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Preparing Your CV

Your CV is first and foremost a selling document. Its purpose is to advertise and sell your particular talents and stimulate sufficient interest to get you that first interview.
We hold frequent meetings and discussions to help you with CV preparation and individual guidance can also be arranged.

General Guidelines

You will need to prepare varying versions of your CV to customise it and highlight differing aspects of your career and talents appropriate to each job application.

· Use one of the recommended formats.

· Remember, one or two pages only!

· Put your name at the top of each page.

· Be concise, factual and positive.

· Start with a brief personal profile. Then provide a list of key skills and qualifications relevant to the position.

· Follow with significant achievements in your business career. Try and maintain relevancy.

· Include only enough information to interest the interviewer.

· Use positive language and expressions.

· List your previous jobs in reverse order. Include the nature of the business, position held and broad dates of employment, avoiding gaps. The last few years are the most important.

· List personal details and major educational achievements at the end.

· Do not include salary expectations or reasons for leaving previous positions.

· Use a minimum of 11 point font sizes.

· Print on white paper and ensure you have checked spelling and grammar.

· Layout should ensure that the eye of the reader is drawn where you want it to be.

· If possible, send in an A4 envelope. Avoid folding if possible.

· Always send a covering letter. E-mail if requested, direct to the interviewer.

************************

Important Note:

Information is given in good faith. No responsibility whatsoever shall attach to the Windsor & Maidenhead Executive Job Club or any person acting on behalf of the same in respect of any advice, information or assistance in whatever form it may be provided for the benefit of members, dependents or others.
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