YOUR NAME (Qualification – e.g. MCIPS) | Your Ideal Job Title
07000 0000 | your.email@you.com | The location you work in


This is a short opening salvo – your elevator pitch for the CV, and a way to capture your reader’s attention. Lead with relevance and the value you bring. What you are, the context of your experience and a snapshot of what you can bring to your new employer. Be specific, not generic. Where there are italics, this relates to the chapter in A Career Breakdown Kit.

Talk about your key areas of specialism and how they apply. What your style and approach is, together with the impact it brings in your teams. Include some of your hard skills – particularly those which are most needed by your profession. Don’t be afraid to show a bit of your personality, a way in which you can stand out.

As long as formatting is consistent and simple, you don’t need to worry about the ATS (The truth about the ATS). Go for a font and style you like with a focus on readability. First half page counts (Principles of a good CV), for time short readers. Do worry about if you are a qualified candidate (Should I customise my CV?).

CAREER HIGHLIGHTS
	
· Role specific skills
· Relevant qualifications 
· Try to use the terminology of the jobs you apply for 
· Think about the keywords recruiters look for
· EEAT rules (Principles of a good CV)
	
· Applicable skills (Transferrable skills trap)
· Relevant tech or platforms you’ve used
· Summary notable relevant roles
· Two columns ‘might’ be less friendly for an old ATS
· Make sure these are relevant for your application










Page 
PROFESSIONAL EXPERIENCE (Reverse Chronological Order)

Job Title, Company, Location 	 Start month and year – June 2025 / date
One or two lines of context on the company. Industry? Number of employees? How big was your team? Growing / downsizing? Notable points like an acquisition. Turnover, e.g. £14m. Showing context is the hidden weapon missing from most CVs.

Another line of context on your role, and how it fit in with the business. What were you hired to do? What was the main outcome or achievement that defined your time in this position?

· Most relevant points first. What did you do? What were your priorities? Show context..
· E.g Achieved 132% of annual new business sales target (£2.6m) from cold calling.
· Include any skills, qualifications and processes that are relevant for the job you want.
· Use true, specific, provable numbers. This makes your achievements more real, and helps with readability, drawing the eye to where it matters.
· Consider “they ask, you answer.” What are the common questions you hear about your career, or the questions that should be asked? Answer those in your CV.
· Think of the responsibilities from your job description, but turn these into the problems you solved and your achievements
· Instead of “responsible for arranging travel”, try “managed all international travel for the Directors. Built relationships with key travel agents and airlines, saving £46,000 against our previous arrangements, with no issues.”
· What were you most proud of in your role? What would your colleagues say were your biggest contributions? These might heal a hidden pain that is crucial to fulfil a vacancy (Hierarchy of Pain)
· Your CV shouldn’t contradict other visible content (LinkedIn Profiles That Get found / Convert. Through-the-Line)

Unemployed 	 June 2023 – June 2024
I’m often asked how to broach gaps in a CV. My preference is to own it, and explain what happened candidly, as well as what you may have been doing in the meantime to keep up to speed. It’s your choice how you present this -if you choose to fudge dates, be aware you might be caught out 


Job Title, Company, Location	Dates – Dates 
If you have an unusual job title, that is better known as something else, make sure to clarify it. E.g. you might be called Head of Fun yet be an HR Manager – in which case go for “Head of Fun (HR Manager)”. You can always explain the context in the first bullet point.
Doing so is both key to helping hiring processes see your suitability, and to be more discoverable for keyword searches.
· The same is true for your skills, qualifications and processes - what do recruiters search for?
· These should be threaded through your LinkedIn profile in a credible way (LinkedIn Profiles that get found/LinkedIn Profiles that Convert)
· Use bold text for points you want to highlight. Don’t overdo this, otherwise it can lose effect.
· Make your bullet points for your reader. What do they need to know to see you as a viable candidate?
· Consider the first reader may be the weakest link in the chain. You need to cater to them as much as the hiring manager and other stakeholders.
· Partnered with hiring managers to gain long-term requirements and build the attraction strategy and candidate pipelines. Led cultural change management and process adoption.
· Try to avoid repeating the same sections over and over - it’s so common to have three <job titles> in a row on a CV, with exactly the same bullet points. It doesn’t look great! Show the context instead.

Job Title, Company, Location	Dates – Dates  
The modern job search has massively complicated what job seekers think they should do. It’s more important that you are a qualified candidate than having a fancy CV - if you are, your priority is to show how you are qualified.
· Don’t forget that your LinkedIn profile should be aligned with your CV. CV readers will often check you out. No fibbing! Inconsistency can be seen as a red flag
· The further back in a CV, the less detail is needed. Don’t forget to lead with relevance.
· The last 10 years are the most important.
· While ageism is real, I prefer to lean into what people may discriminate and make it a strength
· You might choose to remove older parts of your CV, or you can have a brief summary of employment
· If there’s something notable from early on, don’t leave it off! Say you are a Graduate Mechanical Engineer, applying for a Sales Director job in a mechanical engineering firm. That’s relevant.
· Defined skills and values-aligned competency matrix to drive quality and consistency across all hiring, and address bias issues.
· Launched referral programme, standardising practices, and introduced welcome bonuses for hard to hire roles.
· Educated hiring managers on Right to Work and drove compliance in partnership with Immigration and Counter Terrorism. Identified and mitigated significant potential legal and reputational risk.
· Set and managed KPI team achievement. Held regular team meetings/1-1s and coached/developed individuals.

EDUCATION

Industry qualifications	2023
Role specific training 	2015 – 2023      
Degree level or other relevant types of earlier education	 2007 – 2010
Don’t worry about GCSEs/A-levels if you have higher level education (might show your age)	1989 – 1994    

TECHNICAL SKILLS



Power BI
Workday
MS Office	
Indeed campaigns 
Google Analytics


HireVue
Linkedin recruiter
PM Systems 
Buffer
Must be relevant.




What technical skills might a recruiter search for on your CV?
Don’t miss off essential requirements!
As for how long a CV should be. Unlikely the popular narrative that it must be 1 or 2 pages – recruiters don’t care.
3 or 4 pages is fine, as long as you are concise. No waffling, repetition or irrelevance!
The length should be the consequence of your career.

How to use this template
This CV template is both ATS Compliant (which isn’t actually a thing) and Human Compliant (which is). It also helps with ATS discovery, given an application on an Applicant Tracking System is searchable for separate vacancies at the same employer – an ATS can improve your odds of securing a suitable role for this and other reasons, rather than being the villain many assume.
You’ll see it’s written in the style of a CV, and is intended to guide you in how you populate your own CV. You likely have a version you are broadly happy with, so you can read each section and apply the concepts to your own. 
While this template is useable on its own, and you can use for your own job search, it’s closely connected to the advice in A Career Breakdown Kit – you can buy it here: https://amzn.eu/d/22CLhmU. Or you can subscribe to my free weekly newsletter, which releases the book in chapters: https://www.linkedin.com/build-relation/newsletter-follow?entityUrn=7381957618950365184.
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