
More than a reference...
a complete do-it-yourself tool!

MADE EASY

cVS AND
INTERVIEWS

™

Expert advice and instruction
Tips on how to create a winning CV
Tactics for success at interview
Example CVs and covering letters



ii This product does not constitute the rendering of legal advice or services. This product is intended for informational use only and is not a substitute for
legal advice. State laws vary, so consult an attorney on all legal matters. This product was not prepared by a person licensed to practice law in this state.

CVs and Interviews Made Easy
by Jill Dodds

© 2002 Law Pack Publishing Limited

76-89 Alscot Road
London SE1 3AW
www.lawpack.co.uk
All rights reserved.

ISBN 1 902646 81 9

Exclusion of Liability and Disclaimer

Whilst every effort has been made to ensure that this book provides accurate and expert guidance, it is impossible to
predict all the circumstances in which it may be used. Accordingly, the publisher, author, distributor and retailer shall
not be liable to any person or entity with respect to any loss or damage caused or alleged to be caused directly or
indirectly by what is contained in or omitted from this book.

This is an excerpt from Lawpack’s book CVs and Job Interviews Made Easy. 

To find out more about creating winning CVs and being successful at job interviews,
click here.

http://www.lawpack.co.uk/Business/HumanResources/product804.asp?source=B514SC&utm_source=B514SC&utm_medium=sample


���This product does not constitute the rendering of legal advice or services. This product is intended for informational use only and is not a substitute for
legal advice. State laws vary, so consult an attorney on all legal matters. This product was not prepared by a person licensed to practice law in this state.

Introduction
•  Making CVs and interviews easier ....................................................vii
•  Winning CVs ...................................................................................vii
•  What do employers want?................................................................viii
•  Preparation and presentation .............................................................ix
•  Succeeding at interview.......................................................................x
•  Attitude is everything – you can do it! ................................................x

1 Know your strengths
•  Employability – the skills in demand..................................................1
•  Skills checklist.....................................................................................3
•  Personal qualities – your winning personality .....................................5
•  Your skills audit – what can you offer? ...............................................6
•  Skills audit worksheets ........................................................................9

2 Researching your future
•  What are employers looking for? ......................................................13
•  Gathering information......................................................................14
•  Job analysis .......................................................................................16
•  Researching employers......................................................................18
•  Research checklists............................................................................20

3 Choosing the right format
•  The chronological CV ......................................................................26
•  The skills-based or functional CV.....................................................29
•  The career summary or résumé.........................................................34
•  Electronic CVs..................................................................................37
•  ‘Designer’ CVs..................................................................................38
•  Which approach is right for me?.......................................................39

4 Putting it together
•  The content of your CV ...................................................................41
•  Positive language...............................................................................48
•  Presenting your evidence ..................................................................49

Table 
of
contents



��

������	�
���
��������	�������

This product does not constitute the rendering of legal advice or services. This product is intended for informational use only and is not a substitute for
legal advice. State laws vary, so consult an attorney on all legal matters. This product was not prepared by a person licensed to practice law in this state.

•  The look ...........................................................................................50
•  How not to do it ..............................................................................51

5 Drafting your CV
•  Pulling it together.............................................................................55
•  Drafting your CV: the chronological approach.................................56
•  Drafting your CV: the functional approach......................................60
•  CV checklist .....................................................................................64

6 Letters that impress
•  Letter basics ......................................................................................65
•  The opening .....................................................................................66
•  Motivation........................................................................................67
•  Selling yourself..................................................................................68
•  The close ..........................................................................................69
•  Example letters .................................................................................70
•  Other letters .....................................................................................73

7 Application forms
•  Starting points ..................................................................................77
•  Standard questions............................................................................78
•  Additional questions .........................................................................80
•  Competency or criteria-based questions............................................83
•  Electronic applications......................................................................84
•  The covering letter............................................................................85
•  And finally........................................................................................85

8 Starting out - CVs for recent graduates
•  Get focused!......................................................................................87
•  The skills-based CV ..........................................................................88
•  The chronological approach..............................................................89
•  Central information..........................................................................89
•  Mature graduates ..............................................................................91
•  Example CVs ....................................................................................92

9 Mid-career moves
•  Goal setting ......................................................................................97
•  CV structure.....................................................................................98
•  Central information..........................................................................98
•  The covering letter..........................................................................100
•  Example CVs ..................................................................................100



�

��������

This product does not constitute the rendering of legal advice or services. This product is intended for informational use only and is not a substitute for
legal advice. State laws vary, so consult an attorney on all legal matters. This product was not prepared by a person licensed to practice law in this state.

10 Changing your direction
•  Changing your career......................................................................105
•  Focus on skills ................................................................................105
•  Central information........................................................................106
•  The covering letter..........................................................................108
•  Example CVs ..................................................................................108

11 Returning to work
•  Getting back into the workplace.....................................................113
•  Skills and CV structure...................................................................114
•  Returning to work following unemployment..................................115
•  Central information........................................................................115
•  The covering letter..........................................................................117
•  Example CVs ..................................................................................117

12 Marketing yourself: CVs for the self-employed
•  Marketing your services ..................................................................123
•  CV structure...................................................................................124
•  Central information........................................................................124
•  The covering letter..........................................................................126
•  Example CVs ..................................................................................126

13 Interviews - what to expect
•  The purpose of the interview ..........................................................131
•  What are they looking for? .............................................................132
•  What are you looking for? ..............................................................134
•  Approaches to interviewing.............................................................134

14 Preparing yourself
•  Know the job, know the organisation .............................................139
•  What can you offer? Know your sales pitch ....................................140
•  Preparing for questions ..................................................................141
•  Rehearsing for success .....................................................................143
•  Getting your attitude right ............................................................144
•  The logistics....................................................................................145

15 Making an impression
•  Looking the part .............................................................................147
•  Body language ................................................................................148
•  Dealing with nerves ........................................................................150



��

������	�
���
��������	�������

This product does not constitute the rendering of legal advice or services. This product is intended for informational use only and is not a substitute for
legal advice. State laws vary, so consult an attorney on all legal matters. This product was not prepared by a person licensed to practice law in this state.

•  Putting yourself across ....................................................................152
•  Phone interviews.............................................................................155

16 Tackling difficult questions
•  What makes a question tough? .......................................................157
•  Equal opportunities ........................................................................158
•  Examples of tricky questions...........................................................159
•  Competency or criteria-based questions..........................................163
•  Answering with attitude..................................................................165
•  After the interview ..........................................................................166

17 Other selection methods
•  Psychometric tests...........................................................................170
•  Presentations...................................................................................173
•  Written, problem-based exercises ...................................................175
•  Group exercises...............................................................................176

Index ...........................................................................................................179



���This product does not constitute the rendering of legal advice or services. This product is intended for informational use only and is not a substitute for
legal advice. State laws vary, so consult an attorney on all legal matters. This product was not prepared by a person licensed to practice law in this state.

Introduction 

Making CVs and interviews easier
Your CV is the key to opening up new career opportunities. As your first contact with a

potential employer or client, it is vital that your CV markets your talents and experience
effectively, convincing the reader that you have a great deal to offer them. Many CVs fall short
of this, and their creators never get a chance to sell their skills in person at interview. Those
candidates who do get through to the interview often let themselves down through lack of
preparation, nerves or poor interview technique.

This book can help you to create a winning CV and face interviews with greater
confidence. The information and advice it gives are based on my ten years’ experience as a
university careers adviser. During this time I saw thousands of CVs produced by students and
graduates applying for jobs in areas as diverse as IT, law, the media, health care, and scientific
and environmental work. I also worked with hundreds of clients on their interview skills – in
either individual mock interviews or group sessions. Discussions with graduate employers
over the years provided valuable insights into what recruiters are looking for. 

I also learnt a lot from the students and graduates with whom I worked, following them
through their failures and successes and sharing in their excitement at gaining an interview,
or despair at further rejections. We worked together on getting ahead in the recruitment
game.

The advice and examples contained in this book are based on this experience. CVs and
Interviews Made Easy aims to bring an impressive CV and interview success within everyone’s
grasp, and so to make the stressful process of self-marketing a whole lot easier.

Winning CVs
A CV needs to do two fundamental things – it must provide necessary information on

your qualifications, skills and experience and it must also persuade. The best CVs I have seen
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were not necessarily those of people with the most relevant experience or strongest academic
record, but of people who were clear about the skills they could offer and who targeted their
application effectively. They marketed themselves successfully and produced winning CVs.

One of my roles as a careers adviser was to work with clients on their CVs and application
forms to help them present themselves more effectively. The CVs I saw daily varied
enormously in content, quality and impact. Some rambled on for pages; others were bald
statements of fact. Grammar and spelling were sometimes poor, and many CVs looked hastily
put together. Covering letters varied greatly too, and many students struggled with their
content, style and format. 

So what were they doing wrong? The majority of the CVs I saw were fine as a
straightforward description of the person’s life. However, CVs often did little to make the
person stand out from the crowd, and failed to demonstrate an awareness of the demands of
the job or the employer’s requirements. Basically, these CVs gave relevant information, but
failed to persuade.

A CV is not about telling your life story in detail, confessing to mistakes or weaknesses,
or giving an in-depth description of your current job. Being clear about the purpose of your
CV and focusing on what you want to achieve will help you to decide what to include and
how best to put that across. 

The purpose of your CV is to get you to the next stage of the recruitment process, usually
an opportunity to talk to the employer in person at interview. Everything about the CV and
letter needs to make the employer more likely to want to meet you. Before reading your
application, the employer knows nothing about you. After reading it they need to be
convinced that you could do the job well and that they must talk with you. The purpose is
the same whether you are applying for a permanent job, work experience, temporary
employment, or trying to attract new clients for your own business. That purpose is to
persuade.

What do employers want?
Employers want to find the best person for their job – someone who will bring new

insights or talents to the department or team, relate well to existing customers or clients, and
win new ones. In short, they want someone who has the right mix of technical and
transferable skills and personal qualities to be great at the job and an asset to the company. 

At the start of the recruitment process managers consider carefully the skills, qualities and
experience the ideal candidate should possess, and draw up a ‘person specification’ of these
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attributes. A recruiter will also be looking for candidates who show knowledge of the job role,
and the work of the organisation. They receive many CVs and letters that could be
applications for any job or company. This ‘mailshot’ approach makes applications that are
tailored to each opportunity stand out.

Employers look for this mix of skills, experience and knowledge of the job and company
at all stages of the applications process, from CV to final interview, so before making any
application you need to be aware of the employer’s requirements. After all, if you do not know
what someone is looking for, how can you prove to them that you can supply it?

Preparation and presentation
Before you rush to put pen to paper, or touch your keyboard, remember that a winning

CV is not thrown together in a couple of hours. To get the most out of this book you must
be willing to take time to do the necessary thinking and research that go into producing a
great CV. So where do you begin? A common starting point is to look at other people’s efforts
– CVs belonging to friends and family members, perhaps, or examples such as the ones in this
book – and copy them as far as possible. Whilst seeing how others have done it can be helpful,
it is not advisable simply to squeeze your information into someone else’s format. What works
for one person is not necessarily the best approach for another. 

The keys to CV success are preparation and presentation. Be clear about what you want
to say and why and then put that across in an effective, persuasive, professional manner. This
book will take you through preparing and presenting your CV step by step. Preparation
involves identifying your skills and strengths; your selling points. It requires an assessment of
the skills, qualities and experience you need to be successful in the type of work you want to
do. Preparation also involves getting to know the organisation(s) to which you are applying,
so that you are aware of what recruiters are looking for. Chapter 1 will help you to identify
your strengths, whilst Chapter 2 gives ideas on how to research your target work areas.

Once you have done this groundwork and know what you want to say, you can consider
how best to present this. Effective presentation includes choosing the right CV format for
you, deciding upon the content, the visual impact of your CV and letter, and putting yourself
across in a convincing manner. Chapters 8-12 will help you tackle all these issues. These
chapters are aimed at people at different stages of their career, such as the initial job seeker,
the mid-career mover and the career changer. The appropriate chapter(s) will help you to fine-
tune your approach further.




































