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The Effective CV Guide

When looking for a new position, be it through a recruitment consultancy or direct to a company, more often than not your first opportunity to sell yourself is your CV. It is very important that you spend time preparing your CV and making sure that it is going to catch the attention of the reader. 

Many people have ideas of how a CV should be presented and a number of companies will charge you money to write your CV for you. 

Axis has designed a CV template that we believe will give you the opportunity to present your career details in a clear, concise and effective way. 

Name:

Personal 

Details: 
Address and Contact Details 
Education 

Details: 
eg: GCSE, A Levels
Qualifications: 
eg: ACCA Qualified, First Aid Course 

Systems 

Skills:

eg: Microsoft, Voyager
Career 

Details:

Position (Job Title) 

Company

Dates 

Key Achievement 

Responsibilities: 

· Skills 

· Skills 

· Skills 

Reason For Leaving: 

Example CV

Name: 


Jane Smith 

Personal Details: 
123 Downing Street




London 





W1 1WW

Personal Profile: 
A forward thinking, enthusiastic Financial Manager with excellent problem solving and people management skills

Education:

ABC College




A Levels: 




Math’s

A




English

A




GCSE’s





Math’s

A




English

A

Qualifications: 
ICAS – Company Law & Accounting 
Certificate of Proficiency in Insolvency
CIMA Foundation

CAIS Risk Profiling

Systems

Skills: 
Word, Sage, Excel, Outlook, SAP, PowerPoint, Access, JD Edwards, Caseflow, Fathom, CIAS & Insight, ICC, Avaya  Dialer Systems,  Rumba, Coda and Impromptu.

Career

Details: 

Insolvency Manager




ABS Music 




January 2007 – present 



Key Achievements

· Increased member distribution by 15% by introducing new  invoicing schedules for customers on long term payment plans

· Introduced KPI’s for external Auditors, ensuring audits completed within benchmark

· Organized a seminar for external auditors outlining new policies and our 2007 objectives

· Represented the company at a major insolvency case, reduced the company’s potential bad debt from £275k to £47k

· Attended court as a key witness enabling the company to recover unpaid royalties of £125k and costs of £23k

Responsibilities 


· Reporting to the Audit Services Committee, made up of board members responsible for 4 account managers

· Collection of £1.7m unpaid royalties by maintaining an average of 100 active audits

· Managing a team of 50 external auditors 

· Responsible for company insolvencies, administrations and issuing winding up petitions

· Production of monthly financial management packs sent to Senior Managers, Directors and Board Members

· Legal proceedings and also assisting in criminal prosecutions 

· Motivating, developing and training team, setting individual and team benchmarks, targets and goals, and carrying out one to one reviews

(Please do not use italics – Just used in the instance to distinguish the layout of the CV)

As you can see the above CV example is designed to highlight your skills with a focus on your Key Achievements. A key achievement is something that you achieved up beyond your job description which is going to attract the reader’s attention. 

e.g. Implemented a new Sun accounting system reducing the companies reporting time from 15 days to 3. 

Or 

Reduced the aged debt of the company from £1,000,000 to £200,000 in 3 months. 

Here are some tips on what not to write or put on your CV:
1. No pictures, artwork or pic-arts. Keep it clean and simple 

2. No paragraphs; use bullet points
3. No spelling mistakes or grammatical errors (after spell-checking, give it to a friend to read over before sending)

4. Do not hand write your CV; always word process or produce on a computer

5. Do not have any unexplained gaps. If you went on holiday for a month or helped family out put it on your CV
6. Make sure you write the correct years and dates for all your educational years and career history
CV Template: 

Name:

Personal 

Details: 
 
Education 

Details: 

Qualifications: 

Systems 

Skills:


Career 

Details:

Position (Job Title) 

Company

Dates 

Key Achievements
Responsibilities: 

· Skills 

· Skills 

· Skills 

Reason For Leaving: 

Position 

Company

Dates 

Key Achievement 

· Skills 

· Skills 

· Skills 

Reason For Leaving:

