
Information Guide
CVs

TOP TIP
Your CV should be typed and be no 

more than two sides of A4 paper. 

The average time an employer 

spends reading a CV is 30 seconds 

so make sure it brings out all your 

key skills related to the job – use the 

job advert to match this information.

A Curriculum Vitae (CV) is a 
summary of your experience, 
skills, strengths, personal 
qualities and qualifications.

Today, job vacancies often attract a large 
number of applicants so it is important that 
your CV makes a good impression. There is  
no one ideal CV, so you should tailor every CV 
to the job you are applying for by matching 
your skills, experience and qualifications to  
the employer’s requirements.

Putting this information together can be a big 
job, but once it’s done you will have all the 
information you need to write CVs, complete 
application forms or write letters of application.

The My CV tool on My World of Work allows 
you to build a CV step by step. You can also 
edit and store up to five CVs, meaning you  
can tailor each one to suit different job roles. 
There is also a range of templates to match 
your education and work experience.

Building your CV
Register on My World of Work 
(myworldofwork.co.uk) to start using  
My CV. Whether you are updating a current  
CV or creating a new one from scratch, you  
can use the following checklist to make sure 
you’ve got everything covered:

Personal details: This should include your 
name, address, phone number and a personal 
email address.

Personal profile: This should be a short, 
positive statement at the beginning of your  
CV to sell yourself. You should include key 
strengths which support your application.

Skills and strengths: A strength is something 
you’re naturally good at. A skill is something 
you gain with education and experience (like 
money handling or IT). Use the My Strengths 
tool on My World of Work to help you find out 
what your key strengths are.

Education and qualifications: Your education 
and qualifications may not be directly related 
to the job you are applying for, but they’re still 
important achievements that any employer 
will want to see. Start with your most recent 
and work back.

Employment: This section should include any 
employment experience you have. Remember 
you can include part-time jobs, summer jobs, 
voluntary work or work experience. These can 
all show commitment and skills you have 
developed. 
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Achievements: Any awards or training you 
have received. Do you have a driving licence 
or other relevant achievement?

Interests: This section is optional but it can be 
an opportunity to show employers other skills 
or qualities you may have which could also 
contribute to the job you are applying for.

References: It is good to have at least two 
people who can provide references for you – 
one should usually be your current or most 
recent employer. If you have recently left 
school, college or university one could be  
a guidance teacher, lecturer or course tutor.  
You should always ask permission first.  
If references are not asked for it is okay to  
say “References are available on request”.

For more information on what to include  
on your CV, visit:
myworldofwork.co.uk/content/ 
10-things-you-should-have-in-your-cv 

For more information and to get started with 
building your CV, visit myworldofwork.co.uk 
and search for ‘CVs’.

TOP TIP
Check your CV for spelling, 

punctuation and grammar – 

ask a friend or relative to check 

your application form for any 

mistakes before you send it.

TOP TIP
Be honest, keep to the facts and do not lie.


