Jones Smith




Your Name



11 expats lane, Kedron  ( 07 11 22 33 44  ( 55 66 77 88 99  ( jonessmith@home.com.au 

Keep it very simply, don’t have half your first page with unnecessary detail.

Overview
· Two or Three. Bullet Points

· Summarise your key responsibilities and achievements. 
· Add as many keyword here as possible without it being hard to read or to long (2-3 lines per bullet)



Education & Qualifications i.e.:
Cisco Certified Network Associate

Cisco certification (CCNA cert.) in networking. 
Bachelor of Engineering (Electronics) with Honours

Plymouth University, UK (completed 1997)
BTEC National Diploma in Engineering
St Austell College, Cornwall, UK (completed 1993)


Work experience Summary

You may want to consider a small table here summarising all of your jobs, moreso if you have had 5+ roles. It’s a great way of keeping things tidy and giving a recruiter maximum exposure to your background. Remember they may only spent 10 seconds to a minute browsing your CV initially. Example, 4 jobs back you may have some spot on experience for the role, they will see it in this summary, but if you didn’t have it they could miss it when they see your 1st three roles and made a ‘no’ decision before they got to it. Example:
	Company
	Position
	Duration

	Techs R Us
	Senior account manager – IT equipment $16m budget
	Jan ’00 - Current

	Smorgan steel
	Operations Manager – workshop process and procedures
	Aug ‘94 – Dec ‘99

	Jim’s plant hire
	Workshop Manager – light to mid level machinery
	Jun ‘92 – July ‘94


Experience & Achievements
Job Title




 

         Jan 00 – Current        

Company & brief location (ie Edinburgh, UK)




Write 2-4 lines about your company, what the products/services are, revenue, employees. Company achievements. Sell the company! A company is only as good as its employees, a good company means good employees! You will be amazed how many people don’t add this and assume the reader knows everything about them. Don’t assume anything. Lets say you worked for a pumps and valves company in the past as an account manager. Imagine a similar role coming up here…they type in pumps and valves in their search on the database…….
Now 1-3 lines summarising your job
Responsibilities 
· Bullet point your main responsibilities here don’t put just anything here, your Key responsibilities are what people will want to see remember too much and they will start to skim read and may miss something.
· 3-6 bullets is probably about right
Achievements

· Sometimes people have difficulties listing things here. When you think about it, if you have worked somewhere for 2-6+ years you must have achieved something?? ( 
· Anything you were proud of? Anything you put in place? Anything you left with the company or they gained from your time being there? Think about things discussed at review times. Again 3-6 bullets is about right
something many people don’t do but is very useful, you may want to add a ‘reason for leaving’ for each role. You will normally be asked this and sometimes it avoids someone jumping to conclusions.


Keep listing your jobs in the same manner. If you are blessed with maturity and have many years experience in lots of roles, after the last 3 places or 15 years (which ever is longest) you may consider summarising your jobs, but ALWAYS put them in.


Other Skills

· This is where you add lots of keywords for software packages you have used, and any other skill not mentioned. For example, proficient in MS Office, Lab equipment such as oscilloscopes, short courses in <>, managing a social group or similar and so on.

Again, remember throughout your CV to use keywords. Imagine your CV on a database and the only way you will be seen from a database of 100,000 is by having the keywords the recruiter types into their search. This is so important! If you have used software packages, programming skills, certain product knowledge (that’s why it’s important to mention the business your previous employers were in) and so on. 

Referees
You have a choice of adding references or simply saying they will be provided on request. Ensure you have referees who were your direct reports in your past roles. This is important.



People ask how long a CV should be. I guess the answer is how long do you think you can keep someone interested for?

If you give concise and relevant detail in each of your jobs then don’t be too concerned. I have a 3 page CV, but that doesn’t include where I am currently, I am 30 and previously worked for the same company for 8 years (in 3 positions, all of which I separated out) since graduating. I guess after 4 pages I would consider summarising some of my much older experiences (but keep them in and use keywords to describe them) 

Don’t have an 8 page CV describing 2 or 3 roles, too much detail and it will be skim read.

