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In A Week
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David McWhir has been involved in management and training consultancy for over 25 years. He has worked with private, public and not-for-profit organizations across the world, including most of Europe, USA, China, India and the Middle East. With an MA in Psychology and thousands of hours of experience in training and coaching individuals to reach their potential, he is well aware of what employers look for from their new hires.

With a practical and humorous approach to the advice he offers, David is particularly interested in helping new generations prepare themselves for the world of work. He lives in Loughborough, UK, and has four children.
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Introduction

Alongside your passport, your CV is one of the most important documents you possess. In many ways, it is as important as your passport, enabling someone at a gateway to decide whether you can pass to the next stage of your career. Unlike a passport, however, a CV is a document that you can strengthen and develop as your career progresses. In fact, the phrase curriculum vitae, for which CV is an abbreviation, means ‘life path’. Look after your CV and its accurate representation of your career achievements will serve you well as you move to new career challenges.

This book will help you build, maintain and navigate your way around your own successful CV. Career-wise it remains the single most important means of getting yourself noticed and in you reaching that critical first-stage interview.

As well as having a behavioural sciences degree and having consulted to a large number of public, private and not-for-profit organizations across the world, I have spent many years in business as a manager, sifting through CVs, and will share with you the key elements of a CV that make it stand out (for the right reasons).

Prospective employers vary widely in the degree of sophistication they apply in assessing CVs as the first stage of finding the right job candidate. Increasingly, organizations are turning to professional recruitment agencies to undertake the first stage of assessment. A number of others have started to use software to pick up on key words and phrases in electronically submitted CVs. What is clear is that, in economically challenging times, organizations are necessarily ruthless in reducing the high volumes of CVs they receive down to manageable numbers. In order to stand a realistic chance of passing through this rigorous first stage, your CV must be extremely well constructed, concise and relevant.
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Refer to this book every time you amend your CV (which, as we shall see, should be done every time you apply for a new role), and this discipline will ensure that you give yourself the best means of portraying your skills, experience and most important qualities in a way that managers and the increasingly used external recruitment agencies expect.

A proportion of what is contained in this book may fall under what can be called common sense. In my time, however, I have seen many CVs that do not even come close to meeting what would be called minimum standards. I have therefore included every relevant detail I can think of, whether obvious to me or not, in the hope that it will help you get the role you desire.

I will use the term ‘CV’ throughout this book as a description of the document initially presented to a potential employer, in which you describe your career and achievements to date. In some cultures and countries, such a document is referred to as a resumé (or résumé) and there is some debate as to differences between the two documents. However, any differences are essentially a matter of style rather than in core content.

Throughout the course of this book, I will also refer to the role applied for as a ‘position’, ‘job’ or ‘vacancy’ and in doing so I am referring to the same thing. I will also refer to the organization to which you apply for a role by a range of descriptions, simply for the sake of variety. Therefore, terms such as ‘employer’, ‘prospective employer’, ‘employing organization’ and ‘potential employer’ mean the same thing. However, it is worth pointing out at this stage that a CV or similar representation of one’s skills, experience and achievements is equally important for the increasing number of people who operate as self-employed or agency personnel looking to win contracts or other types of work where any type of selection process is involved.
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