Producing your CV
A good CV is essential when you are seeking a new post whether directly or through a consultancy.

It is the first impression you make on a potential employer and yet so many CVs do not do justice to the candidate. The candidate clearly has not taken the time to ensure that it contains the right information set out in a clear and concise manner.
A potential employer may only take a few minutes on each CV  to decide whether to take the candidate to interview so make your CV stand out. 
DO

Keep it succinct, 2/3 pages in general but do give more space to recent relevant employment rather than spending the same amount of space on  something you did many years ago. 
After a short introduction go straight to your employment history in reverse chronological order. Make sure dates are clear and that the information is displayed consistently. The go on to Education and professional memberships and finally personal details and interests. You need to show on the first page why the employer should carry on reading.
If you write a profile then do make it say something relevant about you and why you would be a good candidate for the role and not just a list of adjectives that are commonplace. E.g dynamic and self-motivated.

Do keep a basic CV but adapt for each job highlighting particularly relevant experience. This assists in keeping the length of the CV manageable.
Do use headers and bullet points to make it clear and easy to read but do ensure that there is a depth of information. Do note achievements as well as responsibilities.

Make sure that you can verify, explain and elucidate on any aspect of the CV. Prepare to provide examples .

Don’t
Lie. There is a line between promoting yourself in the best way and telling outright lies. You may face dismissal if you are found to have lied on your CV.

Leave gaps in your work history without explanation.

Do not include everything you have ever done. Make sure it is all relevant and adds to your suitability for the job.
Do not try to be humorous. It may not be received as intended.

If you list interests, think about what they say about you and how you would fit culturally. Only put genuine interests or just leave it out.
Suggested Layout for your CV
Name







Contact details
Nationality

Visa/ immigration status or permits if applicable
Profile
Brief idea of who you are and why you would   suit role advertised

Career History

In reverse chronological order

Professional Qualifications

Education
Reverse order. Keep succinct. E.g If you have a degree then only need number of GCSEs  
Professional Memberships




Fluent languages
Only put fluent languages in which you could converse for business purposes
IT Skills

Full address

Interests
Other information
Anything pertinent which is not covered by standard CV/eg if you are applying for a job in a different location explain why and your ability/desire to relocate

