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Agenda

• What is a CV? Purpose?

• Recruiters’ perspective

• How to prepare: research!

• What to include (or not)

• Covering letters

• Questions?
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CVs…..
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What is a CV?

Curriculum vitae = Latin: “Course of Life”

Your biography: how long?
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The issue:

How to fit a 21+ year biography…    

…onto a couple of sides of paper?!



Inspiring futures

The solution:

Warning: this is the most important bit – please pay attention!!!

• Key premise: who is going to read this?  Your audience?

• Which in turn influences what they:

 are expecting to see/read;

 want to know about you / are interested in.
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Reader? 

• Purpose / Industry?

• Country?

Will influence…

• Content (what, how much)

• Style – incl.

• Length, language, paper sixe (A4 vs Letter)  *Beware templates!*

So it is important to be aware of – and research – what your 

readership expects!

This will influence your editorial decisions: in/out… and if in, 

how much?
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One size does NOT fit all

CVs must…

• be targeted at the job and employer.

• reflect the skills and experiences demanded.

• create a positive first impression.

• make the selectors job easy.

• No hunting for information (what, when, where)

• No assumptions

Especially if speculative!
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Your shopping list?
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What are you aiming at?!

This is your recruiter’s 

“shopping list”!
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Careers: the opposite of maths!

• Maths:  5 + 4 + 3 = ?

i.e. here is a problem 

– solve it and get me the answer

• Careers: 12 = ?

i.e. here is the answer (what we want) 

– show me how you have this: (e.g.) 9 + 3 

or 6 + 6 or 8 + 4…
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A.   To get you an interview!

• Can’t fit everything on it…

• …which is OK (allows us the chance to 

tease/entice employers – make them want 

to know more!)

• Can then offer more detail at interview 

stage.

Q.   What’s a CV for?
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(1) Research The Vacancy

The Job

• job description → request full job spec

• archived vacancies on MyCareerHub

• careers information website

• personal contacts/LinkedIn/Platform One

The Recruiting Organisation

• recruitment literature

• company web site

• employer presentations + fairs

• media (incl. social media)

https://www.hub.ed.ac.uk/s/mycareerhub/jobs
https://www.ed.ac.uk/careers/students/undergraduates/discover-what-s-out-there/find-out-about-types-of-jobs-and-employers/exploring-jobs-and-sectors/popular-sectors
https://www.hub.ed.ac.uk/s/mycareerhub/events
http://www.bbc.co.uk/news/business
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(2) Research the candidate

What have I done?

• in my courses/research?

• work experience (voluntary / paid)?

• interests/activities/sports?

• life!

What does this say about me?

• What skills/qualities have I developed?

• What insights have I gained?

• What is my level of expertise?

• What can I bring to a job?
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Recruiters cannot select applicants based on 

‘flowery’ statements and unfounded claims

“I would be an ideal candidate as I have 

great leadership skills, strong 

teamworking abilities, I am a go-getter 

and constantly achieve highly and enjoy 

being challenged and reaping the 

rewards of my success”.

Instead, recruiters want 

evidence!
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Linking skills to experience: examples

• Analysing and evaluating information, structuring an argument, 
writing clearly, persuasively and precisely: through reading, 
research and essay preparation, exams.

• Ability to prioritise and meet deadlines:  through planning project 
work; balancing study, job(s) and social life. 

• Commercial awareness:  through working in a shop and 
understanding customer needs; through reading business news.

• Problem solving / creativity: coming up with ideas for events or 
fundraising; overcoming difficulties with course work.
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What should you include: sections

• Personal details

• Education – for PG study, include research here, or separately)

• Experience – P/T jobs, internships, voluntary – relevant and not 
directly relevant.

• (Relevant) Additional information – travel, interests, positions of 
responsibility, computing skills, etc.

• Referees – academic + employment (If no application form)

• Dates – employers hate gaps!

N.B. Choose the order that works best
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What should you include: entries

• When – you did something (i.e. dates)

• Where – you did something (e.g. uni, school, company…)

• What – you did (e.g. qualification, job, activity…)

Over 1-2 lines, in any order – but be consistent!

Then add detail below in short sentences (bullets are fine) 

• Tasks carried out

• Skills/techniques utilised/developed

• Achievements/outcomes

or 

keep it v. short and include key examples in separate Skills section
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Chronological CV
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Skills-based CV
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Some Basic ‘Rules’

• Length:  Maximum 2 sides A4 (some banks/consultancies ask for 1 side)

• Paper:  Use high quality paper A4 (or letter: N America)

• Layout

 avoid large chunks of unbroken text

 use bullet points or line spaces to break it up

 white space can be as important as text

 bold and LARGE characters are clearer than underlining

• Balance

 allocate space according to relevance

 fill the prime selling space with the hottest material                               
– e.g. Gary Anderson, Jacobs

• Check spelling, grammar and punctuation – TWICE!

• Match it with a good covering letter.

Keep a copy.
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Appearances

Choose a layout to fit the information,                   
NOT the information to fit the layout!

• Different types of CV:

• chronological (conventional)

• skills-based

• technical (incl. academic)

• posted electronically

• creative

• international (N.B. Check paper size)

(see www.prospects.ac.uk or TARGET jobs > Work abroad)

http://www.careers.ed.ac.uk/STUDENTS/Applications_Interviews/Effectiveapplications/Example%20CVs%20and%20cover%20letters%20(graduate).pdf
http://www.prospects.ac.uk/downloads/documents/prospects/IDD/Special%20Interests%20Series/CVs/2007/Skills_based%20CV_improved.pdf
http://www.prospects.ac.uk/downloads/documents/prospects/IDD/Special%20Interests%20Series/CVs/2007/Academic%20CV%20updated%20version.pdf
http://www.prospects.ac.uk/jobs-and-work-experience/working-abroad
https://targetjobs.co.uk/careers-advice/career-ideas
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Some Basic ‘Rules’

• Length:  Maximum 2 sides A4 (some banks/consultancies ask for 1 side)

• Paper:  Use high quality paper A4 (or letter: N America)

• Layout

 avoid large chunks of unbroken text

 use bullet points or line spaces to break it up

 white space can be as important as text

 bold and LARGE characters are clearer than underlining

• Balance

 allocate space according to relevance

 fill the prime selling space with the hottest material

Check spelling, grammar and punctuation – TWICE!

Match it with a good covering letter.

Keep a copy.



Inspiring futures

CV vs Covering Letter/Statement

So the two are different but work together brilliantly!

CV Covering 

Letter

Explains Facts Motivation

In other words What

• I know

• I have done

Why

• You

• Me

• Job/course
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Covering letter (UK)

• Business letter format!

 named person

 subject line in bold (Re: Marketing Trainee Vacancy)

 correct ending (Dear Mr Jones… Yours sincerely)

• Say what you’re applying for/where you saw advert.

• Why this job/role?  Explain your interest.

• Why them – the organisation specifically?

• Why you?  (What’s in it for them?)

 Mention what you are doing now.

 Indicate what you have to offer; refer to CV without repeating

 Establish link between you and the job.

• Polite ending.

• 1 side A4, typed (unless asked otherwise).
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Personal statements

• Same idea as covering letters – without the addresses/formatting

• May be given guidance… but if not:

• Why this course/research?  Explain your interest and how it 
fits in with your future plans and career goals

• Why them – the university / dept. / research group specifically?

• Why you? – relevant UG/MSc study? Experience?

• Stick to the word-count!

• Great advice on our website
(incl. 6-min video)

https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-applications/applications-and-cvs-for-further-study
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Extra advice: finance

www.efinancialcareers.com 

e.g. “The absolutely perfect investment banking CV”

BUT take their advice (and esp. users’ comments)

with a large pinch of salt!

www.targetjobs.co.uk – Finance section

Get feedback!  
Book an appointment via 

Use the Maths Drop-in (Mon, 12.30-14.30pm, JCMB)
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Any questions? 


