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Recruiters should be able to easily identify
your name, contact details and education.

Your education is important but recruiters
will be more interested in your skills and
experiences – see how our graduate has
used rows to reduce space.

You’ll notice they haven’t included a
personal statement. It’s your choice
whether to include one or save space for
something else. If you do include one, use it
to introduce yourself (your degree course,
year, predicted grade) and state any career
aims. Avoid generic, unsubstantiated
claims, such as ‘hard-working’.

Don’t undersell yourself. Impactful verbs work best, such as
‘analysed’, ‘organised’ and ‘implemented’ rather than ‘put’ and
‘did’. Position them near the start of sentences to draw
recruiters’ attention to what you achieved. However, don’t inflate
your responsibilities, for instance, by giving yourself the title of
‘project leader’ when you were only there for a few weeks’ work
experience. The recruiter will suspect you of exaggerating.

Give evidence of what you achieved by
using numbers and giving specific details.
This makes your examples stand out.
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Your CV should be a maximum of two
pages, but make it either one or two full
pages. Some recruiters request that CVs
are a particular length, so do check the
firm’s application guidelines.

Choose headings that suit your
experiences and relate most closely to
what the firm is looking for. For example, if
you don’t speak any foreign languages,
don’t waste space with a languages
section where you only list English! But
you might like to include an ‘event
organising’ section if you have several
examples for it and you can pull out some
skills relevant to the job.

Recruiters often ask for property-related
work experience, but don’t underestimate
the importance of any part-time jobs that
weren’t in the field, as long as you make
obvious the skills you developed that are
relevant to the role you’re applying to.

Use consistent formatting. First
impressions count for recruiters giving
30-second glances to stacks of CVs. Use
one font that is easy to read, headings of
the same size for the same kinds of
section, and paragraphs, indents and line
breaks consistently. If you use colour,
make sure it’s discreet rather than garish.
Bear in mind that your CV may be printed
and read in black and white.

Do include your genuine interests as it
helps to show you are a well rounded
candidate. However, only include ones
that you would be willing to discuss in
more detail at interview.With thanks to Heather Newby, HR manager at Gerald Eve LLP, for giving this CV the seal of approval.


