The Perfect CV –
Questions, Answers
and Tips

Preface
and
Today’s
Market
Today’s recruitment market is
more competitive than ever in
the UK. The effects of the
financial downturn have
resulted in the ageing
population being faced with
a reduced number of senior
jobs and more graduates
competing for entry level roles.
For nearly every recruitment
process there are three stages that
are mandatory for every candidate.

The job search is increasingly simple.
Online search engines such as Google,
social media engines such as LinkedIn
and jobs boards such as Reed.co.uk
and Monster have left candidates with
an array of jobs to choose from like
which they have never seen before.
The CV stage is somewhat harder.
The CV is one of the two most
important short documents of
your career, it can make it,
or it can break it.
You should take the time to invest
in it and perfect it, but to do that,
it is important to know what good
looks like.
What is it that that recruiter and
potential employer are really looking
or from their next candidate/employee?
We asked our key clients some
questions to try to find out.
The list on the next page provides an
overview of what our clients really want,
with direct exact quotes and a helpful
summary for your usage.

The job search, the CV, and
the Interview!
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What sends
a CV to the
“No” Pile:

06.

01.

08.

Spelling mistakes, too small a font,
unconcise conclusions.

Bad layout, poor grammar, spelling
and punctuation.

02.

09.

Unfocused and wordy without
referencing relevant achievements.

Contradictions in the document.

03.
Too much irrelevant information on
previous jobs.

04.
Someone who has moved jobs too
much or has unexplained employment
gaps. Spelling mistakes and sentences
that are too long!

05.
Layout, an unprofessional email
address and too much information.

T: 0207 118 4848

Too long.

07.
A mismatch between experience of the
candidate and the role and evidence of
a candidate jumping from role to role
every year or so without clear reasons.

10.
Anything that is wordy or disorganised.

11.
Long CV’s, candidates not using
professional fonts, coloured fonts.

12.
Spelling mistakes, arrogance and
poor layout.

13.
A photo, too many words
bunched together.
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“The effects of the
f inancial downturn
have resulted in
the ageing
population being
faced with a
reduced number
of senior jobs”
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How do you feel about
creative layouts?
• As long as they do not detract from
content and are easy on the eye,
there is no problem.
• Very happy to receive any layout as
long as the content doesn’t suffer.
• Best to keep it plain and simple.
• Everything should be easy to read
with the most important information
at the top.
• Not a supporter!
• Happy with this, a personal touch is
always welcome and helps show
character!

• If a role is creative, then get creative.
• If the role requires it yes, and I quite
like a photo in the top right corner.
• Hate them.
• A waste of time and annoying.

What should a CV
include?
• Enough details to provide a taster of
the candidate with tangible evidence
without too much detail. A fine
balance!
• Relevant qualifications, past
experience and achievements,
achievements achievements!

• Some thought given to overall
presentation is a good thing.

• Qualifications, personal contact
details, relevant experience and
references.

• I dislike them, they should be easy to
read and factual.

• Work history with tasks for the last two
jobs, education and achievements.

• They are an indication of initiative
and self-thought.

• Name, address, contact details,
key skills, profile, career history
and education.

• I like them, tailor them to the
organisation to which you
are applying.
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• Summary of achievements applicable
to the role and history.
• Well considered thought out
introduction and a bold statement
of intent, a complete employment
history and a list of achievements.
• Name, contact details, education,
experience and a personal profile.
• Current position, job history,
qualifications and experience.
• Relevance in experience,
achievements, qualifications.
• Achievements, not a recital of job
descriptions.

What is the ideal
length?
• No longer than 2 sides of A4, in a font
size of 12.
• No more than 2 sides of A4.
• A couple of pages, it is easy to
get bored.
• No more than 3 pages.
• 2 pages.
• 2 to 2.5 pages at most.
• There is no ideal length.

• Achievements, and a personal touch.

• 2 to 3 pages.

• Career history, education and
references.

• 2 to 3 pages.
• 2 to 3 pages max.
• 2 sides of A4.2.
• 2-3 pages.

T: 0207 118 4848

| E: recruit@maxwellstephens.com

“A client is happy
to receive any
layout as long
as the content
doesn’t suffer”
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So, what
does this
tell us?
There are clear patterns of answers
from our clients. The key seems to be
when writing your CV to ensure the
following:

01.
Be clear and concise and proof read
that your document is relevant, easy on
the eye and does not make mistakes

02.

03.
Creative layouts? Consider
your audience.
If the role is creative then embrace it.
If the role is more formal consider a
more traditional approach. Perhaps
review the companies website and tone
and tailor your CV to match? Either way,
allow the document to ensure that it
reflects your best traits in a clear,
concise and relevant manner.

04.
Ensure your CV includes your contact
details, ACHIEVEMENTS, career
summary, references and qualifications.

05.
Ensure your CV is 2 pages in length.

Avoid contradictions, arrogance and
irrelevant statements.

Following this exercise, we asked our
candidates what would they like to
know?
The next few pages are some
examples of our answers which
incorporate the above guidance:
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Q: How do you
determine transferable
skills?
If you are applying for a role in a
different industry or sector, consider
your audience and remove industry
specific jargon. Focus on tangibles
such as time, quality and cost. These
are understood by every reader
regardless of background.

Q: Why do senior
experienced people get
overlooked for jobs
they apply for?
Often these are the most competitive
of positions. It is likely that there is
someone equally or more experienced
vying for the same position. In some
instances it may be that a recruiter
feels a candidate is “over-qualified”.
They will think this is bad because the
individual may not stay motivated long
in the position they are applying for
and could have a poor relationship
or lack of respect for the proposed
line manager.
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Q: Why won’t recruiters
give constructive
feedback to unsuccessful
candidates?
Often, recruiters receive hundreds
of CVs for a particular job and it
may be that you only receive generic
automatically generated emails in
response to your CV, both to
acknowledge receipt and to confirm
you have been unsuccessful. Don’t
be afraid to pick up the phone and
enquire. Don’t take no for an answer,
be polite and constructive and you will
be remembered for the next time. The
key is to get into the recruiters inner
pool of candidates.

Q: Do recruiters ever
recruit someone that
doesn’t have the exact
job title they are
going for?
Yes, consistently. Whilst recruiters
do search for candidates by using
keywords, this is not the only
technique utilised.
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Q: Is it possible to be
too young or too old
for a job?
No. Age discrimination is in place for
all individuals even before employment
begins. The legislation covers
individuals in the UK from the
moment an application is submitted.

Q: How do I prepare
for a final interview
when I have already
been asked lots of
questions in an
initial interview?

Q: Why does my CV
keep getting ignored
by one particular
employer or agency?
Pick up the phone, ask them and find
out. It might be something specific or
it might be a coincidence. Dialogue
will only help this kind of situation.
Get in touch with individuals directly
via social media sites such as
LinkedIn if that is possible.

This very much depends on each
individual case. However the key in
both stages, is to answer the question.
If the panel members are different,
don’t be afraid to give the same answer
you gave at the first stage if the same
question is asked. Always try and think
of 2 or 3 options as answers for a
question and ask the panel which they
would prefer, this shows greath depth
of understanding and flexibility.
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In
Conclusion
It is evident from the above that most
recruiters and employers are looking
for the same traits when shortlisting
CV’s.
The above outlines a key tick box list
of things that you should ensure
you cover when creating your CV.
In addition, it is important to remember
that the CV screening and the interview
stage is a two way process and every
candidate has the ability to make the
job easy for the recruiter and employer
by being clear, concise and relevant.
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“We hope this guide
has helped you to
understand some
of the finer details
of writing the
perfect CV”
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A FINE
POSITION
TO BE IN
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