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CV Tips - Rewards

· The purpose of your CV is to get you an interview !
· Remember: you are not writing a CV for yourself, you are writing it for the reader. 

· So, as you write your CV, put yourself in the shoes of the intended reader. 

Effective CV Template: 

1. A standard two-page printed CV 

2. The most common contents of a CV include: 

3. Personal Details 

4. Skills and Career Summary 

5. Key Achievements 

6. Qualifications 

7. Career History 

Complete Guide on CV Preparation

When you submit a printed CV to a a potential employer, it is likely to be the first thing they get to see. Therefore, you need to present your CV well and make it user friendly. For example: 

· Lay your CV out neatly 

· Resist writing lengthy paragraphs - be concise 

· Careful use of bold type can be effective 

· Typefaces such as Times New Roman or Arial are fairly standard 

· Do not use a type size less than 11pt. 

· Check for spelling or typographical errors - whoever actually types your CV, errors are YOUR responsibility. Don't rely on a spell checker. If you're not sure about a word, resort to a dictionary. Sloppiness and lack of care could be heavily penalised. 

