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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 I'T, 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.
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