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The 123CV CV Handbook offers practical guidance for
crafting effective resumes. It covers essential
components, formatting, and content strategies,
helping individuals create impactful CVs that stand out
to potential employers and increase their chances of
securing desired opportunities.







THE 1,2,3'S OF CV'S

WHAT IS A CV?

WHY DO | NEED ONE?

DO | REALLY NEED ONE?




WHAT DOES A CV NEED?

MOST CV'S HAVE FIVE PARTS THAT MAKE UP THE CORE OF THE
DOCUMENT THERE ARE ALSO OPTIONAL SECTIONS YOU CAN ADD AS
YOU DEVELOP YOUR CAREER.
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TOP 10 CV CREATING TIPS

1.TAILORING A CV

Tailoring a CV involves customizing its content
to match the specific job requirements, and
showcasing relevant skills and experiences for

maximum impact.

3. RELEVANT EXPERIENCES

Leveraging relevant experience in a CV
demonstrates practical suitability for a
role, showcasing accomplishments that
align with job requirements.

S5.PROOFREADING

Proofreading in a CV ensures accuracy
and professionalism. It eliminates errors,
enhances clarity, and presents a polished
document to employers.

7. BULLET POINTS

Bullet points concisely present
achievements and responsibilities in a CV,
enhancing readability and highlighting
key qualifications for employers.

9. REFERENCES

References on a CV: Optional section with
contact details of individuals who can
vouch for the applicant's skills and
character.

2.USING KEYWORDS

Utilizing keywords in a CV enhances visibility.
Tailoring industry-specific terms highlights
qualifications, increasing the likelihood of
being recognized by automated systems and
recruiters.

4. ORGANISATION

Effective = CV  organization enhances
readability. Clear sections, bullet points, and
chronological order help employers quickly
grasp skills, experience, and suitability.

6. APPROPRIATE FONT

Choose legible fonts like Arial, Calibri,
or Times New Roman. Maintain
professionalism and readability,
enhancing the overall CV presentation.

8. EXCESSIVE DECORATION

Excessive decoration in a CV, like elaborate
fonts and graphics, can distract from
content and professionalism, undermining
the document's purpose.

10.DIGITAL VS COPY

Choosing between a hard copy or digital
CV: Hard copies are tangible for interviews,
while digital versions are easily shareable

and updatable.
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