
HOW TO PERFECT YOUR CV AND 
KICKSTART YOUR CAREER SEARCH

Keep it clear & concise 

The presentation of your CV is as important as its content, so 

try to space items evenly, make it easy to read and stick to 

one font, not too many items underlined or italics; clear & 

concise is best. Keep the font in 12 or 14 point; anything less 

makes it hard to read.

You should be aiming for a 2-3 page CV (plus an appendix if 

you have managed lots of projects) and try to get the balance 

between too much detail that we know your daily activities 

and too little where we have to read between the lines. 

Keywords (see below) are really important as is your 

achievements; this is your chance to sell yourself and let the 

employer know what you could do for them. Try to make the 

details as specific as possible and outline how the business 

benefitted from your work. 

Keywords & “Tweaking” CVs

The initial screening of CVs is often done using software and 

Keywords, so it’s increasingly important that you include all 

the important words in your CV; and particularly those that 

relate to the job you’re applying for. 

For example, of you have used a specific software or 

completed a task that is requested in the job ad then make 

sure those are mentioned in your CV. Keep “tweaking” your 

CV and making it relevant to the job you are applying for. 

Before sending re-read the job ad and ensure as many as 

possible of the keywords used, appear in your cv. 

Check, check and check again 

Its easy to miss spelling mistakes and grammatical errors; 

keep re-checking your CV and have a friend “sense check it” 

for you .. something you think is obvious might need more 

explanation or may not make sense to someone outside of 

your industry. Clarity is really important and the more you 

can explain in the CV the less the person recruiting has to 

guess about you. 

Are you ready to make your 
career change? 

Join our Career Change 
Kickstarter Program of 

coaching and in under 3 
weeks you will be on your 

way to making a career 
change!

Make 2018 the year you 
make that move !

www.mytimetoshine.online


