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a-ok admin, Unit M8, 115 Abercorn Street, Paisley, PA3 4AT

Tel: 0844 884 9038; Email: clare@a-okadmin.co.uk, Web: www.a-okadmin.co.uk
10 Tips for a Top CV

1. Try to fit everything into a maximum of 2 pages if possible without looking too cramped.  One page is even better!

2. Use bullet points to highlight key experience or achievements within your career history

3. Try to fill the whole width of the page rather than short paragraphs – it reads better

4. Keep the use of tense consistent all the way through, present tense is best

5. Use the third person, try to avoid “I”

6. Summarise your key skills into a Profile section but do not repeat this information in a Key Skills section, there is no need to put things more than once

7. Make sure the layout is tidy; all the margins are equal, font and text size consistent etc.

8. Include an Objective section if you need to fill some space, just give a brief outline of what you are looking for in a new job

9. Sections to include: Profile, Objective (if you have space), Education, Further Skills, Career Summary, Personal Information, Interests

10. Check spelling and grammar very carefully, use the system tools to help you

Remember, first impressions last!  Make sure you make the right first impression when your CV lands on someones desk, you don’t want it to end up in the bin.

If all else fails and you need some help, call 0844 884 9038, send an email to

clare@a-okadmin.co.uk or visit our website at www.a-okadmin.co.uk to find out how little it can cost to have your CV prepared for you.
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