
Preparing your CV 

The goal of a CV or resume is to put together a presentable, concise summary of your key skills and 
career in chronological order. This document should be no longer than 3 sheets paper, with 2 being the 
ideal, even for experienced job seekers. Here’s what to include: 

1. Your full name and contact details 

2. A mission statement or career objective. Although not essential, it is a good idea to summarize 
their achievements and career goals in a sentence 

3. Skill summary – highlight your key skills and career accomplishments such as software 
developed, patents, publications, awards 

4. Your career history in reverse chronological order with a short summary of your main 
responsibilities and achievements, ideally in bullet points 

a. Each position should show your employer’s company name, your start and finish dates 

b. Your current role should be allotted the most space with the amount of space given 
decreasing for previous roles 

c. Your current role and contact details should form much of the first page 

d. If you have enjoyed multiple roles with the same employer you can summarize this 
under one heading for ease of reading 

e. If your career history spans many years and space is an issue it is often accepted that a 
section entitled something like “early career” is inserted with start and finish dates 
where the positions can be summarized 

5. Your interests – put in a few bullet points 

6. Your education background 

7. Your references. Optional or simply state “references available on request” 

Golden Rules 

 If you are going to include a “mission statement” , make sure that you can explain it at 
interview and that it is relevant to the role you’ve applied or want to interview for 

 If you are making reference to facts and figures on your CV make sure that they are firstly 
accurate and secondly that you can explain them 

 Avoid using personal photos, logos or clip art in your CV. They tend to make the CV look 
cluttered and can make it harder to read for your prospective employer. Avoid colored paper or 
text or digital watermarks. Use Times New Roman font 12 for the most part 

 Finally don’t be tempted to “bend the truth” at any point in your CV. It’s important to ensure 
that all dates, facts and figures are genuine and that qualifications and grades referred to are 
accurately represented. It’s much better in the long run to be “up front” as inaccuracies in a CV 
will often become apparent and normally result in either slowing down the application process 
or halting it altogether! 


