
CV WRITING 



Key Points in CV Writing 

• Your CV is your marketing tool. It tells who you are on paper in your absence 

• Make your CV elegant and easy to read 

• Proper formatting makes it easy for ATS to scan your CV 

• Takes between 6 – 15 seconds for recruiters to review a CV for the purpose of consideration  

• Tailor CV to job requirement as advertised 

• Use clear and simple fonts and font size e.g Arial, Calibri, Times New Romans 

• Avoid using calligraphic fonts 

• CV is not just an artwork, avoid too much aesthetics/designs 

• Remove irrelevant information 

• Keep it short and concise but provide enough information to attract attention 

• Match your CV design to the culture of the Organization you are applying to 

• Save your CV in PDF Format except otherwise stated  



CV Content  

• Contact Information: Name, Address, E-mail, Social Media handles 

• Personal Statement: Summary or Career Objective 

• Professional Experience:   

 Begin with current and arrange chronologically in descending order 

 State Job Title, Name of Organization,  reporting line, Date, Summary of job profile or achievements on role 

• Academic History: Begin with highest qualification and arrange in descending order chronologically  

• Key Skills and Qualifications: summarize with key words 

• Industry Awards: List if applicable 

• Professional Certifications: start with most recent and relevant to the job role 

• Publications 

• Professional Affiliations 

• Conferences Attended 

• Additional Training 

 



• One-inch margin on the left and on the right 

• 1.0 – 1.15 line spacing in between sentences 

• Select a readable font and use same font throughout, ensure the font size is readable 

• Create a professional CV header 

• Divide your CV into section 

• Your section headings should be larger and bolder than other fonts 

• There should be space in between sections 

CV Formatting 



Skill Based/Functional CV 

• Emphasis is on skills & competencies 

• Used by job seekers in creative industries, for 
career change 

• Can be adopted by candidates with flaws or 
gaps in their career history 

• Recruiters can perceive it as camouflage to 
hide something 

• May not be scannable for ATS 

Reverse Chronological CV 

• Emphasis is on work experience & education 

• Used by most professionals with quality work 
experience 

• Professional & traditional in nature 

• Easy to read and universally accepted 

Types of CVs 



CV Formats – Skills Based 



CV Formats – Reverse Chronological 



CV Formats – Reverse Chronological 
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