
 

 

 

 

 

 

  

OMETZ CV WRITING GUIDE 

Only 2% of CVs make it past the first round. 
Be in the top 2% 

 

Research shows that on average, recruiters / employers look at CVs for up to 6 seconds - at 

most. They glance a CV over for a few seconds (if lucky) and move on.  If you want to improve 

your CV, you might have to grease up your elbows and make sure every little detail is polished 

to perfection so that it will grab recruiters’ and employers’ attention - it’s going to be worth it.   
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➢ A standout CV SELLS instead of tells.  
➢ It advertises a job seeker’s unique value proposition just like 

any other marketing material 
➢ It’s attention-grabbing, tailored in content, and keyword 

rich. 
➢ It informs the reader specifically what the job seeker can do 

for them, demonstrating clear value! 
➢ It is packed with results! 
➢ It’s lean and clean’- it says a lot but with fewer words. 

 
 

On the flip side, a weak CV simply TELLS 

the reader mundane facts  

 
➢ It focuses on tasks, duties, and responsibilities, 

regurgitating job descriptions. 
➢ It leaves the reader with too many unrelated details. 
➢ It lacks focus and punch, neglecting to highlight results and 

value-add. 
➢ It’s heavy texted. 

 

 

 

 

As the global job market is 
becoming an increasingly 
competitive place, many 
jobseekers are ditching 
the traditional CV format 
and instead employing 
non-traditional, more 
modern methods to 
communicate their skills and 
qualifications to prospective 
employers. 
 
Free CV templates can be 
found on MS Word and on 
the Internet on various 
websites including 
www.canva.com 

What differentiates an impressive CV 

from a weak CV? 

http://www.canva.com/
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Types of CVs 
The right CV format will grab the hiring manager’s attention immediately and make it clear that 
you’re the best candidate for the job. 

 

 
The chronological or reverse chronological CV is considered to be the most popular 
format in use today. It provides a well-structured format that enables applicants to highlight 
both their job history and work experience, beginning with the most recent job held.  
The reverse chronological CV is the most loved format by a majority of employers and 
recruiters because it is very easy to read and it is very hard for the job seeker to hide anything. 
*** 

The functional CV raises suspicions in the minds of employers and recruiters that the 
candidate is trying to hide something and is not a well-accepted format.   
However, if you have gaps in your work history, or you are re-entering the workforce, or are 
seeking to transition into a new career, a well-written functional CV may be useful.   
Take the time to develop a strong functional CV to highlight your abilities/skills rather than your 
work history. Summarize your work history at the bottom of your CV - by the time the reader 
has gotten to that point, hopefully, the employer will be sold on bringing you in for an interview. 
*** 

A hybrid CV is essentially a mixture of both the functional and chronological CV, where both 
are presented to the reader in a concise format.  As with functional CVs, the hybrid CV begins 
with a listing of your key skills and achievements, which is then followed by your reverse 
chronological work history **** 

*** Sample CVs can be found at the end of the guide *** 
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Design Matters:  

➢ CVs should be visually engaging- the simple and all-white CV 
page is not eye-pleasing anymore.                   

➢ Do not go overboard with intricately decorated templates.  
➢ CVs should have balanced design.  
➢ You should have sufficient white space and margins of at  

least  .7 inches 
 
Make sure to choose a format /template that suits your 
qualifications, industry and work experience: 

➢ Creative CVs are ideal for people applying for a creative 
position. If you are a movie director, a graphic artist or a 
creative web designer, using an infographic CV with the 
illustrations and icons can be a good idea to highlight your 
professional and creative skills. 

 
Use a good font: 

➢ Times New Roman is outdated. Use Ariel, Calibri or Cambria 
instead.  

➢ You can also opt for other types of fonts but choose one that is 
easy to read by both humans and computers.  
font size should not be smaller than 11pt. 
 

Use bullet points where possible and keep every sentence short 
and to the point. 
 
Avoid text boxes and tables because it can create issues for the 
applicant tracking system. 

Save your CV in the PDF format –this is another of the latest trends. 

Heading 3 
On the Insert tab, the galleries include items that are designed to 

coordinate with the overall look of your document. You can use 

these galleries to insert tables, headers, footers, lists, cover pages, 

and other document building blocks. When you create pictures, 

charts, or diagrams, they also coordinate with your current document 

look. 

CV LAYOUT      

The first thing a job 
recruiter notices about any 
CV is the layout.   

* Is everything easy to find 

in one glance?  

* Are the colors, fonts, and 

headings consistent?  

* Is all the information well-

organized?  

Formatting tips 
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Content 
 

Be honest in everything you write. You may have the most attention grabbing, and interesting 
CV but all of these would mean nothing if you falsify your qualifications and achievements. 
This is the most basic of rules to follow. 

The Must-have Sections to Include in a CV: 
➢ Contact information 
➢ Profile/ Highlights of Qualifications 
➢ Work experience 
➢ Skills 
➢ Education 

 

Optional Sections to Include in a CV: 
➢ Certifications and awards 
➢ Personal projects 
➢ Volunteer experience 

 

Targeted CVs are preferred  - see “How to Tailor Your CV” on page  17    
➢ You should tailor your CV for the job you WANT; not the job you have.  Try to mirror your 

experience to the position for which you are applying. You need to determine what aspects 

of your career you must display to demonstrate your knowledge, skills and abilities based on 

the list of duties, required knowledge and responsibilities listed in the job posting.  Assure the 

employer that you are the best fit for the position.  

 

 
Avoid writing an objective section. Replace it with a professional or career 

summary/profile/highlights of qualifications…… employers are looking for someone that meets 
their needs.  They do not really care about what you want from them; they want to know how 

you are qualified for the job to which you are applying.  
 

 

Edit mercilessly until your CV becomes perfect –  

free from any grammar or spelling errors. 
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Choose Your CV Format  

 
Based on your past experience and your qualifications for the job in question, decide which 
kind of CV style you will use. Read below about the two primary CV types and choose the one 
that best fits your needs.  

Chronological Functional - Hybrid 

Heading Heading 

Summary Summary 

Professional Experience Relevant Skills & 

Accomplishments 

Education & Training Professional Experience 

 Education & Training 

 

A. Chronological  

The chronological CV puts the focus on your previous work experience and the responsibilities 
you had while there. Employers, when viewing a chronological resume, look at the dates first. 
They are looking at how long you have worked at one place and if there are gaps in your 
employment history.  
 
You can use the chronological CV:  

• If you have a good work history  
• If you have no time-gaps in the past  
• If you don't have numerous job changes  
• If you are looking for another job in the same field  
• If you have worked for a prestigious company that carries some weight in your 

community.        
 
     Advantages:  
 

• Traditional and most widely accepted among employers.  
 
Disadvantages: 
 
• Shows gaps in employment 
• Shows your job stability 
• Describes your duties and accomplishments 
• Emphasizes your job titles and the companies for which you worked 
• Shows your steady growth in responsibility  
• Very easy to read and follow. 
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B. Functional or Hybrid  

The functional and hybrid CVs put the focus on the professional skills and experience that you 
gained from your employment, your formal education and training, and generally on the 
transferable skills/functions you have previously acquired. Primarily, this is the "how' type. 
Most are only one page in length.  

You can use the functional - hybrid CV:  

• If you focus on skills rather than lengths of employment  

• If you are reentering the job market after an absence  

• If you have long time gaps between employment  

• If you have numerous job changes  

• If you are looking for a job in very different field or industry  

• If you think your age is a barrier (too young, too old)  

• If you have had several unrelated occupations  

• If you are a mature individual with numerous areas of expertise  

• If you are a new graduate from high school or university  

• If you are a dislocated worker who is retraining and/or has retrained and want to use 
newly acquired education to make a career change  

• If you have skills and abilities other than those you are currently using and you desire to 
make a change  

• If you are self-employed and operate your own business. 
 

Advantages:  

• Highlights accomplishments and strengths  

• Allows you to organize your skills in a way that best suits you  

• Eliminates repetition and redundancy of similar jobs  

• Allows flexibility in how you present yourself  
• You can draw from diverse volunteer experience, interests, and skills that have not 

been a part of your past employment. 
 

Disadvantages:  
 

• De-emphasizes specific job titles and companies for which you worked  

• De-emphasizes longevity  

• Shows limited job duties  

• Recruiters may prefer the chronological style. 
 
 
  



Ometz CV Writing Guide 

8 

 

KEY POINTS TO CONSIDER 
 

 

Include a link to your LinkedIn profile – but only if 

it is up to date! 

 

KEEP YOUR WORK HISTORY SHORT, SIMPLE AND BENEFITS-DRIVEN 

☐ Do not explain 20 years of work experience in detail. Make a brief and targeted 

CV, focusing on relevant experience.   

DO NOT LIST EVERYTHING 

☐   Only pay attention to the most relevant experiences that fit with the job. 

WHAT MATTERS MOST SHOULD APPEAR FIRST 

☐   You can put your relevant work experience first- experience does not always need 

to be in chronological order.  

☐   List the most relevant details first under each of your work experiences, as they 

relate to the job posting.  

☐   Make sure the CV reflects skills and highlights quantifiable achievements 

(related to the position) rather than being a list of tasks completed. 

MAKE THE REASON FOR YOUR WORK GAP AS CLEAR AS POSSIBLE TO HIRING 

MANAGERS 

☐   On average, applicants who provided a reason for their work gap on their CV and 

cover letter (caring for sick family members, attending to personal health issues, 
receiving additional training/education, raising a family) had an interview rate 58.1% 
higher than applicants who chose not to disclose the reason for their work gap.  

BE SPECIFIC WITH DATES 

☐   Employers prefer that you include the months in addition to the years on your CV.  

When a requirement for a position is three years of experience in a specific position or 
skill, the employer or recruiter wants to be able to see that the applicant has the three 
years of required experience.  If a date on a CV reads 2016 - 2017, the recruiter / 
employer doesn’t know whether this means five days (December 29, 2016 – January 3, 
2017) or 22 months. 
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KEEP IN MIND……. 

 

 Your mail address does not need to be on your CV. You can include city and 
province, if desired.  
 

 Keep your CV concise; limit your CV to 1-2 pages at the most. 3+ pages are 
likely to be ignored. 

 

 Only include the last 15 years of experience unless later experience is extremely 
relevant to the position. 

 

 Give concrete examples – instead of ‘excellent communicator’ use ‘presented at 
face-to-face client meetings and spoke at college recruiting events’ and instead 
of ‘highly creative’ use ‘designed and implemented a new global application 
monitoring platform’. 
 

 

AVOID 

 
 Using acronyms. Instead explain or define the terms. Acronyms often stand for 
highly technical terms that only a company insider would understand, so you 
should make sure that you explain their meaning whenever possible. Doing this 
not only demonstrates your understanding of the work, ideology or processes, 
but also your ability to help the layperson understand complicated terms.  
 

 Generic phrases such as 'responsible for’ - these don't provide the scope or 
scale of your expertise. 

 
 Cliché terms such as hard working, results-driven, excellent communicator, or 

HR professional’s least favorite, team player. 
 

 Including non-relevant data: Years ago, people put their hobbies and interests at 
the end of their CV. This should be omitted, unless it is relevant to the position.   
 

 Putting in a references section. 
 

 Using "I" on your CV.  
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MORE SUGGESTIONS 

 Use keywords. 

If a machine is scanning CVs, it will be programmed to locate keywords. If a person is 
reviewing hundreds of applicants' CVs, they are likely skimming them, so you should aim 
to be as succinct as possible.  
If a company is seeking someone who is “effective, driven, or innovative”, and you avoid 
these words in your CV, you risk the chance of being completely overlooked. Using 
keywords alone adds little to no value, but supporting skill statements with 
notable achievements and results will boost the value of your CV. 
 

 The summary /profile/highlights of qualifications…. should be written with 
some important requirements.  

o Identify your skills and experience the employer will find valuable. 
Tailor each CV, highlighting specific qualities that match the role the 
employer is seeking to fill.  

o Address the following: the benefit you have given to your former employer 
or what you can give to this employer, particularly as it relates to the job 
description. As well, highlight your skills and qualities that you think would 
of be benefit as it relates to the job description.  

o This section should convince the employer that you are the exact fit they 
are looking for so they will read your CV in detail.   

o Soft skills should not be emphasized in this section.  
o Keep this section short – 3-5 bullets/points. 

   
 That doesn’t mean that you shouldn’t show off your soft and hard skills. 

o Do not make employers / recruiters hunt for the most critical information on 
your CV —include a table of key soft and hard skill sets under your 
summary/ profile/ highlights of qualifications.   

Make sure your highlighted skills show why you are a good fit for the job — 
all the better if these are keywords from the job description. 
 

 Take care not to write your CV like a job description.   

o When writing the descriptions for the jobs you’ve held, rather than just 
showing your skills/ previous duties and responsibilities, focus on what 
you accomplished in each position rather than what you did. 

o It is easy put any set of skills or abilities on your CVs, but unless you can 
show those skills in action and the results they got with them, you may not 
make it to the interview. 

o Accomplishment statements will demonstrate that you are someone who 
can get the job done. 
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Accomplishment Statements 
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More on how to write an accomplishment statement: 
 

✓ Action: What did you do, and what skills / abilities did you use to take care 
of the situation? Be specific here and use strong action verbs.(sample 
action verbs can be found at the end of the guide) 

✓ Result: What was the end result?  
 

Turn the accomplishment into a short sentence starting with the result first and adding 
context and scale for more power.  

❖ A simple work duty, such as: 

 “Trained new employees.” can be turned into an accomplishment by adding the 

result of the actions taken…  
“Trained new employees resulting in increased customer satisfaction.” … and then 
made more impressive by adding numbers for context or time… 
“Trained more than 15 new employees over a 12 month period resulting in 
increased customer satisfaction.” …and can be made even more impressive by 
measuring the result and putting that result at the beginning of the entire statement: 
 

 “Increased customer satisfaction by 25% through effectively 
training 15+ new employees over one year.” 
 

    Another example, instead of:  
“Made outbound sales calls”  
           Write something like:  
“Increased business by 35% by making outbound sales calls to generate 
leads resulting in 12 sales per week”.   
 

Provide a clear picture of what you accomplished. 

The proof is in the results. 
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The heart of an Accomplishment Statement: Achievements 
 

One of the most important things to put on your CV is a review of your achievements 
throughout your work history. 

o Add achievements to your CV at the bottom of each role/position under 
a bold heading to draw attention to them by separating them from the 
rest of the role description.  

o Avoid adding achievements that are purely personal, such as getting a 
promotion, or an employee of the month award. These achievements 
are good for you, but a CV should be about demonstrating how you can 
benefit potential employers.  Employers won’t care if you were 
promoted five times in your last role, unless you can explain how it will 
contribute to their company’s success. 
 

Types of achievements you can add to a CV: 
 
Financial gain – Revenue is the lifeblood of most businesses, especially in the private sector. 
Anything you can include in your CV to show your contribution to an increase in company 
revenue will make for an impressive achievement.   
Financial savings – Spending affects employer’s bottom lines, so if you can show that you cut 
spending in any way that will help to prove their value. 
Timesaving – Time is a precious resource to any employer, so including instances where you 
cut time wastage will definitely boost your CV.  
Growth – If you helped to grow market share, client lists, sales, or any other important metric, 
highlight it in your CV.  
Customer goals – If you can demonstrate instances where you have helped customers/clients 
to achieve goals, they can make a basis for great achievements.  
Targets – Hitting and exceeding targets set by previous employers are perfect achievements 
to prove that you performed above expectations. 

Lead with the result: (saved time, money, improved processes…. Quantify- %, $.)  

• Added $36M in new profit over 3 years by developing differentiated product 
line, which  decreased service time for end users. 

• Produced $10M in annual cost-savings by shifting vendor relationship 
management to  internal support group. 

•    Grew new business revenue 156% over 2 years in European market, 
employing longer sales cycles to close accounts in historically challenging 
territory. 

 
Specify/ quantify where possible; rather than using the word “multiple,” specify 
the number: 
  Multiple branches –  seven national branches 
          Many customers – up to 50 customers daily. 
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Review 
 
Choose the best CV format  

 Depending on your personal and professional circumstances, choose a 
chronological, a functional, combination, or a targeted CV.  Use the one that’s the 
best fit for your work experience, educational background, and skill set.  
 

 Take the time to customize your CV by using a CV template as a starting point 
for creating your own CV. 
 

Choose a basic font 
 Use a basic font that is easy to read, both for hiring managers and for applicant 

management systems. 

 
Include your contact information 

 It’s important to include all your contact information on your CV so employers can 
easily get in touch with you. Include your full name, phone numbers, and email 
address. If you have a LinkedIn profile or professional website or blog, include 
those links as well. Your address is optional. 

  
 Add a Profile / Highlights of Qualifications/ Executive Summary  
It’s important to tailor this section to match the job for which you are applying 
(see page 17).  

 
Include keywords and skills 

 Your CV should include keywords that appear in the job descriptions. 
 
Write a tailored / targeted CV  

 Match your qualifications (skills and experience) to the job posting to which you 
are applying. 

 
Show, don’t tell 

 In addition to highlighting your recent and relevant roles you should also show 
employers what you achieved. This might include any outstanding results (with 
stats), and how you made an impact during your time. Employers are not only 
interested in what you did but also how you performed. 

 
 Don’t include an outdated objective statement or references section. 
 

 Proofread and double-check what you’ve written. 
 

 Save your CV in a PDF format. 
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Scannable CVs 
 
Scanned resumes are typically retrieved using keyword searches. You need to research your 
industry and/or the requirements of the jobs you ore seeking to make sure you have included 
appropriate information. Each time you apply for o job, review the position description. Make 
sure key terms that are included in the position description ore also included in your CV where 
appropriate. For example, list the names of software you use such as Microsoft Word or Excel. 
instead of listing software packages.   

Content highlights: 
 

➢ Instead of listing acronyms spell out the full name; i.e..IEEE, Institute of Electrical and 
Electronic Engineers.  

➢ Going beyond one page is okay for CVs used strictly for scanning. Be concise, but use 
more than one page if necessary to include all relevant information.  

➢ Misspelled words will not be found in keyword search.  If you misspell a critical word, 
you have effectively left it off your CV for the purposes of retrieval after scanning.  

➢ Typos ore unacceptable.  

 

Use these formatting methods:  
 

 No bold, italics. underlining. shading, or other enhancements.  

 One font style and size throughout the document, Keep the font simple. 

 No vertical or horizontal lines, graphics, or boxes. 

 No bullets. You may use asterisks (*) or hyphens (-).  

 No parentheses or brockets.  

 Even spacing throughout the document; NO tabs.  

 Don't condense spacing between letters.  

 Left justification only. No centering or right margin justification.  

 Avoid a two-column format or CVs that look like newspapers or newsletters.  

 Print your CV with a laser printer. Provide the employer with an original or high quality 
photocopy on white paper with no texture or watermark. Avoid paper with a heavy 
texture that could interfere with the clarity of the print.  
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Sample Action Verbs 
 

                  
 

 

Sample Skills 
 

• Computer skills • Management skills  

• Language skills • Motivation/ Leadership skills  

• Analytical/Problem Solving skills  • Training/Teaching skills  

• Customer Service skills  • Administrative skills  

• Interpersonal skills  • Marketing skills  

• Communication skills  • Sales skills 

• Organization/PIanning skills  • Writing skills  
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How to Tailor Your CV   

 
Job hunts are hard work so how can you avoid rewriting your CV every time you apply for a 
job? The key is to edit and rearrange your existing one so that it appeals to a specific 
employer. Here are some tips to make this easier:  
 
Tweak your summary of qualifications. This forms the foundation of your customization efforts. 
By tweaking it you can keep 95 percent of your CV the same, but incorporate tailored 
information where it matters most.  Start by reviewing a job ad. Here's an example iob ad for a 
Help Desk opening:  
XYZ has an immediate opening for our Help Desk. Friendly attitude and exceptional 
communication skills are essential. Duties include answering incoming calls via telephone or 
email: providing on-site support to 200 employees, assessing and resolving problems; 
monitoring networking performance; alerting manager of emergency issues; and monitoring 
internal equipment and servers for trouble. Strong knowledge Of Cisco routing and experience 
with networking management platforms such CIS Open View and IP protocol are a must.  
 
If you are an entry-level IT professional interested in this position, your current goal is:  
Entry-Level position  
With a little work, you can effectively target some of the top requirements in the ad:  
Entry-Level IT position where I can provide on-site support, assess and resolve problems and 
monitor a network  
 
Determine what bullets to add, remove, or reorder to demonstrate why you're the best 
candidate for the opening.   
For instance, your original Summary of Qualifications may read like this:  

▪ Proven ability to diagnose, troubleshoot, and resolve technical problems.  
▪ Exemplary academic record. Graduated with honors.  
▪ Quick learner with strong working knowledge of software, hardware, networking, 

operating systems, and security applications.  
▪ Outstanding communication skills: demonstrated background working well with students 

and co-workers in one-on-one and group settings.  
▪ Superior analytical and problem-solving abilities, with track record of improving 

operations.  
 
However, a revised and targeted Summary of Qualifications may read like this:  

▪ Proven ability to diagnose, troubleshoot, and resolve technical problems.  
▪ Quick learner with strong working knowledge of software, hardware, operating systems, 

security applications, and networking, including Cisco Routers, OpenView, and IP 
protocol. 

▪ Superior analytical and problem-solving abilities, with track record of improving 
operations. 

▪ Demonstrated background working well with co-workers in one-on-one and group 
settings. 

▪ Team player with outgoing personality.  
▪ Exemplary academic record. Graduated with honors.  
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Let's try another:  
Job Ad for a body and skin retail sales staff:  
 
We are an all-natural skin care store and ore looking for retail sales staff. We are looking for 
individuals who enjoy selling, educating and serving customers with a strong desire to succeed 
in o team environment. We are looking for someone who wants long term employment and to 
grow with the company. Natural skin care, make up and or body products 0 plus, but we will 
train. Must have excellent verbal skills, excellent customer service and soles skills, able to 
work in o team-oriented environment, able to work evenings, weekends, holidays, able to 
maintain positive company morale, and able to achieve maximum sales productivity.  
 
Say you are interested in an entry level sales position. Your resume's current goal lists you 
wanting to be a: 
Sales associate in retail store  
 
How do you tweak that to effectively target some of the top requirements in this ad?  
 
 
 
 
 
 
 
Use the job ad's information to determine what bullets to add, remove, or reorder to 
demonstrate why you're the best candidate for the opening.  
 
If your current Summary of Qualifications reads like this:  

▪ Excellent communication skills, positive attitude  
▪ Flexible work schedule 
▪ Quick learner with strong working knowledge of beauty and make up 
▪ Outstanding communication skills; demonstrated background working well with others 
▪ Increased cosmetic sales by 5% in one month as sales associate for cosmetic line  

 
Can you create a revised and targeted Summary of Qualifications? 

▪  
▪  
▪  
▪  

 
 
Minor tweaks can make a world of difference in showing an employer that you are focused in  
applying for one job, not 100 jobs. In an age when you can blast your resume to 100 
employers or apply for 50 jobs a night, customization is not less important- it's more important.  
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Final Checklists 
 

Here is a checklist to determine if your CV needs a tune-up or a complete overhaul; some 
criteria hiring managers consider when reviewing candidates' CVs.  
 

APPEARANCE  

✓ Presentation. Is your CV layout adequately directing the reader's eye or weakening your 
impact?  
 

✓ Readability. Are you correctly using underlining, bold, italics, all caps, fonts, point size, color 
or other characters or are specific formatting techniques confusing your reader?  
 

✓ Consistency. Is it there in voice, tense and formatting? Be especially careful if your CV has 
gone through a number of edits. 
 

✓ Grammar & Spelling. There must absolutely be no misspellings, typos or grammatical 
errors. 

CONTENT: Structure/Organization 
✓ Summary  

Don’t simply emphasize keywords or clichés. Employers want to know how you can solve 
their problem right now. You can deliver this via a Unique Selling Proposition. It should 
define who you are, your single biggest strength and end with a benefit that you offer.  
Ideally it should be something measurable, since everything boils down to dollars. This 
strips away the fluff and quickly answers that critical question in their mind.  

✓ Measurable Results  
Next, you must back that up with added proof. Include a bulleted list of specific 
achievements, i.e. an end result that reaped some benefit for either your employer or the 
client for which  you've worked. Your job is to communicate your true value clearly and 
specifically to your next employer. No more than a one-sentence brief description of the 
benefit or result and how you accomplished it. Try to put together a concise list of five to 
seven good achievements that are Return-on-Investment (ROI)- oriented. 

✓ Appropriateness 
Your CV might provide too much personal information that is not work-related.  

✓ Length  
The length of your CV may be incongruent with the level of relevant work experience or 
perhaps individual components within your CV are verbose, indirect, and possibly 
intimidating to read.  

✓ Detail 
Your statements ore vague or ambiguous and do not single you out as a uniquely qualified 
candidate. Or, you're simply not offering enough information.  
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✓ Language 
Your CV might benefit from more dynamic, engaging, positive prose.  

✓ One job title, one CV 
CV readers are very focused and they're looking for specific items, so if you are looking for 
a position as a project manager, tell them why you're a great project manager. That's all 
they want to know. Don't tell them about how you used to work as a carpenter or how you 
managed and ran your own consulting business. They don't want or need to know about 
your other unrelated careers or positions. Use one CV to sell one job title. If it doesn't 
clearly explain why you're the best project manager in your city, then either drop the 
information or minimize it because it doesn't belong there. Stick with one career on one CV. 

✓ "Above the Fold"  
Place all of your most important selling information at the very top half of page one. Most 
CV readers spend less than 10 seconds of actual eyeball time before they decide to move 
to the next document. They are not going to waste their time looking through your CV to find 
critical information, such as how you "increased revenues $350K" or "decreased labor costs 
by 12%." This information should be at the very top of the first page.  

Final check:  
 
Is your CV free of typos?  

 
Does your CV use the past tense for past jobs?   

 
Is the formatting symmetrical, evenly spaced, is there enough white space?  

 
Is it consistent? (Same punctuation, bolding, highlighting, etc.)  

 
Are your email address and phone message working and professional sounding?  
 
Is your CV free of abbreviations except industry specific terms and geographic abbreviations?  

 
Is there correct, verifiable employment information?  

 
Is the CV targeted to the job goal? Are all the key points on the job description mentioned?  

 
Is the information that is most important for the employer prominently located in the summary?  
 
Is the summary unique to you - using your vocabulary, and not looking like a template?  

 
Do all of the accomplishment statements show your ability to do the job you're applying for?  

 
Is your CV free of personal pronouns and articles?  

 
Is the CV too long or too short?  

 
Is all the information you list relevant to the job?  
 

Good luck! 
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            Sample Chronological CV 
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