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CV CLINIC

1 Anna’s CV is too long. A CV should be a maximum of two
pages. Poor presentation: lose all that white space.

2 Don’t write ‘CV’ at the top. Why take up room stating 
the obvious? 

3 “This is a little long,” says Sheryl. “The covering letter
should allow a further opportunity to expand on points and
emphasise relevant skills.” If a company receives 1000 CVs,
at least 999 will list clichés such as ‘team-playing’ and
‘creativity’. To make yours stand out, you’ll need evidence.

4 “Anna should keep her personal details in as short a form
as possible. No one ever employed anyone on the basis of
their personal details.”

5 This section appears too soon. It needs to be edited. Again,
too much information, too many bland skills statements. 

There is no single ‘right’ way to write a CV. 
However, there is a wrong way. 

The Candidate
Anna Bradshaw, 21, is a
second year studying
business mathematics with
statistics at London School
of Economics. Anna is
interested in working in
finance: specifically an
equities role in investment
banking.

Her CV
“Anna has many excellent
selling points,” explains Sheryl
Root, an applications advisor for
the careers service at Warwick
University. “However, her CV does
not make the most of her skills
and experiences, and with some
basic work on presentation and
formatting she could make it
much more emphatic.”

Sheryl adds: “Remember that
employers are busy people and do not
have time to plough through large
amounts of information. Information
should be kept relevant and readable.”

“It is important to target a CV to the
career you are applying for – especially
in a career this competitive. Thus, Anna
should be attempting all the way
through to emphasise skills and
experiences that she feels will be
particularly important to investment
banking (leadership, teamwork,
problem-solving, ability to work under
pressure, etc).”

Why do I need a CV?
� Your CV is a life and skills audit.
When you’re filling in an application
form, your CV can help you with some
of the tougher questions.
� A growing number of graduates will
work for small to medium-sized
businesses (SMEs). You’ll need to
submit a CV.
� You may find yourself registering
with recruitment consultancies
specialising in placing graduates.
These need a CV too.
� The best graduate jobs aren’t always
advertised. You’ll need to send a CV with
your speculative application. For details
of how to write a good covering letter,
head to www.realworldmagazine.com

* Some of Anna’s personal details
have been changed.
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6 “The first section should be ‘Education.’ She has correctly
listed it in reverse chronological order, and has detailed
some of her courses. This is a good idea, although she
should try to emphasise the ones she feels will be relevant
to investment banking.”

7 “Why not expand on the other sorts of things she has
done and learned from her university education –
relevant projects, skills learned (eg written, presentation,
analysis, etc)?”

8 Anna’s year out was due to family circumstances. Most
employers will be sympathetic to this. The covering letter
– or interview – rather than the CV is probably the place
for further explanation. 

9 When talking about your work experience, always focus
on SKILLS (and what you specifically achieved) rather
than DUTIES.

10 Where’s the evidence? Anyone can gain ‘experience’ of
teamwork: what did she achieve in the team that was
special? Try to be specific about what you achieved, backed
up with credible facts and figures. What was the outcome?

11 “She shouldn’t describe her data-inputting job as ‘tedious’
(even though it probably was!) as this sounds negative.
Dwell instead upon what she gained from it.” 

12 No need for addresses, either for educational
establishments or companies, although she could say
where they were (London). 

13 “Anna wisely points to an interest in finance, and details
skills learned from society and sport involvement. Again,
this information could be briefer and better presented.”

14 So she was a member of societies... but in what 
ways was she proactive? What did she learn? 
What did she contribute?

15 Ice skating in Russia? This sounds like a serious
achievement yet it is hidden in a wadge of text. 

16 “Her references could be listed in a way that takes up less
space. Anna would do better giving an academic
reference from LSE as this is her current educational
establishment. She also needs to say from which
company her work reference is taken from: the most
recent would be best.”

Before...
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After...

DO
...get someone – preferably a careers

advisor – to have a look over your CV
before you send it out.

...type and laser-print your CV. If you’re
sending out hard copies then go for a
heavy, high-quality paper in white or
cream, possibly with a grain.

DON’T
...spend so long procrastinating about

your CV that you never send out any
applications.

...send the same CV to everyone. Tailor
your CV to the role you are applying
for.

...play hard to get. Put in all your
contact details and, if necessary,
where you’ll be when – stick this is
your covering letter if you run out of
space.

...send off a CV without a covering
letter. Why miss out on another
chance to sell yourself and reiterate
your suitability for the job?

1 Anna’s name stands out.
2 You can experiment with fonts like Arial, but we recommend

Times New Roman as it’s clear and easy to read.
3 It’s much better to use a private e-mail address where you

can be reached all the time rather than a university
address that will expire and not be accessible during
holidays.

4 The mission statement gives Anna’s CV a sense of
direction and is tailored to a role in equities. Lehman
Brothers, for example, look for ‘meaningful examples of
leadership, teamwork and problem-solving skills.’
Throughout the CV we tease out examples of these three
competencies.

5 Good, clean layout with hairlines dividing the various
sections.

6 Rather than listing every module she has taken, we focus
on relevant subjects and projects that will emphasise her
suitability for a job in equities. 

7 Much less space is assigned to her school subjects. 
8 Anna’s work experience is much easier to understand. We

emphasise her achievements and draw out her ability to
deliver results. Too many people are overly modest in their
CVs and applications.

9 Again, note the deliberate emphasis on leadership,
teamwork and problem-solving. This required some
reflection on Anna’s part. Also note the use of facts and
figures to add credibility: that way she’s showing the
readers how good she is, not just telling them.

10 Rather than focussing on her duties, we emphasise what
she has achieved. 

11 Note: plenty of action verbs such as headed, delivered,
identified, evaluated, increased etc. Avoid passive phrases
such as ‘responsible for’ and ‘involved.’ Instead go for
active, action verbs. 

12 Compare the impact of this description of Anna’s part-time
retail job with the first version. Quite a difference!

13 A chance to emphasise some of Anna’s extra-curricular
achievements that are still relevant to her job.

14 Investment banking is highly competitive, so sporting
achievements are relevant. Okay, the ice-skating
achievement is a long time ago, but it is pretty remarkable
and a good anecdote – something to discuss at interview. 

15 Use pastimes space to define what makes you different.
16 It’s up to you whether you list your references or handle it

as we’ve done here, for space purposes.

Special thanks to 
Sheryl Root, applications
advisor, Warwick University


