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Presenting with Impact 

• 30 - 60 seconds is the average 

amount of time spent on scanning 

a CV 

 

• Your CV is like a film trailer, if it 

looks good and is aimed at the 

right market people will want to 

see more. 



    

Why do you need a CV? 

To make speculative applications 
 
To reply to job adverts or opportunities 
 
To attach to online application forms (if 
requested) 

 
Main purpose: To get to an interview 

 



    

Standard Recruitment 
Process 

1. Workload means new person needed.  

Not appropriate for temporary staff or 

existing staff 

 

2. List of tasks compiled  

(forms job description) 

 

3. Suitable level of experience and skills 

decided (forms person specification) 

 



    

Standard Recruitment 
Process 

4. Advert is written to attract lots of 
candidates  
 

5. Applications are considered according to 
the job description and person 
specification 
 

6. Short list produced  
(occasionally a ‘wild card’ is included) 
 

7. Short-listed candidates invited to interview 

 



    

Standard Recruitment 
Process 

8. At interview, candidates are ‘probed’ 

 

9. If lucky, one successful candidate and 

one reserve candidate are identified.  

 

10. If unlucky, no candidates are suitable 

and the whole process must start again 

 

(very expensive and time consuming). 

 



    

How to read a job 
description & person spec 

When reading through, identify: 

 

1. Things that you can match directly 

 

2. Things that you’ll have to think about in 

terms of transferable skills 

 

3. Things that are new to you 

 



    

Remember 

The essential and desirable criteria for a 

job is a wish list created by somebody else.   

 

It’s unlikely that candidates will have all of 

the essential criteria on the wish list. 

 

If you look like you can easily develop into 

the role, you still have  a good chance  
    (transferable skills)  

 



    

If you don’t have much to 
go on 

• You need to infer job description and 

person spec from the info you have 

 

• Read through carefully and underline 

the key words.  

 

• Try to work out which are essential and 

which are desirable criteria. 
 

               www.prospects.ac.uk 

 

 

http://www.prospects.ac.uk/


    

Scientific Careers 

What are Employers looking for? 

• Emphasis on your degree 

• Machines and Techniques - details 

• Evidence of lab based work 

• Emphasise placement year and company 

• HCPC Registration Number – www.hpc-uk.org  

• Visa Status 

• Show flexibility 

• Enthusiasm!! 

 



    

Content 

Personal Details 

Career Objective/Profile 

Education 

Experience (work/voluntary) 

Achievements/Skills 

Interests 

Referees 

Sensible email! 

Number of 

addresses? 

No Date of Birth 

Not essential 

but can give 

the CV 

context? 

Degree first; 

key features/ 

key modules or 

projects 

What are 

you like? 

Show 

commitment 

to activities  

How many? 

Who to 

ask? 

Split in two 

sections if 

needed. 



    

Visual Impact 

Accurate 

Uncluttered 

2 sides is the norm 

11 or 12 point 

One font 

Limit bold/italic/underline 

Spelling, 

grammar 

and content 

Use a simple 

font e.g. Arial, 

Calibri or 

Georgia 

Plenty of 

white space 



    

Types of CV -Chronological CV 

 
 



    

Types of CV -Chronological CV 

 
 



    

Chronological CV 

Advantages: 

 
• Clear and easy to read.  

• Good if your career path has been linear, and the job 

you're applying for is similar to the ones that you have 

done previously.  

• Requires less tailoring than the other CV styles.  

• Good for more traditional employers, and for academia. 
 



    

Chronological CV 

Disadvantages:  

 

• Highlights career gaps, which then have to be 

explained somewhere.  

 

• Not so good for career changers or those with 

a portfolio career, as it's harder for potential 

employers to make connections. 
 



    

Skills based CV 



    

Skills based CV 

Advantages: 

 
• Good for those with limited relevant experience since it highlights 

the skills you offer rather than the jobs you have done 

 

• Good for those with career gaps as the emphasis is on skills, and 

the chronological part of the CV is smaller and comes later 

 

• Since you tailor the skills section to match the person specification 

and job description, this makes it very easy for the recruiter to 

shortlist you (provided you explain your skills well!) 

 



    

Skills based CV 

Disadvantages: 

 

• Modern style is not welcome in more traditional 

sectors, including academia 

 

• Career objective statements are liked by some 

people and loathed by others 



    

9 ways a bad CV can 
damage your employability 

• No unique selling point 
• Failing to tell a convincing story 
• No relevance to the reader 
• Focussing heavily on features rather than benefits 
• Factual Errors 
• Spelling mistakes and poor grammar 
• Exaggerating or making questionable claims 
• Too long 
• Generic statements that have no substance 

 
From The Graduate Jobs Formula: how to land your dream career after graduation  
by Dr Paul Redmond  

 

http://www.amazon.co.uk/Graduate-Jobs-Formula-career-graduation/dp/184455211X/ref=sr_1_1?s=books&ie=UTF8&qid=1311338983&sr=1-1


    



    



    

Writing a career 
objective for a CV 
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Career Objective 
Statements 

• Useful for career changers/first time job 
applications 
 

• A quick overview of who you are and 
your main skills 
 

• Useful for employers who are reading 
through many CVs at a time. 
 

• Usually* in the third person 

 



    

Writing your career 
objective statement 

1. Who/what you are  

e.g Enthusiastic biology graduate or doctoral 

researcher specialising in plant genetics  

 

2. Additional skills or experience of special interest 

for the job that you’re applying 

e.g with previous lab experience gained through 

my University research placement  

 

3. What you’re looking for 

e.g looking for a one year placement within a 

research organisation or management position in 

a biotech company 

 

 



    

Standing out from the crowd 

  

 

• Increasingly used by recruiters and by 

job hunters 

• An online CV (but much better) 

• An excellent job hunting resource 

• Network through interest groups. 

 

 

 



    

Twitter 

• Keep up-to-date with individuals, 

organisations, recruiters 

• Use job-search function 

• Send professional Tweets 

• Advertise your Twitter feed on your 

other profiles 



    

Facebook 

•Can also use as an online CV 

 

•Become  a Fan 

 

•Privacy settings 



    

Quote 

Consider including a quote from someone 

you have worked with in the past. 

 

This can give the CV more credibility  
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Covering letters 

• Introduces you to the employer 

• Tells your story, highlighting important parts of your 

CV 

• Explains how this job is the perfect match with your 

experience and career plans 

• Shows the unique quality you bring to the job 

• Shows that you are interested in the organisation 

• Show you are enthusiastic about learning new skills in 

the job 

• Is a proper letter 

 



    

Content 
Your address 

 

Name of employer 

Employer Address 

Date 

 

Dear Mr/Mrs/Ms… OR Dear Sir/Madam 

 
Text of letter  

1 side of A4; 4 key paragraphs 

WHY you are writing to them; vacancy 

number, where advertised 

WHY YOU; opportunity to showcase the 

benefits of your experience, skills and 

knowledge. 

WHY THEM; what appeals about the 

organisation and role; show your research 

THANKS for taking the time and your 

availability  

 
Yours sincerely OR Yours faithfully 

 

Your signature 

(Name in type) 

Yours 

sincerely with 

Dear 

Mr/Mrs/Ms… 

 

Yours 

faithfully with 

Dear 

Sir/Madam 

NOT your name 
Send to a 

named 

person if at 

all possible 



    

Key components 

Why the job role/organisation interests you 

Why you are suitable  

 

Give specific examples – not general statements  

 

Show them you have researched the organisation 

 

Refer to key points in your CV – add extra detail – 

not just repeats 



    

Cover Letter Etiquette 

Always send a covering letter with your CV, even 

if not asked for. Exceptions: 

If you hand a CV in person  e.g. at a fair 

If attached to an application form 

 

1 side A4 - Concise, clear, easy to read 

 

Accurate spelling and grammar 

 

Business letter format 

 



    

Resources 

www.intranet.birmingham.ac.uk/careers 

 

www.prospects.ac.uk 

 

http://www.careerplayer.com/ 

 

Don’t forget that you can book a one to one CV checking 

appointment through our website. You can also email 

a copy of your CV 

http://www.intranet.birmingham.ac.uk/careers
http://www.prospects.ac.uk/
http://www.careerplayer.com/

