
 

How to Write a Winning CV 
                                ________________________________________________________________  

                                               by Barrie Hinton 

 

www.graduateinterviewcoach.com 

Copyright © 2012 by Lascombe Consulting Limited. All Rights Reserved. 

 

 

 

 

Table of Contents 

 

Chapter 1: Your CV Matters 

Chapter 2: Introduction 

Chapter 3: Basic Principles 

Chapter 4: Getting the Structure Right 

Chapter 5: Things NOT to Do 

Chapter 6: Video E-mail 

Chapter 7: What About Salary? 

Chapter 8: Be Outstanding 

Chapter 9: Preferred Format/Template 

Chapter 10: Final Thoughts 

  

  



 
 
 

Chapter 1 - Your CV Matters 

 

Your CV has 20 seconds to make the right impression. 

You have to get in front of the employer to get the job you want. You do that by having 

the right CV. 

Learning how to write a CV that gets you through the front door of the organisation you 

want to work for is vital to your future. I can help you do that with this e-book that 
leads you step by step through the entire process.  

Remember that the HR department acts as "gatekeeper" to the organisation. With 

maybe 400 CVs a day coming into the HR department of a major company, either in 

hard copy or electronically, HR staff are looking for ways to exclude your application.  

If there are spelling mistakes or ‘typos’ you have given them the reason they want to 
put your CV straight in the bin. 

But it’s not all about avoiding errors. Your CV has to have impact to stand out from the 
crowd. That doesn’t mean using green ink, borders or an obscure font.  

It does mean putting together a professional document that makes you desirable. It isn’t 
brain surgery but you would be amazed at some of the CVs that come across our desks. 

Employers don’t want to know that you won the 50 metre dash at primary school or that 

your favourite soup is gazpacho! Neither do they want to know that your partner loves 

golf or is great at playing charades. 

Employers do want to know that you are someone who has achieved things up till now 

and has the potential to achieve more for them. This E-book will show you how to make 
the HR department put your CV in the must see pile.  

Working with employers every day, I know which buttons you have to press to 

get that interview. In this E-book I share with you everything I have learned so 

that you can get the job you want. 

 

 

  



 
 
 

Chapter 2 - Introduction 

 My name is Barrie Hinton and in the last twenty years as an HR director, Headhunter 

and Coach I have helped thousands of people in their careers.  

The purpose of this E-book is to help you to get a job, achieve your ambitions 

and enjoy a satisfying career. It includes some great and practical tips for you, 

together with suggestions that you can put to work immediately to help you get that 

special job. 

To start with I will cover the basic principles of CVs so that whatever style you choose 
will be transformed into a personal selling statement. 

I will cover what it is like to be on the receiving end of CVs so that you can create a CV 

with the recruiter in mind. You will also gain lots of tips and strategies that will make you 

look good on paper. It doesn’t matter whether you want a job in The City, or to work in 

the hospitality industry, be an accountant, work in sales, IT or the non-profit sector, 
etc.; this E-book will help you in your career. 

You will be pleased to know that producing an outstanding CV is not about research and 

theory, it’s about what works in the marketplace, and that is what I am going to show 

you.  I have learned from experience what wins at interview and what does not. The 

one and only test of a good CV is: does it put you in front of someone who can 
actually give you a job? With a CV it’s not about theory, it’s what works that counts.  

You will know that there are lots of people who offer advice on producing the ideal CV. 

But you have to ask yourself when the person offering that advice actually used it to get 

a job for themselves or someone else. If their advice is not recent or can’t be backed up 

with evidence of success, then handle their advice with care. 

The CV is usually the first thing that a prospective employer sees about you. More 

importantly it is the only part of the whole recruitment process over which you can have 

complete control. You can’t control the availability of jobs or who gets short listed. You 

can’t control the interview, although you can influence it. You can only control how you 
look in your CV. 

Your CV won’t win you the job because no one gets hired on just their CV but your CV 

will get you to the starting line in the job race. So it must be letter perfect, easy to read 
and well organised. 

Have you ever got bored and fed up with writing your CV? If you think it is boring to 

write, and you have an incentive to write it, just think for a moment how boring it must 
be to read CVs day after day. 

Let’s just look at a few numbers. Let’s say there are a million people looking for work 

and 20% of those write a CV. They send off one CV per week for 12 weeks, which is 

about how long on average it takes to get a new job. That’s 200,000 CVs in circulation. 

If a quarter of those are sent to FTSE 350 companies then each week those companies 

receive nearly 1000 CVs. Now having to read that many CVs is what most people would 
call boring! 

With so much competition you have to ensure that your CV is not screened out. It has to 

be the tallest tree in the forest, it has to beat the others in reaching for the sky and 

‘shout’ "look at me". Now, how is this done? 



 
 
 

Chapter 3 - Basic Principles 

 Overview  

1. Don't Tell Them Everything 

2. Be User Friendly 

 

1. Don't Tell Them Everything 

One of the reasons CVs fail is that they are too long. 

You will recall from all those TV crime dramas that police forces around the world say 

"You have the right to remain silent". That’s because the more you say the more likely 

you are to entrap yourself. In CV terms, the more you write the more reason you give 
the selector to reject your application.  

Remember at the CV stage the selector is looking for a reason to turn you down 

not a reason to put you forward. They have to reduce those 200 CVs a day to a short list 

of no more than 10 that they will interview. All selectors think that they are just brilliant 

at this because they never receive any evidence to the contrary. They never find out 
how good are all the people they have just turned down! 

So keep it brief, if it can’t be said in one (or a maximum of two pages) there has to be 

something wrong. When in doubt, leave it out! (If you are applying to work in 

Investment Banking a one page CV is essential). 

Be aware of cultural differences; for example, in the Indian sub-continent a CV will 

contain so much information and probably run to eighteen or more pages that any 
interview is a formality. The UK takes a very different approach. 

The worst example of a CV that I have seen was twelve pages long with a complete page 

devoted to their partner, their pets and their social activities. It wasn’t until page eleven 

that I discovered what their current job was! 

The key with any CV is to give the reader enough information to make the ‘must see’ 

decision. This gives you tremendous scope to leave out information and you start by 
leaving out anything that is negative. 

Any negative information is best described at interview when you at least have a fighting 
chance of explaining yourself. 

If you were expelled from school 5 years ago because you had a row with your teacher 

there is no rule that says you must put in this negative information. If at interview you 
get asked why you left the school 5 years ago then you can explain the circumstances. 

I once saw a CV that said "Reasons for leaving - dismissed due to personality clash". It 

went on to say "Currently taking legal action against my employer for wrongful 
dismissal". This CV was not going to get through the screening process. 

 



 
 
 

RULE - Do not mention anything negative unless you are required to do so by 
law. 

If you have to say something that is not in your favour here are a couple of tips: 

Put anything negative on the back page. 

Put anything negative on the right hand side of the page. 

The reason for the back page is obvious. But here is why you should use the right hand 

side of the page. It’s because initially CVs are skimmed and not read in detail, they are 

gone through very quickly to get a "see" or a "reject". When people skim information, 

because in ‘The West’ they read from left to right, the left hand side is read far more 
thoroughly than the right. 

Even allowing for Age Discrimination legislation I would still suggest that you should not 

volunteer your age. If you want to put your age I would always suggest the back page 

because there are few jobs where age is more important than your qualifications or work 
achievements. 

 

2. Be User Friendly 

For example, if you have a high level qualification I am not interested in which primary 

school you attended. If you have a degree I know that you will have done well at public 

examinations when you were sixteen. But for your first few years after University give 

your number of GCSEs attained and the level attained together with your A level and AS 
subjects and grades. (Similarly for BTEC or VCE qualification) 

Always include any language skills and Awards or Scholarships. 

The relevance of qualifications changes over time and as your work experience grows. 

What often happens is that a CV gets prepared for the first time on leaving school or 

University and then gets added to through a career when a change of job is sought. So 
the CV grows and grows when what it really needs is some surgery. 

In fact each time the desire for a career change comes along you should prepare a new 

CV. Remember it’s important to be user friendly; ask yourself what is the most relevant 

information for my prospective employer. Is it what I did when I left school or what I am 
doing now? What are the skills and abilities I am currently ‘selling‘? 

 

  



 
 
 

Chapter 4 - Getting The Structure Right 

  

Overview  

1. Profile 

2. Education and Training 

3. Achievements to Date 

4. Work Experience 

5. Be Relevant 

Remember you have a maximum of two pages to work with, of which the first page is 

key. The average recruiter will decide in twenty seconds whether your CV goes on the 
Interview or Reject pile. You need to use those 20 seconds well. 

You have to start with your Name and Contact Details. Follow this with a short Profile 

that in 4 or 5 lines summarises your career, achievements, characteristics, behaviours 
and ambitions. 

Now this is the point at which many new graduates start to struggle. Comments arise 

such as "How can I summarise a career I haven’t even started?" (Well, let’s exclude for a 

moment those new graduates who have been running their own business since the sixth 

form because they will have plenty to say about their ‘career’.)  

Just remember that if you are like the overwhelming number of new graduates then 

your time spent at university, on work placements, internships and vacation 
jobs is your career to date.  

Once you are over your mid-twenties, unless you are going to be an academic, most 
people get employed based on achievements rather than education. 

After the Profile, start with your Education and Training - your university, school or 

sixth form college, and your secondary school including dates. Always do this in reverse 
chronological order starting with the most recent.   

If your course included a year’s work placement/internship in industry/commerce etc. 

make this clear. Similarly if your course included a year at a foreign university then you 
should give details. 

Include any training and personal or professional development you have undertaken.    

Follow this with Work Experience - just show employer name, role, and dates of 

employment. Then include a block of your Achievements to Date.  

[Note: The above structure is best for new graduates and students seeking internships 

or placements: those who have had jobs post-university should put the information in 
the order: "Achievements" then "Employment" then "Education and Training".] 

Finish with Other Interests outside work, and then add a section for Readers 
Comments and Questions; it shows that you are thoughtful and practical. 



 
 
 

Not every recruiter likes this structure but it does have the most impact in that it focuses 
on what you are selling and what the employer is buying. Twenty seconds is all you get! 

1. RULE - Head your first section "Profile" 

Here is an example from a new graduate: 

"BA (Hons 2i) Business Studies Graduate (L.S.E.). A strong team player with good organisational skills. During 
a 40 week work placement experience at Intel UK and Ireland as Assistant Brand Manager proposed and 
developed a promotional and charity opportunity that was approved and funded with a budget of £10,000. The 
event attracted Chris Moyles and the Radio One team and secured TV coverage on BBC and ITV." 

This profile hits all the key points; it uses numbers to give a sense of scale; it shows 

drive, commitment and results. This profile will give the recruiter a real sense of what 

this candidate is like. That must always be your objective. They may not always choose 
you but they know what they are getting. 

Here is another example: 

"BBA (Hons 2 ii) Management-North America/Australasia (Lancaster). One year working as a market 
researcher with Johnson and Johnson in Illinois. Applied learning to successfully managing projects and 
analysis of results whilst developing strong interpersonal skills. A member of the University’s IBM Universities 
Business Challenge team where we placed 3rd in the national competition." 

Here is a non work placement example:  

"BSc (Hons Class I) Automotive Product Design (Loughborough). I chose this course because of my passion for 
cars. Applied knowledge gained during the course to build, with fellow students, a kit-car based on my own 
design which passed the SVA first time. Demonstrated leadership, motivation and team building skills in 
project managing the team, sourcing materials and expertise to ensure that budget and timescales were met. 
A clear communicator who is eager to continue professional development." 

 

2. RULE - Head your second section "Education and Training" 

State your Degree including degree class and University 

e.g.: "BSc (Hons 2i) Sports Science (Bournemouth)" 

If your University is nationally or internationally known there is no need to clutter the CV 

with information about them. We all know the likes of Oxford, Edinburgh or Cardiff for 

example. But if the University may not be so well known then it is a good idea to give 
some brief, headline information.  For example: 

"The Guardian University Guide 2012 ranks Bournemouth University twelfth in the UK for Sports Science." 

At one time you would have given more details of your course, but most employers are 

no longer interested in seeing the details of each year's study.  Increasingly, the degree 

is often taken as a "given" and more attention is paid to relevant achievements during 

work experience. 

Why and how you chose the particular course and university is interesting to recruiters 

because it says something about what is important to you, your ideals, ambitions and 
your motivations, but don't put this in your CV - save it for the interview. 

 



 
 
 

3. RULE - Head Your Fourth Section "Achievements to Date" 

Now I have quite a lot to say about this section because it will help you now and in your 

future career. It’s the information I wish that I had had when I was 21 years old.  

In most circumstances the most recent achievements are most relevant for your job 
hunt.  

This heading implies that not only do you have achievements but that you have much to 

offer in the future. Everyone has experience but that tells your prospective employer 

very little. They won’t hire you for your experience; they will hire you for your 

achievements. 

Let’s just pause for a moment to consider layout for the ‘Achievements to date’ section 

of the CV. If you were an employer looking for a potential employee what would you 

want to know first? It’s likely to be ‘what you did’, ‘who you did it for’, and ‘when you did 
it’.  

In fairness there can be exceptions where the ‘who you did it for’ will catch the eye of 

the person skimming your CV. For example, if your vacation work experience has been 

gained in a small market place where the employer will be known to a competitor to 

whom you are applying or an international company with a positive global reputation 

then the name itself would immediately give a massive boost to your chances. 

Remember that a list of dates on the left hand side creates very little impression to the 

skimming eye moving down the page, whereas a list showing ‘career’ advancement will 
create a great impression.  

You are seeking to show a clear and impressive ‘career’ progression that a skimming eye 
will quickly pick up. It also gives the impression of a ‘career’ that is advancing. 

It does not make sense to write in a CV what someone wanted you to do. It only makes 
sense to say what you did and how well you did it. 

For example if you worked in retail you probably had targets set. What the target was is 

not in itself important. What is important is how you performed against the target. If you 

beat your target by 15% and were the best performer in your team this is very relevant 

even if you are not seeking a sales position. Your achievement shows motivation, 

application and a results orientation.  

The reason you focus on such achievements in your CV is that you are basically saying 

"Look, I increased sales and beat my targets for them and I can do it for you". 

RULE - Make your CV heavy with achievements.  

You may think that I rather labour the point here about achievements. After all, you 

have just gained your degree - isn’t that an achievement? It most certainly is, but see 
what other achievements you might be able to include. 

You see, Psychologists and Employers regard past performance as the best predictor of 
future performance and "past performance" means achievements. 



 
 
 

Employers have to be able to have a positive answer to the question "What’s in it for 

me?"  If you have worked in sales at all it will have been drummed into you that people 

buy benefits and not features. You have to turn your ‘features’ into ‘benefits’. 

The way you do this is to start by making a list of the things that you are most proud of 

in your ‘career’. Don’t focus on any one in particular - just make the list. The next step is 
to review the items on your list.  

Firstly select those items that will look most impressive to an employer. Then see how 

you can attach numbers to those items. Make the most of any work experience you 

have.  

(But don’t forget your Gap Year, if you took one. Did this involve planning, organising, 

budgeting, working for a charity? Did you show initiative, determination, team-working 

etc? All of these behaviours will be of interest to an employer. You just have to turn 
them into achievements and benefits.) 

For example if you worked in a retail store, how many staff were there in your section? 

What were the sales figures? Did you increase them? Did you reduce stock levels and if 

so, by how much? If you worked in production what was the throughput? How many 
staff were there? What was the downtime? What was the re-work percentage? 

For non sales people it’s sometimes difficult to think in terms of benefits but here are a 
couple of examples of benefits:  

A car has an automatic gearbox, air-conditioning and 4 wheel drive. These are features. 

What I see are ‘a relaxing drive, not having to worry about changing gear’, ‘a 

temperature that I can control so that I never get too hot or too cold’, and ‘car that will 
be safe if it snows’. These are benefits. 

A house has four bedrooms; it has three bathrooms and a large garden with a flat grass 

area. These are features. What I see are ‘a spare bedroom so that friends can stay’, ‘a 

home office for me’, ‘a bedroom for me and my partner and a bedroom for my 

daughter’, I see ‘never having to queue for the bathroom again’ and I see ‘having 
somewhere to play tennis for fun’. These are benefits. 

You should always try to get into the achievement section as many benefits as you can, 

and it’s always best to attach numbers to your achievements. Remember, the 

prospective employer is trying to answer the question, "What’s in it for me?"  So when 

you start to put your achievements together after each achievement ask yourself the 

question "So what?"  So what was the company able to do that it couldn’t do before?  So 
what was the advantage gained by the company as a result of your achievement? 

Here is an example. The basic achievement is ‘Improved customer service’. When we 

add the numbers it becomes ‘Improved customer service and reduced customer 

complaints by 8%’. Then we add the benefit and answer the "So what" question. It now 

becomes ‘Improved customer service and reduced customer complaints by 8%’; 

releasing one member of staff to undertake sales calls that generated £26,500 in extra 
sales’.  

The person doing the screening might not know much about customer service but they 

would understand extra sales. Even in the worst case scenario if they have only a vague 
idea about sales the statement still sounds impressive. 



 
 
 

Here’s another example. "Introduced vehicle routing software that reduced journey 
times by 3% and saved £10,000 a year on fuel bills.” 

And again, "Provided exercise classes for staff at lunchtime that increased health and 

reduced sickness levels by 5% enabling a reduction in temporary staff costs of £250.00 a 

week.” 

I’m sure you now understand the principle. The sentences are brief and the outcomes 
are real and appealing to a prospective employer. 

You will have noticed that we always use the immediate past tense rather than the noun. 

E.g. ‘Reduced’ rather than ‘Reduction’, ‘Improved’ rather than ‘improvement’, ‘Analysed’ 

rather than ‘analysis’.  Similarly we would say ‘Managed’ rather than ‘management’ and 

‘Directed’ rather than ‘directing’. 

This isn’t meant to be an English lesson. The point is that the immediate past tense gives 

the impression that you have actually done something, you have completed, finished, 
achieved. On a CV this is the impression you want to create. 

You will have noticed that by using the ‘ed’ form of the word you don’t have to keep 

saying ‘I’; instead you can use a bullet point or asterisk. Also indent the achievements 

on the page to give them more impact as the eye of the reader is drawn toward them.  

Now it’s time for those main achievements. For a hypothetical student at Bournemouth 

University reading for a BSc (Hons) in Sports Science their university achievements 
might look like this: 

 Awarded the Major Sports Scholarship 

 First year Book prize  

 Second year elected to Student Council  

 Third year elected Secretary of Student Council  

But you need to look at your achievements through the Recruiter’s eyes.  Which do you 

think will have most impact?  Remember that in profit based organisations it is 

increasing profits or reducing costs (which also increase profits) that matters most. 

As an undergraduate you might be most proud of being awarded the Major Sports 

Scholarship. It is clearly a strong achievement but the recruiter does not know the 
strength of the competition -  it might be weak.  

However, if you can be elected by your peers and then ‘promoted’ into an elected office 

again by your peers this is pretty good evidence of interpersonal skills, ambition and the 

desire and ability to take responsibility. The recruiter’s next thought will be, "Could they 

do it for us?" This reinforces the chance of an interview; remember that at this stage an 
interview is your objective. 

If you can’t get in front of the prospective employer you can’t get the job. 

Of course if your job target is in the non-profit sector you still have customers even if 

you don’t call them that. Therefore your focus should be on Customer Satisfaction and 

Improvements in Administrative Efficiency.  If you can save money by doing things 
better it frees up money in the budget to be spent on other worthwhile causes. 

In ranking your achievements always write for the reader and not yourself! 



 
 
 

4. RULE - Head Your Third Section "Work Experience" 

Just show employer name, role, and dates of employment here. If you have undertaken 

work in your vacation it is likely that you will have been given a job description outlining 

your responsibilities. Of course anyone can be given responsibilities. What your 

prospective employer wants to know is what you achieved. Remember, a job description 

is usually prepared by HR to facilitate job grading and so is more about position in the 

organisation structure. It is not designed to help you get a job elsewhere. 

 

 5.  RULE - Only include relevant information 

If something doesn’t support your career goal then think hard about including it. 

Let me give you a personal example. I work now as a Coach, Consultant and Writer with 

specialist knowledge of Recruitment Processes, Succession Planning and Reward 

Management. I have various professional qualifications and an MBA from Bradford 

University. When I was in my twenties, within a three year period I had four promotions 
which at the time would have been very relevant to any application.  

I use this example to raise the issue of ‘recency’. Is what happened in my career twenty 

years ago relevant to a prospective employer? - Almost certainly not. It’s worth filing 

this away in the back of your mind as your career progresses. In most cases it is the last 
5 years of your career that count. 

It is important to include only relevant information. I have seen CVs where people have 

given their Social Security number, their Passport number and even their Employee 

number all of which are irrelevant. 

I have seen CVs where the Full Names of all the Children, their Dates of Birth and where 

the children were born have been included. I’ve also seen CVs that describe what a good 

hostess the applicant’s partner is. Does the prospective employer need to know this?  I 
don’t think so. 

Remember, give only enough information to get you the interview. If you live a long way 

away from the employer’s location then relocation could be an issue; it will certainly 

cross the recruiter’s mind. But the place to discuss this is at the interview and only then 
if it is raised by the interviewer.  

Bear in mind that many of the ‘gatekeepers’ who make the first cut on CVs are 

themselves fresh out of University and you don’t want any information in your CV that 

could potentially be considered negative.  

  



 
 
 

Chapter 5 - Things NOT To Do 

Overview  

1. No Humour 

2. References 

3. Photographs 

 

1. RULE – Don’t put Humour into your CV 

Don’t try and liven up the selector’s day by injecting humour into your CV. Similarly 
don’t be tempted to be cute, chatty or funny. 

Selection and recruitment is a very serious business; it is about risk. It might seem 

strange but as in law and accounting when it is easier to say no rather than yes you 

always say no. In most cases recruiters will always say no to humour. It is the job 

of Recruiters to keep selecting the right people; if they don’t then they are out of a job. 

So they will always tend to go for the lower risk option. This may mean they miss the 

best candidates but they also miss the worst.  

Remember, it is difficult to be funny in person, let alone on paper. 

Here are some examples I’ve had.  

Under Interests: 

"Golf, Golf and more Golf" - Is the recruiter going to be impressed by this? As I’m not a 

golfer it would make me wonder how much time was going to be spent out on the golf 
course. 

Under Reasons for Leaving: 

"To keep up with the school fees!" - Now suppose the recruiter has strong feelings about 

the benefits of a State education rather than the Independent sector; will it help your 
application? 

Achievements: 

"Wrestling with internet protocols and winning" - If I’m looking for an internet specialist I 

expect these skills without the wrestling element. 

RULE - Be serious if you want your application to be taken seriously. 

  



 
 
 

2. Don’t include References unless you have to 

For a recent graduate this might be necessary, particularly for certain academic or public 
sector posts. If so, in most cases "References supplied on request" is all that’s needed. 

But let’s face it; are you going to put as a Referee someone who will think badly of you? 

Of course not, you would be very silly to name someone who would give you a poor 

reference. Also the law is such that most employers will be very careful what they say by 
way of reference  in writing or on the telephone. 

3. Don’t include a Photograph 

Because of human evolution we tend to make judgements very quickly based on how 

someone looks. We may love or hate redheads or beards. We are full of prejudices based 

on our experiences and upbringing. We think good/bad, yes/no very quickly. Opinions 

form very rapidly on visual information alone. The recruiter may love the way we look or 

hate it. The risk is simply too great especially if we are not very photogenic (the bad 
news is most of us aren’t).  

As an aside, research shows that "good looking" criminals get lighter sentences than 

those who are "average looking". So if this judgement about people based on their looks 

is so ingrained in our psyche, for most of us including a photo will not improve our 

chances. 

Television has stereotyped images of people, so that (for example) every male 

newscaster is both handsome and authoritative, whilst nearly every female newscaster is 

both attractive and under 40. This isn’t a ‘technical’ job requirement in order to be able 
to read a telecast but the television companies have made it one. 

If you are required to submit a photograph then invest in yourself and have your photo 

taken professionally by a portrait photographer. If you do this take with you a few 
photos from professional journals to show the sort of ‘look’ you are seeking.  

Sometimes it can be helpful to think of three adjectives that describe the look you are 

seeking. For example; competent, dynamic, hardworking; or professional, creative and 
reliable. Whatever three words suit you.  

Ask the photographer to capture you in a half smile. People looking at photos of people 

who have a half smile rate them as more intelligent, friendlier and with better 
interpersonal skills. These are all characteristics that an employer would seek.  

If you normally wear glasses then wear them for the photograph as again research 
shows that you will be judged more intelligent than people who don’t wear them.  

Image consultants say that dark clothes make us look more powerful and wearing the 

right clothes for the right image is important. To take the extreme, the holiday "beach-

bum" look is not going to cut it if you are applying for a job in insurance. (See more 

about what to wear in our Winning at Interviews e-book, available FREE from 
our Graduate Interview Coach Web site).  

A portrait photographer, not a wedding photographer, is someone who can create the 

right visual image for you, and all actors and models know how important that is to their 

career. 

http://www.graduateinterviewcoach.com/index.php/e-books/free-e-books/


 
 
 

Chapter 6 - Video E-mail 

  

There are certain roles, for example the performing arts, where you may be required to 

submit a video of yourself.  With the right skills and practice, you can make a personal 

profile/career statement about yourself. You should tailor each video e-mail to meet the 
needs of the particular employer to whom you are sending your CV.  

Because you have up to 4 minutes speaking time you can cover a lot of ground. My 

advice is to limit yourself to no more than 2 minutes so as to achieve impact whilst 

retaining control of what you say. Just as for any interview you need to practise what 

you are going to say before you say it and you need to be in your interview clothes and 
have your interview mind-set switched on. 

If you want to go with the video idea we have found that www.talkingcv.com provides 

the technical support you need to be able to create a video that will have the right 
impact. 

You will learn more about preparing your personal profile career statement and how to 

answer questions in our "How to Win At Interview" e-book. (You can download a free 
copy of this e-book from our Graduate Interview Coach Web site.) 

 

 

Chapter 7 - What about Salary? 

RULE: Don’t include Current Salary/Earnings or the Salary/Earnings you are 

seeking 

I have constructed pay and benefit systems for a range of companies, and the golden 
rule companies apply is to pay the minimum to get you, motivate you and retain you. 

Salary is about negotiation and you can only negotiate when you have power. You need 

to be clear how this works in practice. You will want to start on the highest possible pay 

package. Increasingly employers have a wide range within which to set salary, these are 

‘broad band’ pay structures. So far so good! 

Most so called ‘Graduate Schemes’ will have pre-determined starting salaries; often on 

the basis of London rates and Provincial rates. But, most graduates will not be on 

‘Graduate Schemes’ and so need to be aware of how to gain maximum advantage from 
any discussion about salary. 

Initially, when you make your application you are one of many applicants, possibly 

hundreds. You have no power. Even by the time you get to a shortlist of five you still 

have no power to negotiate. But by the time the employer expresses an interest in 
offering you the job then you have power. 

At this point the employer knows that if they can’t do a deal with you then they will have 

to take a ‘second best’ candidate or start the whole recruitment process again. Both of 

these options are a serious cost to the business, and that is worth money to you! 

http://www.talkingcv.com/
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ALWAYS, ALWAYS, ALWAYS, leave salary negotiation as late as possible in the 
selection process. 

 

When you see the "C" against a salary in an advertisement as in "circa £25K" it implies a 

range around that point. You will want to use it as your minimum negotiating point; the 

employer will usually want to keep within 10% of this figure. But there could be more 
available.  

The employer will consider what he is paying other people at the moment and try to 

make a judgement as to how you compare with them. Remember the employer knows 
what his current staff can produce for him whereas he doesn’t know that about you.  

The employer expects you to negotiate, and I cover this point in great detail in my free 

E-book "How to Win at Interview". 

The way employers structure their total reward packages varies considerably. Some of 
the most common are "Total Cash", "Basic and Benefits" and "Total Commission". 

The latter is easiest to define and usually applies only to Sales roles. You get paid one 

way or another depending upon what you have sold. It’s all or nothing - if you don’t sell 
you don’t get paid and you don’t eat! 

On the other hand the "Total Cash" philosophy starts with an employer saying, "It is not 

for us to choose how an employee spends their money." The consequence is that the 

employer does not have a pension scheme, does not provide life assurance cover, does 

not provide a company car, does not provide a staff restaurant etc., etc. The employer 
pays you a salary and that’s it. 

The "Basic and Benefits" structure is probably the most popular type of reward package. 

But there can be huge variations in how it is implemented. Some employers take a 

‘social conscience’ approach and provide a series of support measures. For example: free 

dentistry, free eye tests and glasses, private medical insurance, free child care facilities, 
a very few still offer final salary pensions etc.  

Others take the "Business Benefits" approach. They start by asking themselves. "If we 

provide this benefit will it be an advantage to the business?" For example the provision 

of a company car will ensure a consistent image for those visiting other companies. 

Private medical insurance will enable employees to have minor medical treatment at 

times that suit the business. 

Because of this range of approaches to reward, you need to have quite a lot of 

information about the company’s attitude to earnings and you are unlikely to get all you 
need before the company declares an interest in you. 

If you include a ‘salary sought’ figure, it is likely to be used against you either at the 

screening stage (it’s too high or too low) or at the negotiation stage (you have already 

shown your hand). 

If the prospective employer insists you put a ‘salary required’ figure on your CV 

then this is all you must say: "Salary is negotiable at Interview"  

http://www.graduateinterviewcoach.com/index.php/e-books/free-e-books/


 
 
 

Chapter 8 - Be Outstanding 

 ‘Stand Out’ in the Marketplace 

Marketing departments spend huge amounts of money trying to differentiate their 

product from their competitors’ products. You have to start thinking about yourself as a 

"Product". What can you say on your CV that differentiates you from the rest of the 
applicants?  

Bear in mind that if the Job Advertisement has been well constructed it should appeal to 

a limited number of suitably qualified individuals. But that limited number could easily be 

50 people and sometimes many more. One client I worked with came to my headhunting 

firm because his last press advertisement had generated over 2000 applications for one 

job. He had to hire 4 staff just to process the applications and in the end after interviews 

and two Assessment Centres he didn’t make an appointment. He had spent over £40K 
and got nowhere! 

So you need to stand out in a crowd. Obviously, Achievements are the first thing to 

focus on and hone until they give just the right message. Some things will be out of your 

control - your University, your qualifications and your location are fixed. If the 
prospective employer doesn’t like any of those you won’t progress. 

But look at your Achievements in a non-work situation. Have you held an office to which 

you were elected? For example "Elected Secretary of the University History Society" or 
"Elected Treasurer of the Students Union". 

What this says about you is that a group of your peers have decided to choose you to 

represent them. It quietly says that your peers think you are honest, hardworking, 
competent and popular enough to be elected to serve them in whatever capacity. 

Of course not everyone will be elected to a public office but there may be Charity work, 

Sporting, Musical or similar achievements that are worth mentioning. It does no harm to 

record that you represented your school at some level or played in a young people’s 

orchestra. This demonstrates an ability to work as part of a team with a common 
objective. 

If your interests are reading or music try to be specific as this will add impact. E.g. ‘The 

Novels of Jane Austen’, ‘The Poetry of Walt Whitman’, ‘16th Century Madrigals’, ‘Verdi’s 
Operas’ etc. 

Whatever you say, be prepared at interview to answer questions in some detail on your 

chosen area. Don’t be tempted to put something in your CV because you think it will 
create the right impression.  If you can’t back it up it will be a disaster. 

I worked on a CV with someone who, in his youth, had worked as a Tour Organiser for 

one of the giant 70’s Rock Bands. He hadn’t thought to include that on his CV when 

applying for a Commercial Management role because he thought, mistakenly, that 

people wouldn’t take him seriously. In practice, the range of skills he had developed and 
applied in a very fraught environment made him stand out like a beacon. 

How you spend your disposable time and disposable income can give strong clues to the 

recruiter. Are the interests intellectual, sporting, or sociable? Do they portray leadership, 
competitiveness, administrative capability? 



 
 
 

I would say don’t give more than three interests but make sure that they have impact. 

Just saying, "Reading, Music and Films" is boring and gives the impression that you 

couldn’t think of anything to say.  

And remember first impressions count! If you fail the credibility test in this part of the 

CV it contaminates the entire CV. 

Keep working at your CV until it presents the best possible image of your achievements, 

abilities and potential. Once you have finished don’t think of it as a 'one size fits all'. You 

need to hone your CV for each application. Remember it could be worth a lot of 

opportunity, personal satisfaction and money if you get it right.  

Believe me, it’s worth the effort! 

 

Chapter 9 - Preferred Format/Template 

 

Name 

Address 

Telephone: Mobile:  Email:  

 

Profile 

Insert profile here. No more than 4 or 5 lines of achievements, characteristics, 

behaviours and ambitions. If there is no obvious link between your Degree and the job 

you are seeking show how your traits and achievements make you worth interviewing. 

Education and Training 

  

University of XXXX                                                 September XXXX  - June XXXX 

MA Historical Studies: Political Culture in Modern Britain since 1850  

I chose this course because ………. Explain how your course relates directly to the 

opportunity you are seeking.  

University of XXXX                                                 September XXXX  - June XXXX 

2.1 BA Honours, History, XXXX 

I chose this course because ………. Explain how your course relates directly to the 

opportunity you are seeking.  

XXXX High School and Sixth Form                                                       XXXX - XXXX 

3 A Levels – History A, English Literature A, Government and Politics B 

9 GCSE’s (3 A*’s, 4 A’s, 2 B’s) – Biology, Chemistry, History, Geography, Spanish, 

Physics, Maths, English Lit & Language 

 

Include other relevant courses completed (include those paid for by yourself) and any 

personal or professional development. 



 
 
 

Achievements to Date  

 

Welsh Assembly Government                                                                   July XXXX 

 Undertook extensive review of current papers written by academics, Government 

and other organisations relevant to Financial Exclusion. 

 Wrote 12,000 word report to be used to assist in establishing policy for the Welsh 

Assembly Government's work on tackling Financial Exclusion. 

 Edited and amended reports prior to publication 

 Researched contact details for executives and officials of all local councils 

following elections and changes within some areas.  

 

XXXX PR - London: Internship,                                                                 May XXXX 

 Attended press briefings, scanning daily newspapers, identifying relevant articles. 

 Prepared for clients a weekly summary of news scans of clients and their 

competition. 

 Reviewed other PR company’s clients to identify potential clients for XXXX PR. 

 Researched for a press release celebrating the 10th birthday of XXXX, a client 

resulting in a birthday card containing a press release together with a mini 

corporate cake being sent to journalists.  

 Researched computer games websites/magazines and conducted market research 

related to their review strategies. 

 

Work Experience as a student 

 

University of XXXX, Information Services                      October XXXX-June XXXX  

 Carried out Librarian duties including dealing with research requests and 

problems both with books and computing problems (there is a computer section 

with twenty computers within the Library).  

 

XXXX Golf Centre                                                       Summer and Christmas XXXX  

 Provided Clubhouse reception for golfers, private and corporate clients using the 

range of function facilities available, for example at auctions and weddings. 

  

 First tee starter - ensured that the order of play was adhered to, and explained 

the rules of play on the course.  

 

 Course Marshall, solving the problems including medical emergencies (First Aid 

Course completed at University, XXXX).   

 

XXXX Golf and Country Club                                       June XXXX-September XXXX 

 Undertook bar duties including accuracy and security of cash and card 

transactions and premises. Politely enforced Club dress code and other rules. 

 

Other University achievements 

Elected Vice-Captain, Captain and President of Golf Society. 

Elected Midweek Cricket Captain and second team Vice Captain 

Coached Women’s Cricket Club players 

Ran ECB ‘playcricket’ website  

Ran football team in internal University League 

 



 
 
 

Skills 

Include additional skills such as software skills, foreign languages etc.  

Other Interests 

Member of XXXX Golf and Country Club since XXXX. Play cricket for XXXX Cricket Club, 

and have a membership at XXXX County Cricket Club. 

Include where appropriate details of UK driving licence. 

Reader’s Comments & Questions 

Leave some space here for the reader to print off the CV and to write notes. 

 

 

Chapter 10 - Final Thoughts 

  

You will find that there are lots of different formats available in the market that you can 

use for your CV; the one on the previous page is our favourite. Don’t waste time and 

money searching for the ultimate CV format as it doesn’t exist. Instead spend your time 

honing the content until it shines like gold.   

Good Luck! 

  

We hope you enjoyed this e-book and found it useful.  There are four other e-books in 

this series, to help you succeed throughout all stages of the recruitment process once 
your CV has won you an interview! 

You can download a free copy of "How to Win at Interview", the next in the series, 

from the Graduate Interview Coach Web site. 

The other three e-books are: 

Winning At Competency Based Interviews 

Winning At Telephone Interviews 

Winning At Assessment Centres 

You can also find these on the Graduate Interview Coach Web site.  We also offer 

personal coaching and career counselling, both of which can greatly increase your 

chances of success in getting the right job for YOU. 
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