in the hiring manager’s mind and paints a 

clearer picture of you. Don’t automatically assume that people have heard of the 

companies you’ve worked for, especially if they’re in niche industries.

To do this, provide details such as sectors the company operates in, types of services 

or products they provide, key clients, approximate turnover, number of staff and 

countries in which they operate etc.

Below are some examples.

Example One:

Example Two:

Furthermore, in your bullet points (where you talk about your responsibilities etc.) 

ensure that you try to integrate elements of steps 1-4 throughout. Also don’t write 

reasons why you left your previous jobs. If it’s an issue, they will bring it up at the 

interview and anyway, it’s something best explained face-to-face rather than in 

writing. 

22
www.jobinterviewology.com

“One of the world’s leading Global I.T. development and solutions specialists.  
Revenues in excess of $5bn and employing over 2,000 personnel”

“Specialising in Boiler, Heating System, Plumbing Services to both domestic and 

commercial clients, including installation, maintenance and servicing. Furthermore 

providing subcontracting on property refurbishment and new build projects”



Step 8: Education

If formal education isn’t your strong point but you’ve been working for over 10 years, 

there’s no need to write down your high school/college grades. Instead, focus on the 

training and personal & professional development that you’ve managed to achieve 

over the years. This can include in-house training. Focus on your strengths and not 

your weaknesses! Rather than referring to this section as ‘Education,’ call it 

‘Qualifications & Training.’ This allows you to by-pass your formal education. Also 

within this section you can include details of any affiliations or professional 

memberships that you belong to.

Now on the other hand, if formal education is a strong asset for you and you have 

limited or no professional work experience (i.e. recent bachelors graduate, MSc 

postgraduate, PhD etc.). It’s important to make the most out of your educational 

experience.

Here, it’s about extrapolating as many relevant selling points from your education 

into your CV. Instead of just listing the modules under a ‘Key Modules Studied’ 

heading, label this section ‘Areas of Study’. In this way you’re not limited to just listing

the modules but instead can list specific points from your studies which you feel 

would be most job relevant and most marketable.

Let’s look at the Before and After examples below and see the differences.

Before, just with key modules:

23
www.jobinterviewology.com

BSc (Hons) in Business Management (2.1) 

Key Modules:
 Introduction To Accounting

and Finance 
 Principles In Operations 

Management

 Fundamentals of 
Marketing 

 Consumer Behaviour 
Organisations

 Economic Principles for 
Business and Markets 

 International Business 
Environment 



After, with key areas of study:

As you can see, the ‘After’ example allows you to write and focus on what you like. 

Moreover, these are the key areas that you feel will have the greatest impact on the 

hiring manager and the job that you are targeting. Think about which words and 

phrases from your degree would act as good ‘buzz words’ for your CV. 

Also write about your research, whether it was your dissertation or thesis, provide 

insight into what you did. Keep it to a bullet point format and focus on integrating 

elements of step 4 where possible. See the example below.
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BSc (Hons) in Business Management (2.1) 

Key Areas of Study:
 Quality Management 

Systems (ISO9001)
 Project Management 

Tools: Agile, Scrum etc.

 Econometrics (Regression 
Analysis, Data Analysis)          

 Consumer Behaviour 
Organisations

 Statistical Modelling
 Corporate Governance
 International Business 

Strategies

Research Project: “The impact of macroeconomic variables within the Asia Pacific 
Markets from between 2011-2013”

 Using SOFA Statistics programme for financial and econometric analysis
 Running econometric models to understand market relationships. 
 The unit root testing and co-integration testing (vector error correction model 

(VECM)) on times series data sets.



Step 9: 
Hobbies & Interests

If there’s enough space to write about this, then do so. Otherwise, just leave it out. If 

you’re a recent graduate it’s worth having a few lines in there to show that you have 

other interests so that recruiters and hiring managers can see that you’re a well-

rounded and interesting individual. Any charity or community type of work that 

you’ve been involved in is a bonus, but don’t go overboard. They’re not going to 

invite you for an interview just because you enjoy swimming on Saturdays.
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Step 10: References
Here, it’s very simple. Just write ‘references available upon request’. In almost all 

cases, references are contacted after a company has verbally offered you the job and 

at that point, they will ask for it. If you have a profile on LinkedIn, then hyperlink your

profile here, stating ‘LinkedIn Recommendations Click Here’. This also gives the hiring 

manager an opportunity to go to your LinkedIn profile and read the positive things 

your co-workers and managers have written about you. Once the hiring manager has 

read your CV and is still in two minds, this may just give them a little extra nudge in 

the right direction. I suggest trying to target around 10 recommendations if you can. 

Most people have a LinkedIn profile, but very few actually actively use it as a self-

marketing tool. So if you do have a LinkedIn profile, this is one way of utilising it in a 

very positive way.

Example LinkedIn Recommendation:

One thing also to keep in mind: don’t always place your LinkedIn profile link at the 

very top of your CV because there is a strong possibility they will just end up clicking 

on the profile link to perhaps see what you look like rather than focusing on your 

‘marketing brochure’.                                         
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How Long Should My
CV/ Résumé Be?

One of the most common questions I get asked about CVs is, ‘does it have to be two 

pages long?’ If you’re a recent graduate, then yes, it does. However, if you’re not, 

there really isn’t a right or wrong answer here. In an ideal world, you want to get the 

most amount of information across in the shortest amount of words. Now, if you’ve 

done that and are still going over 2 pages, you need to ask yourself the following 

question:

Is the information going to have a positive impact on the hiring manager? If yes, 

leave it in and go over 2 pages, if not then leave it out. 

Remember, no manager is going to look at a 3 page CV and say ‘this candidate is 

perfect but his CV’s over 2 pages, so I’m not going to interview him!’  Ultimately, it’s 

about value. If the hiring manager sees value in your experiences and expertise, 

they’re not going to be dissuaded by the length of a CV. Nevertheless, that doesn’t 

mean you can have a 10 page CV either as they’d probably be falling asleep by the 

time they’ve managed to read through it all. 

A two page CV is an ideal goal to aim for!
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Final Points!

Remember: 

1. Integrate steps 1-4 in your CV wherever possible.
2. It’s marketing! A brochure and flyer disguised as a document, think of yourself 

as a commodity and not as a person. That’s how the hiring manager will see 

you! ‘You’re just a piece of paper to them’ until the interview.
3. Focus on the selling points and positives, rather than on negatives.
4. Don’t be afraid to think outside the box and make use of ‘creative sections’ 

such as a ‘Key Skills’ or ‘Key Projects’ to guarantee that the snippets of 

information you want the hiring manager to see, can easily be seen. As you 

already know, they’re not going to spend time and effort trying to find them!

This brings us to the end of this book. It’s now time to apply the skills that you’ve 

learnt and let’s try to line up as many interviews as possible!

If you found this book useful and you’re passionate about your own professional 

development. Visit www.jobinterviewology.com where you can sign up to my 

exclusive online interview training course. Look forward to seeing you there .  
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Basic Structure
Guidelines

Just to give you a helping hand; below are two basic structures which you can use to 

get started. The first is for recent graduates or for those with little professional 

experience, and the second one is for more experienced professionals.  

Recent Graduate:
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Name

Address/Telephone Number/Nationality

Profile

Key Skills

Sub Headings (up to two)

Project/Dissertation

Education

Areas of Study

Work Experience

Hobbies & Interests

References



Experienced Professional:
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Name

Address/Telephone Number/Nationality

Profile

Key Skills

Client List

Singular or Multiples of the following: Sub Headings/Table/Project 

Table/ Project Section etc.

Employment History

Education

Hobbies & Interests (not essential, take out if the CV is getting too long)

References


