Writing an effective curriculum vitae

	A CV is a personal document, which presents in summary form all the key pieces of information about you and your achievements that you would want any interviewer to be aware of. A CV should: 

 Refer to your major accomplishments and identify areas of proven effectiveness 

 Present your background precisely, accurately and honestly, saying not only what you have done, but also how well you have done it 

 Emphasise what is important and relevant, and how you match the job or requirement 

 Be effective as a "marketing tool", which will enable the reader to be interested in seeing you and discussing your skills in more detail. 

Preparing your CV

The attached template shows the sort of information all CVs should contain. You should remember that:

 The CV should focus on the needs of the reader, who will be interested in knowing what you have achieved and learned, and what you have to offer them 

 It must be clean, neat and give an air of quality. The reader will often make assumptions about you simply from the quality of your CV 

 It must be concise – 2 to 3 pages at most – with key information on the front page 

 It should be a stand-alone document, which is understandable to any reader who does not necessarily know your organisation (structure, functions or business objectives), and it should not contain jargon or acronyms 

 It should be factual 

 It should say what you did. It should contain bullet points of interesting facts where possible and avoid waffle 

 The final version should be a seamless piece of text, i.e. it should flow – the boxes on the template are only there to show the separate areas to be covered. 


Curriculum Vitae (CV)

Personal details

[Name]

[NI number]

[Address]

[Telephone – daytime contact number]

[Email ……………………..gsi.gov.uk]

[Working pattern]

[Details of any disability in order that reasonable adjustments may be made]

 

(i) Career Summary

Current post – Since 2003, I have worked in [x] unit as a substantive [   ] where I have been responsible for xxx. This has required me to develop policy initiatives/lead a small team/consult with colleagues/develop and use IT systems, etc.

I have achieved……

 

 

 
 

Before this – over the 10 years (including external skills), I…

e.g.

 Managed 10 caseworkers (on TP to    ) from x to y delivering x decisions a year 

 Was responsible as an    for making grants to voluntary organisations to ensure they were properly funded (from x to y) 

 Reviewed procedures for considering expenses claims 

[for each example give evidence of achievement]

 

(ii) Key skills

I believe I have developed the following key skills:

For each skill, you feel you have developed give an example.

e.g.

 A very good resource manager as I reduced costs by changing processes 

 A good leader having taken my teams through major change whilst maintaining high output 

 Strong intellectual skills having helped develop a new policy to reduce burglaries 

 

 
 

(iii) Preferred Work Areas/Location

What are you looking for in a new post, or what do you think you can offer? 

 I wish to use my intellectual abilities to address complex or contentious problems 

 I want to be able to use my change management skills to tackle structural problems in an organisation so I can effect significant improvements 

 I wish to be proactively involved with stakeholders, acting as an interface between an organisation and its customers 

 I would like to be heavily involved in representational activity for the organisation 

 I want a post that will help me develop my policy skills more 

 

Educational and other relevant training

Include details of degrees and professional qualifications only

 

 

Other skills

Include familiarisation with IT systems, languages, etc.

 

 

 
 


	 

	 


