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A decent CV 
might get you a 
job, but a brilliant 
one will advance 
your career.

So it’s essential that you see your CV as 
a sales tool rather than a simple record of 
your skills and experience.

This guide concentrates on the things that 
will make your CV have a lasting impact.
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A large proportion of CVs received for every job are generic – 
in other words, they’ve not been customised. By adapting your 
CV for every position you apply for, you’ll immediately jump 
ahead of many other candidates.

It doesn’t have to be overly time-consuming, either. Get a 
clear understanding of the job specification, and simply place 
more emphasis on the relevant skills and experience you 
have. Also, make sure that your employer can find whatever 
they’ll be looking for quickly and easily. Customising your CV is 
essential, and it’s the first thing you should be thinking about.

Customise your 
CV for every job
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Prove, don’t claim it
If you’re applying for a sales position, it’s very easy to say 
‘I’m brilliant at selling’, but it’s much harder to prove it. 
Supporting what you claim on your CV means showing an 
employer how you did something, not just what you did.

Show the specific results and benefits of your work and you’ll 
quickly gain the trust and respect of prospective employers.

Make it professional
Employers make decisions on CVs in a matter of seconds.  
If you want your CV to be looked at for longer, you’ll need to:

• Use simple, professional formatting.

• Use a simple, professional font (Arial or Times New Roman).

• Check your CV thoroughly for spelling and grammatical   
 mistakes (get someone else to check too).

• Be concise – keep your CV to no more than two pages.
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Be honest
For many reasons, honesty on your CV is essential.

Lying about qualifications is not only immoral but illegal. Lying about what 
you did at a previous job or how long you were there for is often exposed 
– recruiters are very good at spotting these things. If you find you need 
to lie or exaggerate to suit the position you’re applying for, it’s likely that it 
isn’t the right position for you. And be honest about career gaps. Travelling 
doesn’t make you less employable, and neither does redundancy.

Focus on your ‘CV hotspot’
Assuming that your personal and contact information is at the 
very top, the most important section of your CV is the upper middle  
area – this is where the recruiter’s eyes will head first.

Because of this, make sure this section includes all of the best,  
most significant and most relevant things about you.
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Recruiters and employers read a lot of CVs, and a lot of candidates 
describe themselves in very similar ways. You need to be professional 
and meet certain standards and expectations, but you also need to 
give them something different to spark their interest.

• Consider the things people have said about you in previous jobs.

• Was there anything unique about the work you did?

• What did you do that no one else could?

• Find something special and attention-grabbing.

Think about what 
makes you different



Need help?
Work with IRC, and you’ll get advice 
and support to prepare you for your 
first day as part of our service.

IRC are an international managed services and 
outsourcing company that brings simplicity to 
complex recruitment processes. 

Find out more about how IRC can help you with the 
next step in your career by visiting our website.

11 Ely Place, Dublin 2, Ireland

T 01 661 0644

F 01 661 0648

W www.irishrecruitment.ie
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