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1) Positioning is key

Your CV should show what you bring to the table: 
key strengths, characteristics and experience
 Consider:

 Writing a tagline under your name
 A short branding statement 
 An objective

Remember to include:
 What you are seeking 

(position, work environment, opportunity, industry…) 
 What makes you different 

(education, achievements, experience & attributes)



2) Tailor it for every company & position

Always tailor your CV for the company and position 
you’re applying for. 
No two jobs or companies are the same, and you should adjust 
your message accordingly.

 Read the job description & identify:

 Does your CV emphasize the elements that are relevant & 
reduce/eliminate the less relevant ones?

 Key attributes
 Experience

 Education
 Other characteristics 



3) Keep it reader-friendly

Make it easy to pick out key information at a glance, 
and understand quickly if you match the selection 
criteria or not.
 Structure it so it’s easy to skim
 Make it easy to understand
 Use keywords & action verbs 
 Use bullet points 
 Don’t abbreviate or use acronyms 
 Keep your language & formatting consistent



4) Quantify & showcase your achievements

Showcase your achievements throughout your CV (think 
student awards & academic achievements, competitions 
you've won, on-the-job successes and distinctions, etc.)
Quantify achievements & results to show the scope of 
your accomplishments
 Don’t forget these ways to establish your experience, skills 

gained & achievements:
 Work experience
 Summer jobs
 Volunteering

 Projects 
 Participation in student associations
 Hobbies & interests (only if they’re relevant)

20% 
15 2nd



5) Keep it visually appealing

 Pay attention to the design:
 Use white space
 Keep your formatting consistent & visually appealing
 2 pages are better than a one-page cramped CV



6) Don’t forget to proofread!

 Double check for inconsistencies in design & 
flow

 Review for typos
 Don’t rely on spell check
 Print it and work on the hard copy 
 Ask someone else take a look



7) Link to your online presence

You should have a healthy professional online presence 
(and if you don’t, it’s time to start!) 
 Link to it in your CV:

 LinkedIn profile 
 Landing page (About.me offers free personal one-page profiles)
 Other relevant online presence (twitter, blog, website, etc.)

LinkedIn is a must, but take a look at other social 
networks as well and see if any make sense for you to 

develop your professional online presence

https://about.me/invite/code/1c3a508dfe0a911354e3ff707918958f


Think about creating a CV 2.0 – if it makes sense for you, 
go for it!

 Digital CV
 Video CV
 Infographic
 Presentation…

Don’t forget to link to it in your traditional CV – the CV 
2.0 done right is a great differentiator.

8) Consider a CV 2.0



Some last Dos and Don'ts



9) Dos and Don'ts 

Think about the message you want to 
convey

Keep it simple

Use a professional-sounding email 
address

Choose a file name that can be easily saved 
for reference (e.g. “John Doe CV”)

DO



9) Dos and Don'ts 

Add unnecessary information (e.g. date of birth, political or 
religious views, non-relevant hobbies, etc.)

Use the same CV everywhere

Just list your job responsibilities and call it a day

Forget to update it regularly

Twist the truth – never lie in your CV!

DON’T



And finally…

Don’t just follow a set of rules without thinking;
does it make sense for you, the company you’re 

applying to and the position?



Best of luck!



More Information

For information on how to develop your 
personal brand check: 

www.isabelalbeldaros.com/personalbranding

Questions, comments and the like:
 contact@isabelalbeldaros.com
 Twitter: @ialbelda
 LinkedIn: www.linkedin.com/in/isabelalbeldaros


