
Supporting the Homes for 

Ukraine Programme in Devon 

 

  

  

Factsheet 7  CV Writing   June 2023 

CV (Resume) Writing 

The key to making your CV stand out is simplicity 

and knowing exactly who you’re trying to make it 

appeal to. Here’s how to press home these points: 

 

• Keep it short – your CV is a summary, not 

a comprehensive list of every achievement 

you’ve ever made.  

 

• Consider including only your highest levels of education and offering 

reference details on request rather than spelling them out – it will look 

a lot neater and make the overall CV appear more appealing on the eye. 

 

• Tailor it to your audience - generic CVs sent out will struggle to make 

an impression. Instead, take a view on what’s relevant for each job, and 

highlight relevant work experience nearer the top of the page.  

 

• Try to mirror the language used in the job description and the 

person specification - This will show that you have read and 

understood the job application and other relevant information 

thoroughly. 

 

• Highlight your transferable skills – as well as showcasing your 

immediate abilities and technical skills, be sure to include all of 

your transferable skills 

 

• Give it a proper proof-read - read through it once, twice, three times – 

and then again. Some employers won’t even consider a CV if it is full of 

errors or grammatical mistakes. Ask a native English speaker to give it a 

sense check for you. 

https://barclayslifeskills.com/changing-worklife/the-future-of-work/what-are-transferable-skills-and-how-can-you-use-them-to-get-ahead-at-work/


 

 

 

 

• Refresh on a regular basis 

Even the most impressive CV can quickly look dated if it’s not kept fresh.  

Look back at recent projects or new experience you’ve acquired, and fit it 

in. It’s likely much easier to document it while it’s relatively fresh in your 

mind rather than rushing the day before a job application is due. 

 

• Upload your CV online  

With over 650 million members worldwide, LinkedIn has completely 

changed our understanding of what social media can do for jobs, 

employment support and workplace help. And there is a lot of evidence 

to suggest that employers are paying attention; over 80 percent of 

employers and 90 percent of recruiters review social media 

profiles for insight on candidates. Don’t forget to check your other 

social profiles for what could be considered inappropriate content by an 

employer. 

 

There are now a lot of websites and platform where you can upload your CV 

(See our employment support/where to look for a job factsheet) 

There are also a lot of local recruitment agencies, and it is always worth 

sending CV’s directly to companies that you have found online where you 

would like to work.  

 

 

Writing a Covering Letter 

 

Remember to write a cover letter to support your CV and tailor each direct 

application to suit the job that you are looking for. 

 

A covering letter can be a big boost to any CV: think of it as an opportunity to go 

above and beyond, and really show your dedication to joining a particular 

company. The letter doesn’t have to be long - often two or three persuasive 

paragraphs will do the trick. A carefully crafted letter can be especially helpful 

if you’re making an open application - and can even create roles where there are 

none. 

https://www.linkedin.com/
https://www.mrinetwork.com/media/304094/2017hiringsentimentstudy.pdf
https://www.mrinetwork.com/media/304094/2017hiringsentimentstudy.pdf
https://hbr.org/2014/02/how-to-write-a-cover-letter
https://hbr.org/2014/02/how-to-write-a-cover-letter


 

 

 

 

Here are some useful links with more information about writing your CV and 

cover letters. 

 

Resumes & cover letters | Indeed.com 

 

A CV | LearnEnglish (britishcouncil.org) 

 

Work Club Resources - Supporting Ukraine (devon.gov.uk) 

 

Filling out Application Forms 

Some job applications don’t require a CV, they ask you to complete an 

application form, this is usually done online but this may not always be the case.  

You can use the information from your CV as a starting point but you will also 

need to show the employer how both your skills and experiences match the job 

that they are advertising (job description) and that you also have the right 

experience and skills to match the type of person that they are looking for 

(person specification). 

 

Here are some links with some more advice on completing application forms. 

Application forms | National Careers Service 

Match Your Skills to the Person Specification - career-advice.jobs.ac.uk 

Ultimate Application Form: The Purpose of an Application Form 

(how2become.com) 
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https://www.indeed.com/career-advice/resumes-cover-letters
https://learnenglish.britishcouncil.org/skills/writing/b2-writing/cv
https://www.devon.gov.uk/supporting-ukraine/work-club-resources/
https://nationalcareers.service.gov.uk/careers-advice/application-forms
https://career-advice.jobs.ac.uk/jobseeking-and-interview-tips/jobseeking-and-interview-resources/match-your-skills-to-the-person-specification/
https://www.how2become.com/resources/the-ultimate-guide-to-completing-an-application-form/chapter-1-the-purpose-of-an-application-form/
https://www.how2become.com/resources/the-ultimate-guide-to-completing-an-application-form/chapter-1-the-purpose-of-an-application-form/

