
DRAFTING A
CURRICULUM VITAE



A CV is an essential part of any job search, not to mention a great way to put all of your skills, 
experience, and qualifications in one place. In fact, a well written CV could be the difference 
between getting an interview and not being considered for the role. To help you understand 
what they’re all about, and make yours work harder for you, here are a few things you should 
know about CVs:

It stands for ‘course of life’: A CV (Curriculum Vitae) is a summary of your education, skills, and 
work history.

Structure matters: Standard sections include contact details, a personal statement, key skills, 
education, and work experience.

Two pages is the sweet spot: Keep it concise. Recruiters spend seconds scanning, not reading.

Tailoring is key: A generic CV rarely wins. Adapt your document for every single application.

WHAT IS A CV?



A CV has a generic structure 

recognised within the UK. A 

recruiter expects the following 

sections – 

Personal Details

Personal Statement

Key Skills

Education

Work Experience

Hobbies & Interests

Reference

STRUCTURING A CV



A personal statement and key skills are the starting point of your CV and 

what is reviewed first by all recruiters. This is your selling point; you need 

to grab the attention of the recruiter and make them read on. They need to 

see a summary of what your good at and experienced in, within a short 

period of time.

A CV in the UK is read on average for 7 seconds!

Your personal statement is where recruiters expect you to meet the 

requirements for their role. Score points and secure them to read on, 

checking your qualifications & experience.

Sell yourself!

IMPORTANCE OF PS & KEY SKILLS



EXAMPLE OF A GOOD PS



KEY SKILLS

Key Skills Section – 

Generically you should have around 5 key skills highlighted on your CV. 

These key skills should be what you feel you are strong at – 

Generic key skills include things such as, Communication Skills, 

Organisation Skills & Teamwork.

However, an easy way to score points and secure interviews is to adapt 

your CV per job role. Look at what the company wants, can you link to 

these required key skills and highlight them on your CV?



EDUCATIONAL STUDIES

Your education section is very 

important. Recruiters what to see 

what you have studied or 

studying. Most companies have 

entry requirements.

They want to see if you have 

relevant qualifications and entry 

requirements such as GCSE 

English & Maths.



WORKING EXPERIENCE

Your working experience is also 

very important. However, based 

on being students, recruiters will 

be aware your experience may be 

limited. 

This is where your CV becomes 

more transferable skills heavy.

Make sure your personal 

statement & skills sell you!



HOBBIES, INTERESTS & REFERENCES

Hobbies & Interests are also very important on your CV. Probably more 

important than you realise. 

You may be shocked at the way recruiters look at your Hobbies & Interests. 

You may just think it is ‘Just playing football’ or ‘Only spending time with 

friends’.  The way recruiters will break it down, is into skills you will be 

developing whilst undertaking your hobbies & interests. 

Such as Building Relationships, Teamwork & Communication.

DON’T ADD REFERENCES TO YOUR CV. 

Simply leave it as ‘Available upon request’.



ANY QUESTIONS?

THANK YOU, THE ACE TEAM


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10

