CV tips from Aeropeople

Presentation

Clean and sharp - black ink on quality white paper

Clearly mark each section with a section heading. Ask a friend to check
the grammar and spelling before you send the CV

Avoid fancy fonts and decorations - focus on the content

Use a spell checker

Structure

Put your name at the top of the front page, with your contact details
directly underneath. Include a mobile number

The structure of your CV should be clear and easy to understand. Your
mission is to present facts about yourself clearly and concisely

Use bullet points rather than complete sentences, CV’s should only be 2
to 3 pages

Your educational history, academic achievements and work experiences
should be listed in reverse order - university degree should come before
your school exam results

Never leave gaps - if you took a year out, or carried out interim
assignments, say so - otherwise employers can suspect the worse -
perhaps you got sacked

Finally - Check your CV carefully - always run a spell and grammar check and re-
read to check it also makes sense; ask a friend to check it too. Remember that
your CV is the first impression your potential employer will have of you. Take the
time to get it right.

Remember

Ensure your CV is well presented first impressions are crucial.

Always use positive wording and phrases.

Be factual and stick to the truth!

If posting your CV, invest in quality paper as it will stand out, save money
by not using ring binders or comb binders as these are normally
discarded



