What is a CV and why do I need one?
Your CV is a document about you and you normally need one if you are looking for a job, looking to change jobs or going for promotion.  CV is short for Curriculum Vitae, a Latin term meaning ‘course of life’.  However, a CV should not be your complete life story.  It should be an outline of your educational and employment history with enough interesting and relevant information to get you a job interview.
Most people will need to prepare a CV at some stage of their life and it is worth putting in the effort to make the most of your potential.  CV’s are most commonly used by employers when they are short-listing job applicants for interview.  They are often referred to by employers during an interview and when making a final decision on who to offer the job.  Your CV needs to make you stand out from the crowd.
There are no absolute rules when it comes to writing a CV but it is worth following some basic guidelines (see below).  If possible, adapt your CV for every application, highlighting the most relevant skills and experience for each job.  Before updating your CV, think – what do I want this employer to know about me?

What should I include?
(
Your name and contact details (for example, address, email, landline/mobile phone numbers)
(
Details of your skills, work experience/employment history, education and qualifications
(
Other achievements (e.g. sporting, performing arts, Duke of Edinburgh award)

(
Relevant interests

What should I leave out?
(
Photo’s (unless applicable to the type of work you are applying for e.g. acting or modelling)
(
Reason for leaving past jobs

(
Salary details

(
Any weaknesses

(
Personal information that is irrelevant to your job application (e.g. height, weight, marital status)

(
Fancy borders and patterns – these detract from information you are presenting

(
Title pages, binders & folders
(
Jargon
Top Ten Tips

1. Use white or cream paper

2. Use no more than 2 sides of A4 paper
3. Use a word processor

4. Use an easy-to-read font (e.g. Arial 12)
5. Double check facts, spelling and grammar, and get someone else to check it.
6. Be honest and positive about yourself
7. Use bullet points rather than long paragraphs

8. Put ‘names of referees can be provided on request’ rather than name them on your CV

9. Keep your CV up to date (e.g. try keeping a record of your achievements, qualifications, training courses and work experiences as you go)
10. Leave plenty of ‘white space’
Where can I get help?

Guernsey Careers Service offers FREE information and advice.  You can get help drafting a CV, feedback on a CV you have already and access to information to help you complete the task yourself.  Our library includes leaflets, books and access to on-line resources (e.g. interactive CV builder at www.careers.gg).
World Wide Web contains lots of resources on CV writing, including many CV templates and examples to help you generate ideas.  Just type the letters “CV” into your search engine and go.
Recruitment agencies may provide CV writing services.  Enquire at individual agencies to find out about the help they offer and any costs.
Professional CV writing services are available and you can pay anything from £99 to £1000 for someone to write your CV for you.  Shop around and get as much information as possible about what you get for your money.
