
 
 

Writing a winning CV/ cover letter 

Make this document the best it can be; spend time on it and tweak it as you take on new 
responsibilities, undertake more training and development, or add in new skills. 

When you start writing your CV, remember this: 

• Every time you’re looking for a job, you’re up against 100 other candidates on average. 
• Imagine you are the recruiter and you have to review 100 job applications. Do you 

thoroughly read all of them? No, of course you don’t. 
• Recruiters spend only 6 seconds scanning each CV. So the very first impression is key.  
• If you submit a neat, properly organised document, you’ll convince the recruiters to spend 

more time on your CV. 
• A poorly formatted CV, on the other hand, will get you discarded in the first-round review. 

 
This is a whistle stop tour of writing a CV and cover letter. If you’re interested in a more detailed 
session just on CV writing let us know! 
 
Covering: 

- What you need to include 
- Golden rules for every CV 
- Winning cover letters 

 
What to include in your CV 

Name with contact details 
Personal Profile  
Work Experience 
Education 
Additional Sections – learning and development 

Golden Rules 

1. Choose clear, legible fonts 
• Go for one of the standard CV typefaces: Arial, Tahoma, or Helvetica if you prefer sans-serif 

fonts, and Times New Roman or Bookman Old Style if serif fonts are your usual pick. 
• Use 11 to 12 pt font size and single spacing. For your name and section titles, pick 14 to 16 

pt font size. 

2.  Be consistent with your CV layout 

• Set one-inch margins for all four sides 
• Make sure your CV headings are uniform—make them larger and in bold but go easy on 

italics and underlining 
• Stick to a single date format on your CV: for example 11-2017, or November 2017 

 
3.  Don’t cram your CV with gimmicky graphics 

• Less is more. 
• White space is your friend—recruiters need some breathing room! 



 
 

• Plus, most of the time, after you send out your CV, it’s going to be printed in black ink on 
white paper. Too many graphics might make it illegible. 

  
 
 
4.  No photos 

• Unless you’re explicitly asked to include your photograph in the job ad 
 
5.  Make your CV brief and relevant 
  

• Short and sweet - don’t include every single detail about your life on your CV 
• Hiring, is hectic. Nobody’s got the time to care for what school you’ve attended or to read 

10+ bullet point descriptions of past jobs.  
 
  
Contact details  
You want the recruiters to get back to you, so you need to let them know how they can reach you.  
  
The contact information section seems fairly straightforward, but there’s one reason it might be 
tricky: 

• Recruiters will use it to research you online. If your social media profiles are unprofessional, 
or if your LinkedIn profile information doesn’t match that on your CV, you’re immediately 
out of the race. 

 
Start with a personal profile 

• After listing their contact information on a CV, most candidates go straight to their work 
experience or education 

• Get noticed, and remembered by including a personal profile statement - a short, snappy 
paragraph of 100 words tops that tells the recruiters why you are just the candidate they’ve 
been looking for. 

• It’s the first thing that a prospective employer will read about you so it’s important to spend 
time getting it right. Think like an architect and use space wisely; this section should be a 
maximum of a two to three-line paragraph in total.  

- Make it personal, exciting, and go beyond generic responsibilities 
- In your CV summary, don’t ever go for meaningless buzzwords 

  
List Your Relevant Work Experience & Key Achievements 
  

• More often than not, this is the most important part of your whole CV—the one that gets 
the most eye-time 

• If you’re thinking “Easy, I just need to list my previous positions, the dates worked, and my 
responsibilities,” think again 

• All of the above are must-haves in a basic CV. But “basic” won’t get you that dream job 
• The thing is: recruiters know what you did. They want to know how well you did it and what 

you can offer your prospective employer. 
 

 



 
 
Here’s how to make your work experience section illustrate that: 
  

1. Focus on your measurable, relevant achievements, not just your duties. 
2. Use action verbs: “created,” “analysed,” “implemented,” not “responsible for creating, analysis and 

implementation.” 
3. Tailor your CV to the job posting—read the job description carefully and check what tasks will be 

expected of you. If you’ve done them before—put them on your CV, even if those weren’t your 
primary responsibilities. 
 

• To make sure your achievements on a CV shine as they’re supposed to, follow the PAR 
(Problem Action Result) formula to describe them. 

  
E.g. I lead on the social media relations strategy for abc charitiy, grew Facebook fanbase from 0 to 
12,000 in 4 months, gained 35,000 Instagram followers in 3 months. 

Problem: Lack of sufficient social media promotion for charity fundraising and engagement 

Action: New social media strategy 

Result: 12,000 Facebook fans in 4 months, and 35,000 Instagram followers in 3 months. 

If you learn how to list your achievements on a CV the right way, you’ll outperform 9 out of 10 other 
candidates. 

Education Section 

This is relatively simple. 
  
If you’ve got any post-secondary education, include only it on your CV. Don’t mention your high 
school, unless it’s your highest degree of education. List: 
  

• Graduation year (if you’re still studying, enter your expected graduation date) 
• Your degree 
• Institution name 
• Honors (if applicable) 

 

Include Additional CV Sections to Impress 

Include an additional section in which you show off your unquestionable triumphs, things that prove 
your value as a candidate and show your commitment to continued learning and growth: 
  

• Industry awards 
• Professional certifications 
• Publications 
• Professional affiliations 
• Conferences attended 
• Additional training 

  
A well-crafted additional section can be the decisive factor in choosing you over another candidate 
with a seemingly similar background.  



 
 

Complement Your CV with a Cover Letter 
 

Always tailor your cover letter to a specific role 

• Include your contact details in the header 
• Address the hiring manager by name 
• Show relevant achievements to introduce yourself in the first paragraph 
• Target the employer’s needs and prove you can help in the second paragraph 
• Explain why you want to join and stay in the third paragraph 
• Reiterate your offer and give a call to action in the final paragraph 
• Sign off with a proper formal closing and your full name 

Go for the three paragraph cover letter format: 
  

The first paragraph to grab the hiring manager’s attention 
The second to show what you’ve got to offer 
The third to prove that you’ll fit in 

 
First Paragraph 

These few sentences at the beginning of your cover letter will determine whether the hiring 
manager will read on, it needs to attract and hold the hiring manager’s interest. 
  
You can do this by:- 

• Highlighting your achievements 
• showing how well you know your prospective employer’s needs 
• Basing the intro on your enthusiasm 

Second Paragraph 

You need to get the hiring manager exactly what they’re looking for. You have to show that you’re 
going to satisfy the company’s specific needs, using real examples. 

In the first sentence, show that you’re an expert in your field and then go on to show how your 
previous experience will help your future employer to fulfil their plans 

- what have you led on? 
- what was your main objective when you started the position? 
- what is the result? 

 

Third Paragraph 

The key to writing a perfect cover letter third paragraph is showing the hiring manager why you 
want this job, not just any job. 

Target the employer’s needs and prove you can help 

• Start with a company fact - for instance, an upcoming project 



 
 

• Say why you find it interesting 
• Reiterate that your experience and knowledge will let you succeed with the project 

 

Final Paragraph 

Tell the hiring manager that you’re looking forward to meeting in person and discussing how your 
experience and knowledge can help your future employer in fulfilling their goals. 

Two worst cover letter mistakes you can make in the final paragraph are: 

• Coming off needy - focusing on how much you want the job, not on what you have to offer. 
• Repeating the cliched phrase “Thank you for your consideration and your time.” 

 
And for the final piece of advice: 
  
Keep it short and get someone else to proof read it for you before submitting. 

 

 

Summary – key takeaway 

• Hiring has changed drastically post-Covid. It’s fast and competitive. To get your foot in the 
door, you’ll need to go an extra mile with your CV 

• Begin your CV with a personal profile - a short and sweet paragraph telling why you’re just 
the candidate the employer’s been looking for 

• When describing your work experience, focus on your achievements and accomplishments. 
No recruiter wants to read a dull list of bullet points describing past duties 

• Validate your worth as a candidate by adding a section with your top wins: certifications, 
awards, publications, or even extracurricular training or attended conferences 

• Finally, attach a cover letter to your job application and double your chances of getting hired 
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