
How to Write a CV
Tips from ALSA UK

Welcome to our comprehensive guide on writing your best CV. This guide is designed to provide 
you with valuable insights and practical tips on creating an effective CV, with illustrative 

examples showcasing both exemplary CV’s and common pitfalls to help you stand out in the job 
market.

Overview
A CV does not need to list everything you’ve ever done. In fact, it really is true that most employers 
spend 6-8 seconds screening your CV. Follow the steps below to write your perfect CV. 
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Comprehensive Brainstorming
Begin by brainstorming all the roles you've held, responsibilities you've undertaken, and skills you've gained throughout your
education, work experience, internships, volunteer work, and extracurricular activities. This will serve as a foundation for selecting and
prioritising the most relevant information to include on your CV. By starting with a thorough brainstorming session, you ensure that you
don't overlook any valuable experiences or skills that could enhance your CV.

Showcase Your Achievements with Quantifiable Results
Employers are often more interested in what you have accomplished rather than just your responsibilities. Whenever possible, quantify
your achievements using numbers, percentages, or other measurable indicators. For example, instead of simply stating that you
increased sales, specify the percentage increase or revenue generated. Quantifiable results provide concrete evidence of your
capabilities and make your CV more impactful and persuasive to potential employers. If you’re in a role where you don’t have
quantifiable results, use active words to showcase your skills e.g. analysed, coordinated, designed, developed, liaised...
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Tailor your CV
Tailoring your CV to the job specification is crucial for maximising your chances of getting the job. By aligning your qualifications, skills,
and experiences with the specific requirements outlined in the job description, you demonstrate a genuine interest in the role. This not
only increases the relevance of your application but also showcases your ability to understand and meet the employer's needs. To tailor
your CV effectively, carefully analyse the job specifications, highlight keywords, and emphasise relevant achievements and experiences
that directly align.

Proofread
Spelling mistakes, grammatical errors, and formatting inconsistencies can undermine the professionalism of your CV and create a
negative impression on potential employers. Before submitting your CV, thoroughly proofread it to ensure accuracy and clarity.
Consider asking a friend, family member, or ALSA to review it as well, as fresh eyes can catch mistakes you might have overlooked. Use
spell check tools and grammar-checking software to help identify and correct errors. A polished CV reflects attention to detail and
professionalism, increasing your credibility as a candidate.



Example 1 - Finance 



*Note - this is not an example of a perfect CV. In fact as you can see in the comments, there are many 
areas Albin can improve on. Make sure you take these into consideration when writing your CV.

Example 2 - Engineering





Example 3 - Law





Final Tips
Remember to stay honest and authentic on your CV to build trust with potential employers.  
Don’t make the mistake of not updating regularly. Keep your CV up-to-date with your most 

recent experiences, skills, and accomplishments. This ensure that your CV reflects your current 



qualifications and increases its relevance to potential employers. Approach CV writing with a 
positive mindset and confidence in your abilities. Your CV is a reflection of your professional 
identity and potential, so convey enthusiasm and optimism about your career aspirations and 

what you can bring to the table. You’ve got this. 

GOOD LUCK


