As a professional recruitment agency we deal with many applicants asking for advice with regards to the length of resumes. Most candidates are advised that a CV should be no more than 2 pages long. We believe that if you have had over 5 years experience within the industry then you should be able to expand your resume to 3 ½ pages.

The majority of candidates will send in a generic resume for any position advertised. We suggest that a candidate will tailor their resume to fit the specific position applied for. 

Below is an example CV you may wish to use.
-------------------------------------------------
Name

Address, Telephone Number, E-mail address

Summary

A summary should be anything from 5 – 10 lines of information giving a future employer a snap shot of your career, personality etc. This should include any key achievements specifically over the last 5 years. We would strongly advise that this summary is tailored towards any specific job application that is of interest to you.

Employment History
Role (E.g. Project Manager) – Company (E.g. Browns Ltd) – Dates (E.g. Jan 2004–Present) 

Responsibilities & Achievements: 


· This should include your day to day duties in your current role. 
· Don’t put this down as a role description. 
· It should be your day to day activities in bullet pointed format.  

· Also include any key projects that you have been involved in which are outside your general day to day activities and key achievements.

Key Skills: 


· For example technical or job specific skills. 
· For example – C++, Unix, Visual Basic, Prince 2, Microsoft Word, MS Access. 
· Or the equivalent within HR, Accountancy, Procurement etc. 
· Skills should be covered by the most important first

Role (E.g. Project Manager) – Company (E.g. Browns Ltd) – Dates (E.g. Jan 2004–Present) 

Responsibilities & Achievements: 


Key Skills: 


Please make sure that all the dates in your resume tie up. If you have any gaps in your dates then please explain the reason for this

Professional Training


This section should include any relevant training experience in your professional career
Course:
e.g. Prince 2
Location:
e.g. Edinburgh
Date:
e.g. February 2003
Course:
e.g. Prince 2
Location:
e.g. Edinburgh
Date:
e.g. February 2003
Education History

This should include your high school education through to any further education such as college or University qualifications.

Dates:
e.g. 1990 – 1996
Institution:
e.g. Edinburgh University
Qualifications:
e.g. 2:1 – Computer Science
Dates:
e.g. 1990 – 1996
Institution:
e.g. Edinburgh University
Qualifications:
e.g. 2:1 – Computer Science
Interests

This section gives you the opportunity to detail your out of work activities. This section should be between 2 – 3 lines of information which will allow a future employer to gain an understanding of your current hobbies and interests.
