How to construct a CV that sells (contd.)

Choose your words carefully. Sprinkling your CV with professional jargon and industry buzzwords could help your case. Impress prospective employers with frequent use of ‘personal power words’.

It’s not necessary to provide names and contact details of referees: in fact, it only takes up space. Only provide these details if specifically requested to do so, and then on a separate sheet – remember you may wish to provide different referees for different approaches.

You can always write ‘references available on request’ at the conclusion of your CV.

Line up one character reference and one academic reference for when you might be asked – and always ask your referee first before giving their name out.

Don’t be tempted to fabricate information (that means don’t tell any lies!) – with advances in database access and instant technologies, it’s too easy to be found out. Especially, don’t falsify qualifications, degrees or positions held; if an employer is seriously considering you, he/she will check  you out very carefully.

So, you want to sell yourself – but don’t be tempted into fiction. That goes for hobbies and interests too; don’t try to over-sell yourself by saying you like skydiving and bungee-jumping if it isn’t true. Your interviewer might be a fanatic about that subject – and then you’re trapped!

Keep the layout of your document clean, spacious and free of unusual fonts. Go for an easy-to-read formatting style and avoid colour or boxes. Remember that many CVs are now scanned in, so don’t try any fancy graphics which could obscure text on scanned documents.

Accuracy is of vital importance. Comb through your CV for errors, ask a colleague to check it closely. Don’t trust a spell-check – the words could be spelt correctly but be totally wrong.

How to mail it?

More and more CVs are sent by e-mail, and the Internet is the fastest growing medium of recruitment. But remember the risks of applying on-line. Consider how your document will look when the attachment is opened. Some files lose formatting when opened if there is an incompatibility of programs. And because of the risk of virus contamination some companies automatically delete any e-mail with an attachment. It is a good idea to check first before committing such an important document to e-mail.

If you prefer to use traditional postal methods, ensure your CV will arrive in good shape. Use a hardback envelope and never fold or staple a CV. Also consider putting your name on the second page too, so that it doesn’t get lost in the system.

Never send out a CV or application form without a covering letter.

