
Professional Guide to Writing a Successful CV 

Introduction 

Your CV is a crucial tool in securing job opportunities. It serves as your first impression to 

potential employers, highlighting your qualifications, skills, and experience. A well-

structured CV increases your chances of landing an interview. Follow these best practices to 

ensure your CV stands out. 

1. Essential CV Sections 

A professional CV should include the following sections: 

• Personal Information: Name, contact details, and professional title. 

• Education & Qualifications: Academic background relevant to the job. 

• Work Experience: Roles, responsibilities, and achievements in past jobs. 

• Skills: Relevant technical and soft skills applicable to the role. 

• Achievements & Interests: Highlighting leadership roles, volunteering, or 

extracurricular activities. 

• References: At least two professional or academic referees. 

2. Professional Presentation 

• Keep formatting clean and professional. 

• Use a standard font (e.g., Arial, Calibri) and maintain consistency. 

• Avoid crumpling or folding hard copies; use an A4 envelope for posting. 

• Ensure clear section headings and a logical structure. 

3. Concise and Relevant Content 

• Limit your CV to two pages of A4. 

• Keep information concise, relevant, and impactful. 

• Employers typically scan CVs quickly, so ensure key information is visible. 

4. Tailoring Your CV to the Job 

• Carefully review the job description and match your skills to the requirements. 

• Avoid using a generic CV—customize it for each application. 

• Highlight transferable skills if transitioning to a new industry. 

 

 

 



5. Emphasizing Key Skills 

• Showcase in-demand skills such as: 

o Communication 

o Problem-solving 

o Team collaboration 

o Leadership 

o Foreign languages 

• Use real examples from past roles, education, or volunteer work. 

6. Showcasing Achievements & Interests 

• Highlight leadership roles, projects, or initiatives. 

• Demonstrate teamwork and personal initiative. 

• Avoid listing passive interests like watching TV—focus on active hobbies. 

7. Maximizing Work Experience 

• Use strong action words (e.g., "developed," "organised," "achieved"). 

• Link responsibilities to tangible achievements. 

• Demonstrate how past roles prepared you for the position. 

8. Including References 

• Include at least two references from past employers or educators. 

• Ensure they are aware and willing to vouch for you. 

9. Keeping Your CV Updated 

• Regularly update your CV with new skills, certifications, or work experiences. 

• Remove outdated or irrelevant information. 

Final Thoughts 

A well-structured, tailored, and updated CV increases your chances of securing interviews. 

By following these best practices, you demonstrate professionalism and make a lasting 

impression on employers. 

Start crafting your CV today and take the next step in your career journey! 
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