How To Get Your

CV Noticed

As a recruitment consultancy we receive hundreds of CVs
every day and are used to managing employer feedback
on CV submissions across a wide range of job disciplines
and market sectors.
We therefore have a pretty good understanding of what
makes a great CV, and the common mistakes candidates
make which can put them at the bottom of that
shortlist pile.

Our Top Tips For
Writing A Killer CV
Tailor your CV to the specific opportunity
Yes we understand it can be a time-consuming task to write your
CV in the first place, but if you’re seriously interested in the job in
question then you need to dedicate time to understanding the job
specification and writing your CV in a way that reflects the specific
skills and experience being asked for. In this competitive market you
can guarantee other candidates will be doing this, so get ahead of the
competition and put in the extra effort at the start.
If you’re sending your CV directly to a recruitment agency it’s best to
include as much information as possible so that they can understand
your entire skill-set and nothing is missed out. This will also ensure
your CV is picked up by the many software scanning systems used by
modern recruiters. Once you’re approached about a specific role you
can then ask for the job specification and tailor your CV accordingly.

Structure
You will find many different views and online resources about how to
format your CV and they are likely to vary considerably. At the end of
this document we’ve provided an example CV layout which we would
recommend following, the only caveat being, if you’re in a creative
industry you may wish to be more visual in your layout and include a
portfolio or link to previous work examples.

Length
The ‘two-page’ rule is a myth, as long as the content in your CV is
relevant and showcases your experience and skills, there’s no need to
edit this down, although we would suggest trying to keep it to around
four pages.

Profile / Summary
Although not a necessity, a well written and thought-through
summary can help you stand out from the competition and encourage
the reader to pay more attention to your CV.

Career History
Tell a story for each role, who you worked for, what you did for them
and what you achieved. If you’re in sales use numbers and figures as
this shows you are commercially focussed.

Interests / Hobbies
We’d certainly recommend including these but keep them brief and
don’t try to be too funny.

Contact Details
You’d be surprised how many candidates forget to include their
contact details on their CV. This can be extremely frustrating for
recruiters and hiring managers who are keen to find out more about
a candidate and put them forward for a role. Always include your
location, telephone number and email address, and make sure these
are up to date.

Spelling & Grammar
Regardless of whether your skills and experience are superior to other
candidates, a simple spelling or grammar error could be the difference
between being put forward for a role or not. Use a spell check, but also
get a few people to read through your CV to check it.

Example CV Layout
Personal Summary
A highly efficient, results driven and capable marketing executive
with a proven ability to effectively develop, manage and control
relationships between the company and its target audience.
Proven track record of understanding and delivering key marketing
campaigns.

Professional Experience (Repeat the below format for each role)
- Company Name
- Job Title
- Dates - Present
Company Description: (only use this if the company purpose is
not obvious).
Short Job Definition: Responsible for ensuring that promotional
activity is targeted and effective in attracting potential customers.

Responsibilities
- Planning & implementing marketing activities across all online &
offline channels
- Delivering on new marketing strategies
- Generating sales leads
- Managing customer relationships
- Logging and progressing all new leads / potential sales enquiries
- Writing new marketing material & website content
- Assisting with campaign communications, press releases &
promotional copy production. Making sales calls and handling
enquiries from potential customers
- Campaign tracking, measurement, evaluation and reporting on
all activity
- Monitoring and optimising key search engine campaigns
- Stakeholder management

Achievements
- Launched the largest multi-channel campaign for the
business delivering **
- Promoted to Marketing Manager within two-years of joining
the business
- Implemented and improved new customer CRM system
- Delivered an existing project that had historically failed
and achieved **
** Use figures and percentages where possible **

Interests Outside Of Work
Contact Details
Tel:
Email:
Address / Location:

The Old Vicarage, 1 Main Road, Duston, Northamptonshire, NN5 6JB
T: 01604 758857 E: mail@wallacehind.com W: wallacehind.com

