
Session begins at 1pm

Career Essentials: Improve Your CV

The session is being recorded and will be added to 

the Careers Essentials webpage.

Please make sure you have downloaded the 

exercise sheet. 

Or download from here:
https://www.ucl.ac.uk/careers/resources/slides/career-essentials



Welcome!
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This session today is being 

delivered by Lee Pike, careers 

consultant.



Using Chat
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Careers Essentials Programme 2021-2022

• 12 title lunchtime talks.

• Small Group Work sessions (CV).

• 3 title workshops covering LinkedIn, Mock Assessment 

Centres and MBTI Personality Profiling.

• 6 module e-learning course.
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Careers Essentials Sessions Over This Week
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Your Future and How to Work Towards It 22nd Oct

Cover letters & application forms 27th Oct

LinkedIn - Sourcing Opportunities and 

Raising Your Profile 2nd Nov 



Careers Essentials Programme Autumn 2021

https://www.ucl.ac.uk/careers/sites/careers/files/career_essentials_autumn_programme.pdf
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https://www.ucl.ac.uk/careers/sites/careers/files/career_essentials_autumn_programme.pdf


Slides and Recordings

https://www.ucl.ac.uk/careers/resourc

es/slides/career-essentials

Search ‘UCL Career Essentials’

‘Careers Essentials Online’ is a 6 

module e-learning Moodle course.
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https://www.ucl.ac.uk/careers/resources/slides/career-essentials


POLL: Where are you with your CV?
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What do you know already?
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Question

What is the purpose of a CV?
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Question
How long should a standard UK CV be?

Are there any exceptions?
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What we’ll look at today

See things from a recruiter’s point of view.

Understand principles of good CVs.

Recognise the importance of evidence and 
structure.
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See things 
from a 
recruiter’s point 
of view.
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Question

What is the average number of applicants per 
vacancy?
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Number of applicants per vacancy

https://www.efinancialcareers.co.uk/news/2020/12/applicants-per-graduate-job
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https://www.efinancialcareers.co.uk/news/2020/12/applicants-per-graduate-job


A busy recruiter
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Question

How long does the average employer take to initially review 
a CV?
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How they may ‘score’ you
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Candidate 

ID

Education 

Level
Skills / Attributes Total Shortlist

?

(score 

above 5)

Problem 

solving

Teamwork

1 = 

essential

2= 

desired

Evidence on CV

0 = none, 1 = vague, 

2 = clear, 

3= very clear with result

0-8

Candidate 

A
1 2 1 4 No

Candidate 

B
2 3 3 8 Yes



Exercise to follow.

Remember you can access the resources here:

www.ucl.ac.uk/careers/resources/slides/career-essentials

Link in chat.
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Step into the recruiter’s shoes

EXERCISE: 

Read the job advert for the GYK Graduate Scheme (2 

minutes).

Type what you think they’re looking for in the 
chat.
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Step into the recruiter’s shoes

EXERCISE: 

Take 15 seconds to make an initial judgement on each 

CV.

secs

Which candidate would you exclude and why?

Type in the chat box.
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Step into the recruiter’s shoes

EXERCISE: Now take 2 minutes to make a judgement 

on each CV

Decide: Shortlist / Maybe / Reject

Who would you shortlist and why? 
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Understand the 
principles of a 
good CV.
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Key elements: CV Principles

No right or wrong way but:

Presentation

• Distinct sections, cleanly formatted.

• Succinct using bullet points, avoid chunks 

of text.

• Check spelling and grammar.
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Quote “97% of hiring managers reject 

on the basis of 2 typos.” 

Victoria McLean, an ex-Goldman Sachs 

recruiter and founder of City CV.
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Key elements: CV Principles

Logical structure

• Start with your name and contact 

details.

• Reverse chronological order for 

education & work experience.

• Most relevant sections come first e.g. 

‘Relevant work experience’ followed 

by ‘Other work experience’.
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Key elements: CV Principles

Focused and targeted

• Tailored to the position – role 

requirements and competencies.

• Contain the right key words and 

phrases (mirroring).

Targeted
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Key elements: CV Principles

Positive vocabulary: Action Verbs

• Communication: authored, conveyed, 

convinced.

• Flexibility: adapted, improvised, adjusted.

• Initiative: enhanced, introduced, 

overhauled.

• Organisation: planned, scheduled.
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Additional resources – action verbs

Search ‘Action verbs for CV’
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EXPERIENCE: If you’ve got it, flaunt it
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• Employment (paid).

• Internships.

• Work experience. 
(Bar work / Saturday job).

• Societies.

• Volunteering.

• Extra-curricular.

It’s all 

EXPERIENCE.



Describing a Skill: Quick task (2 minutes)

e.g. Problem solving:

Problem solving: A spreadsheet was set up to show 

where delays were occurring.

Versus

Problem solving: Devised a spreadsheet of 1,000 records 

and compiled data to identify where delays were 

occurring.

Resilience, Adaptability, Communication, Research, 

Analysis, Teamwork, Organisation, Leadership, etc.

Describe in the chat box a competency skill 
including the use of active verbs.
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Think of your profile as your own 

‘film-trailer’.

To profile or not to profile?



Profile Examples

Hard working and enthusiastic graduate seeks challenging role for personal 
and career development.

Second year UCL Physics student (2.1 expected) with coding experience 
(Java, Python) and part-time work experience as a youth mentor and 
delivering customer service in high pressure environments.  Treasurer of 
UCL Physics society, seeking internship in technology company.

Profile:
• Second year UCL Physics Student (2.1 expected).
• Beginner coding experience (Java, Python).
• 2 months work experience as community mentor (with youth aged 12-

15).
• Currently manage finances of UCL Physics Society (£1.5k).
• 1 year cumulative customer service experience in high pressure 

settings.

Which do you prefer and why? 



Recognise the 
importance of 
evidence and 
structure.

34



Provide supporting evidence

• Speak in terms of concrete achievements 

and detail exactly what you did.

• Use quantities.

• Draw evidence from all aspects of life 

including education, work/voluntary 

experience, interests, etc.

• Show you are global and can speak a 

number of languages.35



Structure: signposting

• Help the recruiter to find what 

they’re looking for.

• ‘Mirror’ keywords from the person 

specification.

• Bring keywords to the front of 

evidence using a ‘skill: evidence + 

quantification’ approach.
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For example, if an employer is looking for 
“research and analysis skills”

2021-present

2018-2021
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Matching yourself to their needs

DO

• Think about which skills and experiences 

are most relevant to include in your CV.

• Make it easy for the recruiter by making 

these skills clear and signposting.

DON’T

• Expect the recruiter to ‘spot’ your 

strengths amid lots of less relevant 

content.

• Turn your CV into a detailed life summary. 



Your evidence

DO

• Include details, specifics and outcomes.

• Ask yourself ‘Could they picture me doing 

this from what I’ve described?’

• Use numbers for emphasis and to 

quantify results.

DON’T 

• Limit your examples to work roles -

education, other experience and interests 

matter too.



CV Top Tips

• Be specific – tailor CV to vacancy.

• Demonstrate strengths, achievements and skills.

• Use experience to evidence skills.

• Through education, work experience, volunteering, 
etc.

• Make information as easy as possible to find.

• Layout - consistent style, size, font, sections.

• Apply Skill: evidence + quantity.

• Use action verbs

• Be concise.

• Consider using active (action) verbs.

• Make sure everything included adds value.

• Show attention to detail.
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CV writing flowchart

Check the Job 
Spec

List the 
required skills 

/ attributes

Identify how 
and when you 

meet the 
requirements

Ensure these 
are easily 

identified on 
your CV
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Next steps?

• Revisit your CV.

• Use a past job advert and identify the skills / attributes 

required. (Can also use skills section of job profiles on 

Prospects.ac.uk).

• Think how and when you met those requirements.

• Think about a ‘Skill: evidence + quantities’ bullet.

• Use action verbs to add weight to your bullet.

• Wear the recruiter’s shoes – will they be able to picture 

you doing this activity?

• Create a ‘Master CV’
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Additional resources

Examples of Academic CVs
VITAE.AC.UK

Guidance for International 
CVs
UCL GOINGLOBAL 
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https://www.vitae.ac.uk/researcher-careers/researcher-cv-examples/list-of-vitae-cv-examples
http://www.ucl.ac.uk/careers/opportunities/jobs/work-abroad


Additional resources

‘UCL Writing applications’ > ‘CVs’ > ‘How to write a CV’

How to write a CV 

 

 
A CV should not be a list of everything you have ever done, but a marketing 

document that should promote your skills and experience. In a 20 second scan 

the recruiter should be able to see evidence of your ability to do the job. 

 

 

Steps to a great CV 

1. Start with the job specification 

The starting point for CV writing should always be the 

skills and experience the recruiter is seeking. You will 

find this on the list of job requirements in the job 

advert, job description or person specification. 

Your task is to clearly evidence each of these 

requirements on your CV using examples to convince 

the reader of your ability to do the job. If you are 

applying speculatively and there is no job description, 

search for similar roles to find out the relevant 

transferable skills. 

 

2. Active language 

Use action words in your CV and covering letter to 

convey achievement and impact. Consider starting 

sentences with a verb rather than using pronouns 

(such as “I”) too much. Avoid passive terms such as “I 

had to” “I was involved in” “I was required to”. 

 
 

3. Brainstorm your skills 

Think of examples of the skills you have gained and 

how you acquired them. Draw examples from your 

work, internships, volunteering, study, and interests. 

Match your skills to the job you are applying for to 

create a CV that clearly demonstrates you possess the 

skills they require. 

 
 

4. Attention to detail 

One spelling or grammar error can be all it takes for a 

CV to be rejected, as many employers regard it as an 

indication of carelessness and poor motivation for 

the job. Triple check all spelling and grammar and ask 

someone else to proofread the final draft. Reading it 

out loud to yourself is a useful technique that can 

help you identify any errors. 

 
 
 

Guidelines on CV length 

There is no one rule about CV length, but in general 

two pages is the norm for a UK graduate CV. 

Exceptions are in investment banking where a one 

page CV is generally preferred (see the second 

example in this guide) and academic CVs tend to be 

longer (see the title CVs for PhDs for guidelines). 

Always follow the recruiter’s instructions on length. 
Examples of active words 

achieved analysed coordinated 

created demonstrated designed 

developed evaluated improved 

increased initiated liaised managed 

negotiated planned persuaded 

prioritised researched supervised 
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Search ‘UCL Careers YouTube’

45



Automated CV Feedback…
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‘UCL Writing applications’ > ‘Online CV Checker tool’



UCL Careers 1 to 1 Support

• Applications advice (20 minutes).

• Short guidance (20 minutes).

• Practice Interview (60 minutes, on condition of 

real employer interview).

• Book online in advance using myUCLCareers

(uclcareers.targetconnect.net).
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https://uclcareers.targetconnect.net/service/home.html


Find us online

www.ucl.ac.uk/careers

careers@ucl.ac.uk
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mailto:careers@ucl.ac.uk


Follow us

UCL Careers

UCL Careers

UCL Careers

@UCL Careers

Blogs.ucl.ac.uk/ucl-

careers

Careers 
Coronavirus FAQs

ucl.ac.uk/careers
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Questions?
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