Good CVs and Cover Letters

CVs

Clarity
Good design
Error free
Factual, Informative and Engaging
No contractions used (wasn’t, didn’t, couldn’t, haven’t, don’t, etc.)
Emphasises skills, knowledge and achievements
Flowing structure
Uses reverse chronological order
Includes a strong, clear (correct!) personal statement
Not cluttered with icons or colour
Does not start with ‘curriculum vitae’
Does not use ‘very’ 
Captures your character

Cover Letters/Personal Statements

Engaging and clear
Error free
Emphasises skills, knowledge and achievements
Flowing structure
Clear paragraphs (not one sentence and then split)
(For example, I often get paragraphs included in student papers and in cover letters that split up paragraphs into sentences.
When split like this, it is wrong and should not be done as it makes the paragraphs unclear and difficult to understand.
Please do not do it. As you see, this example is wrong!)
No contractions used (wasn’t, didn’t, couldn’t, haven’t, don’t, etc.)
Probably has a short first sentence, detailing the purpose of the letter or statement
Short, strong final sentence
Does not say ‘See attached CV’
Can be read as a complete picture of you without reading your CV
[bookmark: _GoBack]Shows motivations, and drivers of decision making (not just a list of facts or experiences which is your CV)
Perhaps tells a few short stories (with a point!)
Well designed and easy to read
I strongly recommend that you show each other your CVs and Cover Letters/Statements to exchange some constructive criticism.
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