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WRITING 
A CV 

 

(Curriculum Vitae – the 

Latin phrase meaning the 
“course of your life”) 

 

 
 
A CV is a useful way to present skills, qualities and achievements to 

a potential employer. 

 
Its purpose is to get an interview for a job. A CV cannot get you a 

job. It is a marketing tool that will encourage the employer to 
WANT to interview you. 

 
This handout will give some examples and help to producing 

a dynamic CV that will motivate an employer to offer you the 
job. 
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DO’S & DON’T’S 
 

It is vital that your CV looks good, reads well and creates a positive 
impression as this is the first hard evidence that you will use to sell 

yourself to potential employers. 
 

You can achieve this is by the following: 
 

DO: 
 

 Use good quality paper to present your CV (use white or 

cream A4 size and black ink) 
 Make sure it is clear and well laid out, using headings and 

bullet points, and concentrate your efforts on telling 

employers what they need to know. 
 Always make final checks for accuracy/mistakes before 

sending it out (spellings, grammar and typing). 
 Be honest and realistic as your CV should reflect a true picture 

of you. Make sure you can everything you have said. 
 Keep your CV brief (2 separate A4 pages maximum). 

 Make it relevant to the area of work or type of job you are 
aiming for. 

 Keep it short and punchy and present your self in a positive 
light. 

 

DON’T: 
 

 Poorly present your CV:  

Overcrowded layouts, not divided into easy to read sections, 
incorrect use of font and size (normally 11 or 12, such as 

Times New Roman, Arial, Verdana or Tahoma). 
 

 Make it too long: 
Don’t fall into the trap that so many people do by simply 

listing all the things you have done in the past and including 
irrelevant or too much detail. 

 
 Make common mistakes by: 

Using jargon, abbreviations, complicated sentences and 
irrelevant words. 

 
REMEMBER – EMPLOYERS ARE LIKELY TO SPEND ONLY 

10-20 SECONDS READING YOUR CV SO MAKE SURE IT 

SELLS YOU WELL!!!!!!!!! 
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CV ACTION WORDS 
 
It is also important to use the correct types of words to describe 

your personality, skills, knowledge and achievements. Make sure 
you use words that positively describe you and not those that give 

a negative self image.  
 

The following list should help you to describe your responsibilities 

and achievements (please note they are all in the past tense): 
 

Adapted   
Arranged      

Attended 
Advised 

Achieved  
Assisted 

Analysed 
 

Booked 
Budgeted 

Built 
 

Checked 

Completed 
Contributed 

Co-ordinated 
Controlled 

Converted 
Created 

Cared 
Changed 

Championed 
Communicated 

Consulted 
 

Designed 
Developed 

Decrease 

Designated 
Delivered 

Devised 
Directed 

Debated 
Demonstrated 

Drafted 
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Established 

Encouraged 
Ensured 

Estimated 
Evaluated 

Examined 
Exceeded 

Excelled 
Explained 

 
Filed 

Formed 
Formulated 

Fulfilled 
 

Gained 

Gathered 
Generated 

Guided 
 

Handled 
Helped 

 
Identified 

Implemented 
Improved 

Increased 
Influenced 

Informed 
Inspired 

Invented 

Involved 
Investigated 

 
Launched 

Liaised 
Lead 

 
Maintained 

Marketed 
Matched 

 
Negotiated 

 
Obtained 

Organised 
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Participated 

Performed 
Persuaded 

Planned 
Practised 

Prepared 
Presented 

Prevented 
Prioritised 

Produced 
Proposed 

Provided 
Publicised 

 
Recommended 

Recruited 

Redesigned 
Reduced 

Reinforced 
Repaired 

Reported 
Represented 

Requested 
Researched 

Responded 
 

Simplified 
Skilled 

Solved 
Specialised 

Started 

Studied 
Succeeded 

Supported 
 

Trained 
Translated 

Traded 
 

Utilised 
Uniformed 

Understood 
 

Verified 
Volunteered 

 

Worked 
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Positive Words: These words describe personal attributes 

that are positive and useful in the work place. 

 
 Adaptable, Ambitious, Actively, Assertively, Analytical, 

Articulate, Bilingual, Bright, Capable, Confident, Competent, 
Conscientious, Consistent, Constructive, Determined, Diligent, 

Efficient, Effective, Energetic, Expertly, Flexible, Focused, 
Honest, Hardworking, Mature, Positive, Productively, 

Proficient, Punctual, Patient, Professional, Qualified, 
Resourceful, Reliable, Responsible, Supportive, Sensitive, Self 

motivated, Successful, Thoughtful, Understanding, Willing. 
 

 

PERSONAL PROFILE 
 

This is normally a short paragraph at the beginning of your CV 

highlighting your personality, skills and achievements. It should be 
30-50 words maximum and should be enthusiastic, inspiring and 

personal. It is important here to market yourself in the best possible 
light. Many people call it your “30 second commercial”. 

 
Examples include: 

 
 An effective communicator and administrator with the ability 

to adapt to all situations with tact and diplomacy who enjoys 
working in a challenging and stimulating environment. 

 
 A highly motivated and conscientious person with a flexible 

approach to new tasks. Extremely hard working and willing to 
learn 

 

 Keen, self motivated and conscientious with a pro-active 
approach to all tasks and competent in meeting deadlines. A 

good communicator who enjoys working as part of a team, as 
well as on own initiative. 

 
 Reliable and enthusiastic. Able to get on with everybody and a 

dependable timekeeper. Flexible and prepared to take on any 
task to ensure work is completed to a high standard. Very tidy 

and well organised. 
 

 
 

 
 



 7 

CV 
Format 

 

Typically, this is what a CV should look like although the content will 
be different for different people and jobs…of course! 

 

 

YOUR NAME 
Your Street 
Your Town 

Your County and Postcode 
Your Telephone Numbers 

Your Email Address@com 

 
This is where you write your “30-50 word commercial”. Make sure it 

is interesting and personal. You can centre or justify according to 
your own design but make sure it is 11 or 12, using a professional, 

businesslike font. 
 

 

SKILLS (or Attributes, or capabilities) and 

Achievements 
 

This allows you to highlight your strengths in relation to the 
job/person specification. Here are some examples of key skills 

required for jobs at all levels: 
 

 Written & Verbal communication 

 Numeracy 
 Team working 

 Flexibility 
 Problem solving (and initiative) 

 Personal Development 
 Information Technology 
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Remember skills are not only delivered at work. They may have 

been developed through voluntary work, activities in the home, 
school/college or through a leisure interest. 

 

Career History (or Employment) 

 
YOUR JOB TITLE  Name of Company and Town  Dates  

 
Start with the most recent and work backwards. Write a sentence 

which describes your job followed by your achievements, or the 
skills and abilities you demonstrated at work or key responsibilities. 

 
YOUR JOB TITLE Name of Company and Town   Dates  

 
Make sure for each job you describe: 

 

 What you have done 
 For how long 

 Your Achievements 
 Skills and abilities used 

 
Try to show that you can do the job but also that you can “make a 

difference”. 
 

Qualifications and Training 
 
Name of qualification in order of importance or date taken. Include 

any professional development. 
 

Additional Information 

 
E.g. languages, full clean driving licence 

 

Interests and Activities 
 

Captain of Sports Club netball team. Treasurer of local Charity. 
 

 

References 
 

Available on request 
 

 

 


