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1. The front page of your CV is the most important. By summarising yourself, your attributes, skills, abilities, knowledge, experience and career to date on the front page you make it easy for the potential employer to quickly assess and warm to you. Remember! You sell off the front page.

2. An employer takes a matter of seconds to look through your CV to decide whether to put it on the ‘yes’ or ‘no’ pile. Put yourself in the shoes of the employer and ask yourself what are they looking for? Use this as a blue print for your CV. 

3. Ideally your CV should be no more than 2 to 3 pages in length – long CV’s are regarded as time wasting.  
4. The font used should be Arial Narrow 11

5. Ensure correct spelling and grammar. Remember such are factors taken into account in your assessment.

6. The CV should look attractive, be well laid out, structured and easy to read.  Wherever possible avoid use of ‘me’ or ‘I’. Don’t use jargon.

7. Use bullet point formatting to keep your CV short and concise.

8. Your employment history should be written in reverse chronological order (date)

9. Do not leave any question marks in your CV. If you have moved jobs a lot, undertaken numerous temporary or contract assignments or perhaps taken a sabbatical, you will need to provide some degree of explanation relative to each cluster of employment or gap in your career history.  
Examples

· I went travelling and took a ‘much-needed career break’  

· I undertook temporary work to allow me to fund a job search for a more fulfilling career 

· I took time off work due to an illness but have now been given a clean bill of health by my doctors

· I took a career break to care for an elderly relative 

· I wound up a complex estate following bereavement 

· I stepped back in to a family business at a critical time

Personal Statement

Your personal statement provides the CV reader with an initial assessment of you. It should summarise your experience, strengths and attributes one short succinct selling statement.  It is perhaps the single most important part of your C.V. and your key to getting an interview.  

The aim is to highlight your personal and professional attributes – possibly drop in where appropriate your qualification letters if relevant to positions sought. The object is to ensure this generates enough interest for the prospective employer to read the rest of your CV. Use no more than 60 words, making each statement a key selling point.  Avoid using tired and clichéd phrases such as ‘looking for a challenging opportunity’ or a list of unquantifiable skills such as ‘excellent team player’ or 'good communicator'. They don't actually tell the reader anything about why you're the right person for the position. 

Here are some examples of good personal statements:

Example 1

A confident Administrator with 4 years experience in Life Assurance with specific expertise of handling new business applications. Responsible for servicing needs of clients within the Middle East with a proven ability in managing customer relationships. Due to a company merger my current role has recently been made redundant and I am ideally looking to continue my career within a customer service environment.  

Example 2

A successful SENIOR MANAGER with over 18 years experience gained in financial services with specific  experience of retail banking, investments, insurance and pensions. An proven leader possessing strong negotiation and communication skills with the ability to build strong relationships with key stakeholders. Able to balance short term results delivery with driving the strategic agenda.
Your Name
99, Example Street, Douglas, Isle of Man IM4 5LS
06666 – 8899988  email@address.co.im
:         

PERSONAL STATEMENT
Tell me about yourself, key strengths, achievements, career aims and current area of work >>>>>> >>>>>>>>>> >>>>> >>>>>> >>>>>>>> >>>>>>>> >>>>> > >>>>>>>>> > >>>>>>>>>> > > >>>>>>>>>>> >>>>>>>>>>>>>> >>>>>>>>>>>>>>>>>>>>>>>>>>>> >>>>> > >>>>>>> >>>>>>>>>> >>>>> >>> >>>>>>>>>>> >>> >>>>>>>> >>>>> >>> >>>>>>>>>>>>>>> >>>>>>>> >>>>>>>>>> >>>>. Close with a statement regarding your job target. 
ACHIEVEMENTS (This section is optional)
· Created a customer complaint monitoring system on behalf of the company which reduced the number of complaints by 20% over a two year period
· Ran the London Marathon in 2007 & 2008 and raised £5,000 for the RNLI
· In 2008 was awarded employee of the month on three separate occasions
KEY SKILLS
Technical Skills

· Demonstrate any specialist skills 
· Include computer software you have used, relevant training courses and any accreditations you have achieved
· Include any languages 
Personal Skills

· Include some of your main attributes that are vital to the role

· Flexibility, problem solving abilities, good communication and creativity are qualities that all employers look out for

· If you are changing career these transferable skills will add weight to your application

EMPLOYMENT HISTORY
Jun 2006 – Present

Administrator, Hamblin Limited, Isle of Man







Responsibilities


· Eg…Provided secretarial support for the Marketing Department, including typing correspondence and organising appointments
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Responsibilities



· Eg…Provided secretarial support for the Marketing Department, including typing correspondence and organising appointments
EDUCATION

Date


Professional Body

Course Title

Grade

If you have gained any qualifications specific to your industry be sure to list these first. Employers can then clearly see that you have the knowledge and ability to take on the role.

Dates


University Name, Location

Course Title

Grade

Explain how your course helped you develop your knowledge in the areas that are relevant to the position you’re applying for. If you have switched direction from the topic you studied, you may want to briefly explain the reasons behind this decision.

Dates


College or School, Location

Course Title

Grade

Course Title

Grade

Course Title

Grade

Courses : 
List a small selection of the courses you took that are relevant to your career path.  If they are not relevant do not include them on your CV.
PERSONAL DETAILS

Date of Birth:


Nationality:


Work Permit: 



Driving Licence:
INTERESTS:


Outside interests enable a potential employer to gain an understanding to what motivates you, what personal skills you may have and how you will integrate into the team.
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Tips for writing your Hamblin CV











