
Writing a good CV
Your CV could be the key that unlocks the door to an interview. It should contain the information 
required to achieve that goal, and no more.  The vast majority of employers are looking for a succinct, 
clear record of your skills and experience, with details of relevant achievements accurately quantified.
Employers may make an initial decision as to whether to interview you or not, based on the 
appearance of your CV as well as the content.

General Tips
• Your CV should be tailored to each job application and printed with black ink using a plain 

typeface, on good quality A4 white/cream paper. 
• The completed CV should be checked carefully for grammatical errors and spelling mistakes and 

to ensure that it makes sense. Ask an 'independent' party to review the whole document before it 
is sent out. 

• Remember when writing and structuring your CV that it is essentially marketing you.  It should be 
clear and easy to read. Gaps in career history should be explained and falsehoods and 
inaccuracies avoided at all costs. 

• A tailored covering letter should always accompany your CV.

For further information and guidance on how to maximise opportunities with your CV, 
contact the Paragon Team on 665115.


