


As recruiters, we spend the majority of our time reading 
CVs. When you receive hundreds of applications each 
day, you can imagine that you don’t have all the time in 
the world to carefully read through each CV. What 
makes the whole process even harder is when the CVs 
you’re receiving are messy and difficult to read. Think 
about it like marketing a product – advertisers take a lot 
of time planning what a campaign will look like, and 
where specific information should go in order to catch 
the eye. Whether you’re selling a product, or selling 
yourself, image is everything. Here’s a few key tips on 
formatting that you should always keep in mind when 
writing your CV:

Font size: You’ll want to make sure the size of your text isn’t so small that 
employers/recruiters are squinting to read it. At the same time the font size 
shouldn’t be so large that you can stand at the other end of the room and still 
read it. A safe option is size 10 – 11, depending on how everything fits on the 
page. If you use size 11 and find there’s one rogue sentence sneaking onto 
the next page, try changing it to 10, or even 10.5.

Font type: Following on from above, the font type you use should also be 
easy to read. Let’s avoid the whole ‘Palace Script’ vibe on this occasion, and 
save it for our handwritten letters to the Queen!

Font colour: If you’re writing a corporate CV, the guidance here is simple: 
keep your font colour black. As pretty as colour is under other circumstances, 
bright colours can really give employers/recruiters a headache when having 
to read a CV covered in them.

Bold/Underline/Capitalise: To ensure a CV is easy to read and that all 
relevant sections stand out, make sure to bold, underline and capitalise all 
subheadings. It’s also good practice to bold places of employment and corre-
sponding dates.

Layout: Text should be laid out in single spacing, and bullet pointed where 
appropriate. This again makes the CV easier to read, and will highlight all the 
key points you want the employer/recruiter to see. 

FORMAT

The words ‘Curriculum Vitae’ can be loosely translated 
to mean ‘the course of my life’. In practical terms, a CV 
is your way of marketing yourself and, if not done right, 
it could even be the last. This booklet will include 
everything you need to know about how to write a 
‘top-notch’ , professional CV, and what to include to 
make sure you stand out when applying to roles. 



Consistency: Consistency within a CV is extremely 
important. It can demonstrate your attention to detail, which is 
something all employers look for. By consistency, we mean:

a) How the dates are written: For example, if you start by writing months 
out in full, you should finish by writing them out in full. Similarly, if you 
decide to shorten them to their common abbreviations, then this should 
also be consistent throughout your entire CV. This rule applies to the 
numbers in your dates as well. 

b) Full stops: It’s perfectly fine when writing a CV which is especially ‘bullet 
point’ heavy, to choose not to use full stops at the end of each bullet point. 
But, as aforementioned, keep this consistent the whole way through.

c) Bullet points’ size: If you find yourself looking at your finished CV and 
something about it looks a bit wonky, check that your bullet points are all 
the same size. Even if you think one bullet point is more important than 
others, allowing one to be larger than the rest isn’t the way to showcase it!

d) Spacing between lines and paragraphs: Again, if for whatever reason 
you decide that double spacing is the way to go, then make sure this 
remains consistent also.

JUSTIFY, JUSTIFY, JUSTIFY!: This one’s pretty 
self-explanatory, but for those of you who don’t know what it is 
to ‘justify’ text, it’s the little button with four horizontal lines of 
equal length under the ‘Home’ section of your toolbar on 
Microsoft Word. It just makes everything so much neater and 
is as easy as the click of a button!



As we mentioned earlier, the words ‘Curriculum Vitae’ 
can be loosely translated to mean ‘the course of my 
life’. It’s true, a CV should reflect the course of your life, 
but only in an educational and professional sense. It’s 
always good to start a CV with a short profile, of no 
more than around 6-8 lines, highlighting your key skills, 
working-style and personality, such as a statement that 
flags that you are ‘hard-working’, ‘a good 
communicator’ or a ‘great team-player’. It’s good to 
have that introduction to give employers a sense of 
who you are and what you pride yourself on. Following 
that, there are a few things that should always be 
included in a CV, and a few things that shouldn’t.

All employment history, with dates, company names and 
roles included: No matter how irrelevant you believe that 6 month 
stint was working in an industry or role that has nothing to do with the 
role you’re applying for now, include it in your CV! You can learn so many 
transferable skills from different roles that might be applicable in future 
roles, and employers/recruiters can see that. It also avoids having to ex-
plain away gaps in your CV, and avoids you appearing dishonest.

CONTENT DOs

List promotions as new roles: It can be tempting to combine 
multiple roles at one company, but you should actually be highlighting 
your different job titles. After all, it says a lot about you if you received 
promotions within an organization and were able to progress in your 
role.

Achievements over duties: Of course, it’s important to make sure 
you list the key duties that were involved in your role under each section 
of your employment history, but it’s also super important to highlight your 
accomplishments – results that you achieved, measured by the impact 
you made, and what you did to achieve those results. Google describes 
this as the ‘X-Y-Z formula’ – you achieved ‘X’, measured by ‘Y’, by doing 
‘Z’. Doing this will give you a big advantage by making you stand out 
from other candidates, and may even prompt some great talking points 
during the interview!



Education history, with grades achieved and dates 
attended: Education certainly isn’t a deciding factor for a lot 
of employers these days, but it’s always good to include 
schools attended as well as grades achieved on your CV. It 
avoids looking suspicious and also provides employers with a 
more accurate backstory on what you were doing before 
starting your professional career. Even if you don’t think your 
GCSE, A level, Degree or other grades were up to scratch, 
some employers might just appreciate that you’ve completed 
them!

Other skills: Be it language skills, technical skills, or 
even courses completed in various types of training, it’s always 
a plus if you can show off any relevant skills you have which 
could help your performance in your next role.

Interests: This one’s entirely optional, but it’s always nice to 
add a personal touch to help employers get to know you a little 
more and show a bit of personality. As interesting or traditional as 
your pastimes might be, it might even help to set you apart from 
the rest!

Be positive and emphasise!: As mentioned, your CV is 
your chance to sell yourself to an employer. Make sure you 
remain positive throughout, highlighting your key strengths, 
experience, and achievements that would make you an asset to 
any organisation. Make sure to put emphasis on your experience 
and skills that are most relevant to the kind of role you’re 
applying for. Since your work experience is one of the most 
important aspects to any employer, it’s always good to have this 
start on the first page. 



Don’t fib: Do not, under any circumstances, lie on your CV. Most 
employers do run background checks and will always find out if you’re 
lying about something, which could prove incredibly detrimental to future 
career prospects. The last thing you want is to start a new job, only to 
then lose your job for lying. You may also get caught out in interviews 
when you’re asked questions about something that never really 
happened – and that can be EXTREMELY awkward!

DONTs

Don’t leave gaps: Were you spending time volunteering, or even just 
taking time for yourself? We touched on this briefly above, but we want 
to reiterate that this is very important. As much as we all hate to be 
cynical, obvious gaps on your CV can understandably make 
employers/recruiters suspicious. If you’ve had some time out of work 
then try to put a positive spin on it! Did you take a course to learn a new 
skill? Or take some time out to go travelling and see the world? Were 
you spending time doing volunteering, or even just taking time to 
yourself? If so, let them know!

Don’t waffle: Stay succinct and to the point. Try to get your 
experience across as clearly and concisely as possible – this will make 
it easier for your key skills and experience to stand out to employers, 
and will avoid them skimming over things you wouldn’t want them to 
miss!



As much as you might think that a spelling error here and there will go unnoticed, it’s not 
even worth the risk. Employers DO look for mistakes on CVs and, if they find them, it 
makes you look really bad. If you can’t use correct spelling and grammar when you’re not 
under time pressure, it doesn’t imply good things for when you are under pressure in a 
work environment, and you need to send an email or letter to a client or investor. If you’re 
unsure then use a spellchecker, and it never hurts to ask someone else to double-check 
what you’ve written – we’re all guilty of the occasional typo, and they might spot something 
you’ve missed!

Also, make sure to include keywords where appropriate. If you speak fluent French, write 
it on your CV. At the same time, if your last role was a PA role, and you’re looking for 
another PA role, don’t go giving your last role a fancy name. Most recruiters use Boolean 
searches to find relevant CVs for their roles, and keywords are the KEY to finding yours!

GRAMMAR



At the moment, CVs are still one of the most important ways to make a first impression 
when applying for roles, and so writing them the right way is essential.

However, the question remains over whether CVs will always be so relevant. Over the past 
few years, there has been a surge in organisations using role-specific application forms in 
place of the traditional CV. In addition, the use of online tests and video-applications have 
also become more popular. This might be because one of the main pitfalls of CVs are their 
inability to communicate as effectively as the spoken word. CVs also rarely give an accurate 
perception of an applicant’s personality, which is a vital indicator of whether an applicant will 
fit into an organisation’s culture.

Even so, at the moment, there’s been a rise in dual-approaches, where companies have 
combined the use of online tests and pre-recorded videos with the use of traditional CVs. 
It’s also almost certain that after you submit an application, you’ll at least receive an initial 
screening call, where you’ll be expected to talk through your experience and answer some 
competency questions before even being invited for an interview. That’s why it’s so 
important to make sure you can talk through your experience clearly and concisely,  and be 
prepared to answer any relevant questions employers and recruiters might have.

At the end of the day, you can have an amazing skill-set on paper, but if you can’t articulate 
yourself well over the phone, on video, or in person, you’re not going to get very far. If you 
don’t feel you can articulate yourself well, there’s an abundance of online courses you can 
take to improve your interview-style. You can also check out our advice on how to make a 
great first impression via video interview here: 

https://info.josssearch.com/blog/video-interview-tips

WILL CVS ALWAYS BE SO RELEVANT?


