


What is a CV?
The term CV stands for Curriculum Vitae and is a document 
used when applying for employment opportunities.  It enables 
you to summarise your education, skills and experience in one 
place and sell yourself as a candidate to potential employers.   
A good CV is the tool that helps you get your foot in the door 
when applying for jobs and you should consider it as your own 
personal marketing tool.  Your CV helps potential employers 
to understand what you have to offer their organization and, 
if written well, it will help you stand out from the rest of the 
crowd.  

How should your CV be presented?

Your CV is the first thing an employer will see when hiring for 
a vacancy within their business.  How it is presented could 
change their decision on whether to read it in more detail or 
not. Even if you are the perfect candidate for the position, a 
messy, poorly formatted or confusing CV won’t help you get 
noticed.

Some things to remember are:

 •  Choose a clear, professional font to ensure that your 
CV can be easily read (avoid scripted fonts or Comic 
Sans).  A clear font such as Arial or Calibri and a font 
size of between 10 and 12 will ensure your CV is clear 
and legible. 

 •  Do not use Curriculum Vitae or CV as a title.  This is a 
waste of space.  Your name is the perfect title.

 •  Lay it out in a logical order, with sufficient spacing and 
use clear section headings such as Work experience, 
Education etc.

 •  Order your work experience and education in reverse 
chronological order to highlight your most recent 
experience and achievements first.

 •  Keep the document concise and use bullet points to 
allow potential employers to skim your CV and quickly 
pick out important information. 

 •  Check your spelling and grammar thoroughly.

 •  When saving your CV, ensure you use a title that is 
professional, identifies you and gives the year the CV 
was created.  That way, as you create future CVs, you’ll 
know which is the most recent copy.  An ideal title for 
the document would be <your name>-CV-date.

 •  Save your CV as a PDF file so that it cannot be altered 

and can be opened on any machine.



How long should a CV be?

The golden rule is to keep it succinct.  A standard CV should 
usually be no longer than two sides of A4.  However, one size 
does not fit all. For example, someone who has recently left 
education, a school leaver or recent graduate for example, 
will have less work experience and may only need to use one 
side of A4. On the other hand, someone who has held very 
senior positions or worked in multiple jobs over recent years 
may need slightly more two sides of A4. It’s important to keep 
your CV concise, but not so brief that you end up selling your 
experience short.

To minimise space, only include the main points of your work 
experience and education history. Stick to relevant information 
and don’t repeat yourself. If you’re struggling to edit or 
condense your CV, ask yourself whether the information is 
relevant and sells you as a candidate. If it doesn’t, take it out. 
If it’s not relevant or doesn’t add any value, delete it and if it’s 
old detail, such as information dating back ten years or more, 
condense or summarise it.

What information should be included in a CV

Try separating your CV into sections to add clarity to the reader.  
The following sections are usually used for CV writing:

Personal and contact details - It may sound obvious, but 
don’t forget to include your contact details so that potential 
employers can contact you. These should be clearly presented 
at the top of your CV.  You should include your name, home 
address, mobile number, email address and perhaps LinkedIn 
URL (if you have one).  Your date of birth is not relevant, and 
there is no need to include a photograph.

Personal Statement - Usually placed at the beginning of the 
CV, the personal statement is often the first thing that a potential 
employer will see and it’s an essential part of standing out 
from the crowd. A personal statement should explain who you 
are, what you have to offer and what you’re looking for from 
your next role. Aim to prove why you’re the ideal candidate for 
the job in one short and succinct paragraph. Keep it short and 
snappy – around 100 words is an ideal length. 

Education - Your educational history and achievements should 
be listed here, including dates, the type of qualification and the 
grade you achieved.  Place the most recent qualification first 
and continue in reverse chronological order.  Avoid going into 
too much detail or listing specific modules unless its relevant.  
The specific parts of education that you include in your CV will 
depend on your individual situation. For example, if you’re a 
school leaver or recent graduate and have more educational 
achievements than work experience, placing more emphasis 
on this section is a good choice.



Work Experience - your work history and experience should 
be listed here, in reverse chronological order.  Include the 
name of the organization, your job title, dates of employment 
and key responsibilities. If you have lots of relevant work 
experience, consider positioning this section ahead of the 
Education section.

Skills and Achievements - This is your chance to show a 
potential employer that you have the skills and experience 
needed to make you the ideal candidate. This section can 
also be used to list any other skills you have such as foreign 
languages, IT packages you are conversant with etc. The 
key skills that you list should be relevant to the job. Don’t 
be tempted to exaggerate your skills and experience as you 
may be asked to provide examples of these if shortlisted for 
interview.

Hobbies and Interests - You don’t always need to include 
hobbies and interests in your CV but mentioning relevant ones 
could back up your skills and help you to stand out from the 
crowd. ‘Socialising with friends’, ‘going to the cinema’ etc aren’t 
going to make you a memorable candidate and don’t add any 
value. However, relevant interests can provide something to 
talk about at interview and give a more complete picture of 
who you are as a person. If you don’t have any relevant hobbies 
or interests, leave this section out.

References – It’s not necessary to provide the names and 
contact details of referees at this stage. You can specify 
‘references available upon request’, however, most employers 
would assume this to true so if you don’t have space, you can 
leave this section out.

Other things to be aware of

 •  The email address you use should sound professional.  
If your personal email address is unsuitable, consider 
creating an alternative account for this purpose.  This 
will also mean that any feedback or responses you 
receive to jobs applied for, will all be in one place and 
are less likely to get lost within other messages in your 
personal account. 

 •   Tailor your CV to the role you are applying for. Look 
at the company’s website and social media accounts, 
have they been mentioned in the local press recently?  
Use the job advert to make sure your CV is targeted to 
the role and employer.

 •  Unless asked not to, you should always add a 
covering letter.  This enables you to personalise your 
application, highlight particular parts of your CV and 

clarify any gaps in your work history.



Boost your earning potential with the IAAP
The International Association of Accounting Professionals 
(IAAP) exists to create a global community of aspirational, 
entrepreneurial, highly qualified and successful finance 
professionals by providing training, support and continuing 
development throughout their career.

Operating across the globe in countries as diverse as China, 
India, Malaysia, New Zealand and Singapore, the IAAP opens 
the door to a wealth of international career opportunities.

It awards professional qualifications worldwide, giving aspiring 
business professionals global recognition for the very best 
financial skills. Plus, its membership offers anyone anywhere 
the opportunity to gain international status while boosting 
earning potential.

Benefits of an IAAP Membership

• Letters after your name

• Guidance documents / videos to support your career

• Member benefits with discounts from our partners

• Discounted courses

Come and visit us at

www.iaapuk.org

Tel: +44(0)208 938 3040

Come and follow us on
LinkedIn
Instagram 
YouTube


