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When applying for a job, the CV is your opportunity to attract the recruiter’s attention and present
your skills and abilities in the best possible light. For a typical job that may have attracted 50+
applicants, the initial sift through CVs is a process of de-selection, i.e. the recruiter is looking for
reasons to discard applications. Your CV should be clear, informative, simple to read and accompanied
by a good covering letter that outlines the reasons for your application and highlights what you can
offer your prospective employer. You should tailor your CV and letter for each application: with a
good skeleton of basic information, it should not take too long to fill in the other details that focus

on the requirements of a particular recruiter. An unfocused CV stands out from the others for all the
wrong reasons. Make sure also that your CV and letter do not contradict each other (it does happen!).
The best applications come from those people who have read the job description before writing their

CVs, so if time allows try to get hold of one.

The following advice is based on information from several types of recruiter: academic, industrial, administrative,

and is intended as a rough guide.

Your CV includes ‘static information’ (such as personal
details, exam results) and ‘dynamic information’
(work experience, project details). The latter can be
tailored

to emphasise the points you wish to make.

- full name, address, telephone
number (if you have a different term time address give
that too with dates you are available at each address).
It is optional to include date of birth, marital status
and nationality, but these details
do give a clearer picture of the applicant.

- focus on most recent qualifications with
research project titles and brief summaries. You do
not need to include a degree course synopsis, but
do include useful laboratory techniques and areas
of knowledge if this is relevant to your application.
A-levels (or equivalents) and GCSEs require the
briefest mention (e.g. 8 GCSEs, 3 As, 5 Bs).

- include work placements, voluntary
work, summer jobs (if you have had a series of
temporary jobs, e.g. bar work, you need not include
every one). Describe your duties in two or three lines
and highlight what skills you developed in the job.

- include languages, typing skills, driving
licence, transferable skills gained from hobbies or a
role in a society/club.

- these could be included in ‘other
skills’ or highlighted in their own section.

- do
not devote too much space to this section, but if
there is something you particularly want to mention
then include it here (particularly if it highlights more
transferable skills).

The style of your CV is quite a personal choice. There
is no absolutely correct design, but the following list
of handy hints should help you choose a suitable style:

Make good use of the space on your page - you do
not need huge margins, but a reasonable amount of
space between sections makes your CV much easier
on the eye. Boxed sections can look very cluttered.
Avoid a fussy look - make careful use of the bold
and underline keys. Keep to one clear font, 11 or
12 point is usually a good size.

Try using bullet points for a punchy style.

General information

skills.

P Your CV should be about two pages long (up to three if you are a post-doc with a publications list). Any longer
than 2 - 3 pages and the recruiter’s attention may start to wander.

» Do not go over the top in describing your skills and experience. Complicated language does not come over well.

P Use positive language about yourself - choose words that are active and strong (e.g. accomplished, advised,
maintained, organised, persuaded, produced, set up, taught, worked).

P Transferable skills you should be emphasising include: team-work, communication, organisational, adaptability,
interpersonal/social and technical. Obviously, different recruiters will require emphasis on a different range of

P It is essential that you use correct spelling and good English. Check your CV and letter very carefully - you do
not want to be de-selected because of simple typographical errors.

SGM Careers, Marlborough House, Basingstoke Road, Spencers
Wood, Reading RG7 1AG (t 0118 988 1800; f 0118 988 5656;
e careers@sgm.ac.uk; w www.sgm.ac.uk).
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A TARGETED AND FOCUSED CV & LETTER SHOULD IMPROVE YOUR CHANCES OF
GETTING AN INTERVIEW

GOOD LUCK!




