CV EXAMPLE AND GUIDE

Create a winning CV. Be chosen

Failing to land the best jobs? Don't want to miss out?

The CV example and guidance on the following pages will help you if you're established in your career, in a
senior specialist or leadership role, and are in job search mode.
Applying these proven tips to your CV, will enable you to better showcase your credentials at 100%.

A winning template. Pages 2 & 3 | How we did it. Page 4 | Overcoming blockers. Pages 5 - 8

copyright @ Robert Tearle 2023



FIRSTNAME SURNAME -

|
Current Title (Optional)
City, Country ( )
firstnamesurname@serviceprovider.com +(X) XXXXX XXX XXXX URL/Linkedin/firstname_7
PROFILE

State your profession and perhaps level of seniority, and mention particular strengths or interests.
Substantiate this by stating your headline experience and any notable facts, credentials, or qualifications.
A profile gives you an ideal starting point to show how well-suited you are for the opportunity you are
applying for.

How long? Ideally, two or three paragraphs, at most five lines. At a maximum, five paragraphs, eight lines.
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse a lectus ut sem venenatis suscipit. In

consequat nibh metus, et euismod lacus

CAREER HISTORY

Employer name 1
Job titles, dates

In this Model CV, we have provided examples of how you could describe your employer companies. So
here's the first one: ABC Corp is a media company with TV Channels featuring broadcast news like News
Today. The company employs 400 staff, has operations in 10 countries and has revenues of $500m.
+ You need to state the nature of your job, what you do and what you're responsible for. Do so quite
succinctly, probably in two to four lines.
o Achievements and accomplishments over the last 5-10 years which are relevant to the job/s for which
you're applying will carry the most weight.
« You may wish to state 3-5 achievements for your most recent jobs.
« Single-line bullet points are easier read and more punchy than two-line ones.
« Be aware that use of italics and underline often result in a CV looking messy.

Employer name 2

Job titles, dates
Armstrong & Wyn Partnership is a family law firm with offices across the East Coast. The business has 45

partners and a total staff over 200. The company's motto "Fair & Strong" is championed by staff at all
levels.
« A temptation is to apply small text sizes when creating a CV, so that you can fit everything in however
text sizes smaller than 10 point are hard to read. And if it's hard to read, it won't get read.
« A minimalistic style is likely to showcase you best.
« When making use of bullet points, single-line text is easier to read.
o Cras dignissim dui massa, ut posuere urna mollis vitae

« Nullam finibus libero sed lacus bibendum, a consequat nibh eleifend.
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Employer name 3

Job titles, dates

TechStar Software develops and markets software for the hospitality and fast-food industries. Their apps
cover end-to-end business needs: EPOS, Marketing, ERP, Supply Chain, Workforce Management and more.
* Donec ullamcorper sem, ut posuere ipsum viverra nec.

¢ Phasellus consequat nulla justo. Suspendisse ultrices erat at ex dapibus consequat.

e Aliquam tellus purus, scelerisque eget interdum non, dapibus lacinia ex.

e Suspendisse a lectus ut sem venenatis suscipit. In consequat nibh metus, et euismod lacus

e Sed bibendum turpis a ullamcorper fermentum.

Employer name 4
Job titles, dates

Five Star Hotels Local & Global - today the group has 150+ hotels worldwide
¢ Donec ullamcorper sem, ut posuere ipsum viverra nec.

¢ Phasellus consequat nulla justo. Suspendisse ultrices erat at ex dapibus consequat.

Employer name 5
Job titles, dates

Fun & Good Times was an events catering company.

¢ The further you go back, the less the need for detailed information, particularly if you are older.

Employer name 6
Job titles, dates

Lorem ipsum dolor sit amet, consectetur adipiscing elit.

EDUCATION AND PROFESSIONAL TRAINING
« Highest level qualification — University / Institution / Governing body — Date of study
« Second highest-level qualification/s — University / Institution / Governing body — Date of study Award 1 /
Certification - Institution / Governing body — Date of study
o Award 2 / Certification - Institution / Governing body — Date of study

« Award 3 / Certification - Institution / Governing body — Date of study

INTERESTS

Suspendisse a lectus ut sem venenatis suscipit. In consequat nibh metus, et euismod lacus dignissim vel. Sed
bibendum turpis a ullamcorper fermentum.
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How we did it...

A3 In this example the Calibri font style has
been applied to all text

18 point/Navy colour code #203354/Capitals

FIRSTNAME SURNAME

Current Title « 16 point/Navy colour code #203354/Bold
City, Country o 11 point/Regular text colour/black
firstnamesurname@serviceprovider.com +(X) XXX

o Light grey, 1point

PROFILE « 16 point/Navy colour code #203354/Bold/Capitals
State your profession and perhaps level of seniority, and m Unfamiliar with the term point? In the
Substantiate this by stating your headline experience and a context of this example, it refers to text

A profile gives you an ideal starting point to show how well size.

applying for. o 11 point/Regular text colour/black

How long? Two or three paragraphs, ideally no more than f

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sus

consequat nibh metus, et euismod lacus

CAREER HISTORY « 16 point/Navy colour code #203354/Bold/Capitals
Employer name 1 « 14 point/Navy colour code #203354/Bold

lob titles, dates o 11 point/Regular text colour/black

In this Model CV we have provided examples of how you cg

here's the first one: ABC Corp are a media company with T\

Today. The company employs 400 staff, has operations in 1

« You'll probably want to state the nature of your job suc
responsible for, a couple of lines, perhaps four max.

o Achievements and accomplishments over the last 5-10

you're applying will carry the most weight. o 11 point/Regular text colour/black

o You may wish to state 3-5 achievements for your most

« Single-line bullet points are easier read and more punch

« Use of italics and underline often result in a CV looking

The Calibri font style was applied to this CV example however you may wish to use other equally
minimalist, easy to read fonts such as: Open Sans, Arial, Helvetica, PT Sans...
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Common blockers...

YOUR PROFILE

Is your profile precis weak and meaningless?

Most people’s profiles contain vague statements that anybody could say about themselves.
They're a waste of space!

So how can you create one with a purpose that adds meaningful value?

Firstly, a basic positioning of yourself:
Someone in a hiring seat expects you to include 3-5 lines stating your core industry and occupational skills,

capabilities and strengths. Keeping it short and simple with two or three lines may suit you best.

Secondly, tailoring your CV:

Especially if you're applying for a job in an area or of a type which is new to you. You could state in your
profile: my target opportunity is "ABC". The ABC representing the job title/type for which you are applying
and in stating that this is your target opportunity, is likely to align you just a little bit more with that
different job type.

Thirdly, there’s further scope to tailor your CV:
The norm is to outline your industry and occupational experience and what you could do, is rather than
saying:

« | have experience in the ABC industry.

Is to state instead, state:
« | have experience, familiarity and interests in the ABC industry, and areas of DEF, EFG, HIJ, KLM and
XYZ

The DEF, EFG, HlJ, KLM and XYZ being areas that align with the job type/s that you're applying for, in which
you have interests to work in and to which you can genuinely bring some cross-transferable skills.

Fourthly, including other people’s statements

Rather than say you're brilliant, high in energy, a good people person etc., you could instead say how
other people have described you or include a sentence or two from a testimonial.

Any such comments need to align well with the priorities of your target job type.

How others describe you can be interpreted as being more convincing.

If you were to use this approach, you'd probably combine it with some basic self-positioning, i.e. stating
your industry and occupational credentials.
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Common blockers...

YOUR CAREER HISTORY

Job titles

Will it be clear to the reader what you do?

Often employers give people obscure titles, which, whilst having meaning in their company, may lack
broader recognition and understanding. If this applies to you, consider changing your job title so that it is
more broadly understood whilst not being in any way misleading.

Your employers' lines of business...

Will they be familiar with your company’s line of business? If not, your profile will lack context and
relevance to the reader. So include a two or three-line description of your employers' lines of business.

Responsibilities and achievements.

Include both.
« Employers really want to know what you did and, importantly, accomplished.
» The best CVs are those which include achievements with facts and figures.
» Your emphasis should be on the positive.

Where appropriate, show the scope and scale of responsibilities are commensurate with the job
you’re applying for.

Without facts and figures, your CV will be non-descript and more likely to get rejected.

A one page CV?
They can work OK for first or second jobbers, for people aged up to 27. However, once you're established

in your career, in a professional, semi-professional or leadership role, then a one-page CV won't allow you
to properly showcase your credentials and the depth of what you have to offer.
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Common blockers...

LESS IS MORE...

Too much information, and none of it gets read! Is your CV heavy on the eye?

Below left an example of a CV that's heavy on the eye. It's hard to read? In contrast to the one on the right
that has plenty of white space.

The CV on the right is more likely to get read, appreciated and more likely to meet with success.

FIRSTNAME SURNAME

4308 1004 X000 X000 NN irsiname Surnamae @ake.com | Lendon

Profile

Lorem ipaum dolor £t amat, consectetur sdpiscing eiit. Nullam finkus bbero sed lacus bbendum. 3 corsequat nibh
wledend. Cras dignivsim dul masea, Ut posuere terma mollis vitae. Vivamsss in mé faciisls, sccumsan mt nec, wenenatis
igka. Curabitur efficitur massa purus, quis gravida risus blandi vel. Morbi porttftor tinckunt uctus. Nullam vel carsus
ipum, wel eleifend neque. integer semper dul i Bbers imperdies, et matths leo faucibus, Hunc vel de dul

Skills

n ravvicda il Laus, oU verenatis sipien pona sed. inin
g iy, st rriduus landi.

o Ty g el
123 511 BN ESRLEGUM. SUSBENSHSE 1ad METUS rci. UL viehiguld orei 1 susipet
Aliguarm tampar sod mass ot commsds. Nulls eget urus vohatpat, egestas lanee ut, feugiat ligula. Vestibulue
solicitadin JUEue BT BICU PO, 360 Eravic dul Suscipt. Veititelum gt bctus 32 83t dictum Raucibus vitse in sem.
cubiia curist; Sugstndisie dagil
egestas aliques, eres i , este e, Apesean poettitee aliguim du

it velputate b
Employment History
Manth XXKX - Mgath KOO ARC Corp Globa| GMIT Product Lead EMEA

Corabifur ot esmmeds Ui, Crungue Sgratim partites Tk vithe [5oreet. Sed keetus Rers in urns makusd, 3¢
ravicds evos Trivtique. Praeieet toeleriique kg n
wollpat, U1 aceumsan betus massa, ut iollis

utrum preq ulameorper in. Pelleriique temper, arcu pre
eliitind 5 46 purus. I hie habaiie plates detu ulh eoniectitiss peettiar, Mamm b wtebtriidut
tapien, Ut eu tamper tertor, Intieper femmantum offieitor ez, ot dagilus beo Socurmian vitss, Suspendisse 3 aligust

eleilend. Craa dignissim du
Mgl Comabitur efficites miiin Perus. Guki g s
spram, wel ubeifend negoe, intper semper dui id ibers imperdies, 2t mattis leo fuibus, Noms vel dui dui

Month XXM - Weeth KX0( Gagwith Company Unicorn GMT Praduct Specialist EMEA

Aliquam sempes, ipaum nec hendrerit licreet, heo tellus interdum lgula, i prvida augue Peque eget mauris Vivamus
et eros mi. Morbl velputate sapien sed blandit dictum. Fusce consecteber odic nex lorem fringilla consectetir.
Mascenas auctor id et id bandn. Pracvent id sollictudin massa. Pellentesque habisant morbi tristiges serecius et
b et makesuada fames ¢ turpis egesias. Nune vitae korem faucibus, sollitudin neque ac, tinddunt magaa. Proin
pasUere, enim Ut vehicula hensverit, magna rls suscipit bgut, sed Blandit diam risus el nulls. Duls sl maurs,
dapiters eu ligula ut, pretium vverra neque.

Loeem ipsum dolor sit amet, consectietisr adipiscing elit. Nullam fisibus ibero sed lacus bibendum, a coeequat nish
eleifend. Cras dhgnisiim dul massa, o Poruere urna molks vitae. Whamas in mi faciish, Scumsan metus nex, venenatis
ligula. Curabiti eHficitur massa purs, quis gravida risus blasdit wel. Morbl porbsor incidunt luctus. Nulam vel cursus
ipsum, wel eleilend meque. Integer semger dul i libero imperdiet, et mattis bea faucibus. Nunc vel dul dui

Month XXKX « Mosth K00 eowih Company Unicorn GMT Product Specialist EMEA
Aliquam semper, ipsum nec hendnert Loreet, beo bellus interdum Bpela, id gravida JUgue NequE epet mauris. Visamus
et eros mi. Morki vulputate saphen sed Bands ditum. Fusce conpecietur odio mes lonem (ringila comectetur.

FIRSTNAME SURNAME
Current Title [Optional)

iy, Coustry

frstnamesurmamaisenicaprovider .com o) O W0 MK URL Uskedn Srsiname_7
PROFILE

Shke your profeision snd pirhips kvl of ieniseity, dnd mention paitiiulis 12

Substantiate this by stating your headiing experiends and arry notalie facts, nitsah, of o
A profile ghves pou b idSeal starting poist 10 thow how well-suited you ane Tor the Sppoartunity you e
spphying for.

How lorg 7 Two o Ehii parigrah, kdeally na more Than Tree lines 1ix of seven bnes masmum
Lisnien ipusn doler LE BeaL, eoniettetur SlpHERE ¢BL Suipenditis 3 Melt ul Hm wAEAMH SUIRIL 18

coniequat nitih metus, ot eeismod los

CAREER HISTORY

Ermployer narme 1
Job tithes, dates
In this Model OV we have peovided examples of how you could describe your employer compankes. 5o
here's the first one: ABE Corp are a media company with TV Channels featuring brosdcast news like News
Tadary. The company emgloys 400 stalf, has operations in 10 countries and revenues of $500m.
T ¥ ta e of your : What yods o snd what you'Te.
responsidle for, 3 coupke of Bnes, perhaps fowr man.
» Achisvements and accomplahments over the List 510 yiars which are relevant to the poby's for which
Yo' re apphying will carry the mst weight
& You may with 10 $12%e 3.5 achievements for your moat recent jobs.
» Single-line bullet points are easier read and more punchy than two-lne anes.
» Use of italics and underine oftem resull in a CV looking messy.

Employer name 2
Bob tithes, dates.
Armatrong & Wyn Partnershic i s Family Liw firm with offices scrout the [t Coust. The busisess hay 25
partners and a total 1all over 300, The company's matso “Fair & Strong” i champloned by staff ag ol
bewh,

+ Atemptation i bo apply small baet sloes when ereating 3 CV, 19 thit you cin Bt mverything in however

bemt sipes smalier than §0vpoint are haed S0 read. Andt i it's buard to nead, it won't get resd

& A mimimalintic stybe i Bty 1o 18owscase you best

+ Wieen making wee of bullet points, single-line test is eatler 1o read

+ Cra dignissim dei masss, ot peoauent wena mallis vitse

= Mulamm firsbus Wbero sed laoes blendiem, 3 wiedend

Magcenas asctor b it id Blands. Prassent id sollicitudin mass.

Once established in your career, you'll probably add your most recent job to your last CV! And it gets longer
each year. So how can you cut it down?

+ What you've done in the last 10 years is most important, particularly the last 5.

« Aged 40+, you can probably reduce the quantity of your earlier career history details.

« Rank your information on a scale of 1-5 based on importance. Consider cutting out the least important.

« Look for two lines long sentences, and work out if you can re-word them onto a single line.

+ You can delete headlines like "Profile" in particular and "Education" and save a line, or two. It will be

obvious to the reader that it's your profile, and similarly your education when you state your degree.

If you feel your age is counting against you, you can disguise your age by replacing some of your early
employment details by presenting them in a different way! For example: "Prior to XXXX (year), | commenced
my career as an XYZ". There are pros and cons to this.

copyright @ Robert Tearle 2023



Common blockers...

NAILING IT...

Education and training

How much information do you give, and where should you place them? It depends on context and relevance.
Once established in your career, employers expect to see your educational details at the back of your CV. The
older you are, the less there is a need for detailed educational information compared to younger people. If

you're an MBA or MSc you may wish to state this after your name or consider building them into your profile/

Photo or no photo

If you’ve got a really good one, then you may wish to include one. You probably won't get many brownie
points for a good photo. Conversely one that's negatively perceived may see you excluded or otherwise
commence into an interview process on a weak footing. YES or NO... they're not mandatory.

Hobbies and interests
Most employers like to see someone having interests outside of work. Hobbies and interests can bring

personality to your CV and, in some situations, substantiate your credentials.
Place them at the end of your CV if you do choose to include them.
Often best kept to just one line. Unless there’s a relevance to the job in which case you may wish to say

more, perhaps 2 or 3 lines.

References available on request.

This statement is a waste of space! When they want them, they’ll ask for them.

And finally....

Get someone to check it. Save it to a PDF. Documents look better in PDF format than in other file formats.

Applying the tips here to your CV, will enable you to position yourself as a five star candidate and to find a
better job faster.

Be chosen.
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