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OUTPLACEMENT SUPPORT 

 

BUILDING A GREAT CV 

 

First things first 

 

If you have recently experienced a redundancy, it’s important to take time out to firstly take 

care of yourself and prepare yourself for moving on.   

 

If you were with your last employer for a while or if you’ve not had an interview in a long time, 

it can seem daunting at first.  These guides should help you to think through how to approach 

it, what to think through and give you some tips on the latest developments in the world of 

recruitment. 

 

When you are ready, start to think about what it is you have to offer, then think carefully about 

what you want to do and, finally, consider what it is that employers are looking for. 

 

The first point is trickier than people think, as you might have been doing the same role for a 

while – but you need to think about what employers might want to “buy” from you. 

 

On the second point, you need to consider whether there is perhaps something that has been 

a smaller part of your role that you now want to develop, and if so you need to tailor your CV 

(and job hunt) accordingly. 

 

On the last point, it’s a good idea to find examples of the role you are interested in and get 

detailed job descriptions / profiles from adverts so you can find which points you can tick off 

your CV. 

 

Recruiters still report seeing a high number of errors on CVs, so after you have written your 

CV, it is always worth looking at again as it might still contain spelling or grammar errors.  

Once you have read through this mini guide, thought through what role you want to go for 

next and the type of CV you would like to build, have a look at the National Careers Service 

website, they have a more detailed step-by-step guide to CVs. 

 

 

 

 

https://nationalcareers.service.gov.uk/get-a-job/cv-sections
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Top tips 

 

• Don’t try & fit everything you have ever done into a CV: a successful CV will cherry-

pick the bits that meet the role you are applying for 

 

• Keep to a maximum of two pages if you can; remember that the first half of the first 

page will be where you really need to demonstrate you can do the job 

 

• We wouldn’t recommend including hobbies and interests unless you are in the very 

early stages of your career. Then, make sure they are relevant 

 

• Make sure you back up any claims you make about yourself with an example: so 

don’t just say “responsible for X department” but do say ‘managed two administrators 

in XXX department, supporting over 500 employees’ , for example 

 

• Check, check and check again and get someone else to do the same – spelling and 

grammar 

 

• Make sure your CV is presented using standard fonts such as Times New Roman or 

Arial.   Some companies use recruitment software to sift through CVs – the software will 

not necessarily be able to read CVs with fancy fonts 

 

• Make sure your name and contact details (and not the words Curriculum Vitae) are at 

the top of the CV 

 

• If it’s relevant to the sector and role you want to move to, set up a LinkedIn profile and 

start building connections with others in the field.  Make sure your profile matches your 

CV, as it’s likely to be checked as part of a recruitment process. 
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Different types of CV 

 

There are a number of different types of CV: functional, chronological, academic, creative and 

technical.  The most common ones are functional and chronological.  Read through the below 

descriptions so you can decide which one will best suit your job search needs. 

Functional CVs 

 

A functional CV format offers a highly flexible way of presenting your career history and is 

organised around what is going to sell you most effectively to your target employer. 

 

A functional CV format enables you to highlight in the first page of your CV the skills and 

experience you have that are of most relevance to the employer. It can include paid and unpaid 

work, transferable skills, qualifications, or any other additional information which will 

demonstrate your suitability. 

 

This helps if you know you have the skills and experience to do the job, but your current or 

past employment has been in a different, or unrelated, role. 

 

Where an employer has detailed specific competencies that are required in a job advert, you 

can also use these competencies as headings and provide evidence underneath of examples 

of when you have demonstrated these. 

 

You can select your headings and order them according to which sells you best.  The headings 

below are just some examples of those you can use: 

 

• Career Profile 

• Career History 

• Key Achievements 

• Key Skills 

• Education 

• Qualifications 

• Training 

• Additional Information 

• Project Experience 

• IT Skills 

• Specialist Knowledge 

 

Depending on your experience and the job in question, it may make sense to prioritise some 

areas rather than others.   

 

When should I use a functional CV? 
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• If you need extra versatility in the structure of your CV. 

• Last few roles/employers are not as relevant to the job being sought. 

• Your career path has been more haphazard than steady progression. 

• Your employment might look inconsistent, with gaps or lots of short-term roles and you 

don’t want to concentrate on any work history that could be seen as distraction. 

• Changing career direction to display your transferable skills. 

• You want a direct way to show the employer in your CV how you meet their competency 

requirements by choosing particular headings. 

• You have worked for one employer for most of your career and you want to demonstrate 

your versatility on the first page rather than emphasise your limited wider experience. 

• You want to use paid and unpaid work experience to support your application. 

 

When shouldn’t I? 

 

• Applying for a role that is directly compatible with your previous roles. 

• You can show a history of career progression within related roles. 

 

Chronological CV 

 

A chronological CV format is one where your work history and qualifications etc are displayed 

in reverse chronological order: i.e. your most recent job appears first on the CV and works its 

way backwards to your first job. 

 

It is a straightforward CV format to write as it is organised in a very logical way and is organised 

according to a historical timeline.  Employers like them because they can see very easily what 

your work history and career progression has been.  They can also see any career breaks, the 

length of each employment and any changes in career path. 

 

If you are looking for a role which is a natural next steps given your career to date, then the 

chronological CV format will be very appropriate and highlight your suitability for the role. 

Under the most recent employment section it should be possible to demonstrate relevant skills 

and experience that the employer will be interested in. 

 

It is also helpful in highlighting the names of your previous employers which can be helpful if 

they are well known in the sector you want to move to, as this might attract interest. 

 

However, if your last job(s) were not directly relevant to the role you are applying for, then a 

chronological CV might not be the best choice.  It may instead raise questions about why you 

are applying. 
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Equally if you have had several jobs, gaps between jobs or career breaks, then this CV format 

could make what is a very legitimate work history look irregular and will raise some 

questions.  In this case, you may want to look at a functional CV, as described earlier in this 

document. 

 

When should I use a chronological CV? 

 

• Your last few roles/employers are directly relevant to the job you are applying for. 

• You have been promoted and/or been given additional responsibilities throughout your 

career. 

• You can demonstrate steady employment and few employment gaps. 

• You can use well-known companies or prestigious brands to show your calibre. 

 

When shouldn’t I? 

 

• Seeking to downplay any career breaks or gaps between employment. 

• Employment includes several short-term jobs which could look like job-hopping. 

• You want to change career direction from previous career history. 

• Your responsibilities have decreased during your career e.g. demotions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

6 
 

Changing your career? 

 

Here are some tips on how to either change your existing CV or create a new CV if you are 

thinking of a career change: 

 

✓ Format of the CV 

 

Move your career history to the second page.  Use a heading like ‘Relevant Skills and 

Experience’ on the first page and include underneath anything that shows you can do the job 

you are applying for.  This section might include paid and voluntary work, outside interests 

and activities, training and qualifications drawn from any point in your career or personal life.  

This will help someone recruiting to focus on your suitability rather than be distracted by your 

previous job titles. 

 

✓ Career progression, not change 

 

Try to not describe yourself as a ‘career changer’ as this can put off recruiters who might prefer 

candidates with more conventional career histories.  Use a ‘Career Profile’ section on the first 

page of your CV to show your relevant capabilities and how your previous career and your 

new one are part of a natural progression.  In addition to this, when you describe previous jobs 

on your CV, also mention skills, expertise and achievements that are relevant to your new 

career, rather than focusing on those that were important at that time. 

 

✓ Build ‘inside knowledge’ 

 

Find out where people who are in the new job or career you want to move to hang out…they 

might post on specific specialist websites or on sites such as LinkedIn.  From these. you should 

get a feel of the challenges and concerns that people working in your new chosen field have, 

they might also share regular updates, developments, jargon / buzzwords: you can then 

potentially include some of these in your CV, to show that you are aware. 

 

✓ Watch out for gaps 

 

If this career change is new for you, you might not have everything an employer is looking for.  

It’s important to not ignore this.  Where you have gaps, you need to show how you can fill 

them.  For example, you haven’t worked with a particular online system that has been detailed 

in the job description or advert.  What you could do is explain you have worked with a similar 

system or highlight how strong your IT skills are and how you can quickly adapt and learn new 

skills.  In this current environment, some organisations may be offering free online courses 

that may help to cover some of your gaps. 
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Don’t forget to mention any training courses, qualifications, reading or voluntary work 

experience that you have done, or plan to do, to bridge some of the gaps. 


