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Language Matters

The text you write needs to persuade the recruiter that you have
relevant skills and experiences.

Need to think positively and write in a positive way

The impact can be increased by using some simple tips
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Use Power Words

Some words have a higher impact than others. Examples include:

Able, Accomplished, Accurate, Achieved, Adaptable, Administered, Advanced, Advised, Analysed, Appointed,
Approachable, Arranged, Articulate, Assembled, Assessed, Audited, Benefited, Budgeted, Built, Capable, Caring,
Challenging, Checking, Co-ordinated, Coaching, Commitment, Communication, Compiling, Completing, Concise,
Conducting, Conscientious, Consistent, Consolidating, Constructive, Consulting, Contribution, Creative, Cultivating,
Debating, Deciding, Defining, Delivering, Designed, Detailing, Detecting, Determined, Developed, Devising, Diagnosed,
Diplomatic, Directing, Discovery, Displaying, Driving, Editing, Effective, Eliminating, Empathising, Empowering, Enhance,
Ensure, Enterprising, Enthusiasm, Established, Examining, Exceeded, Excelled, Experienced, Expertise, Explaining,
Expressing, Extended, Flexible, Forecasting, Founded, Fulfilled, Gained, Gathering, Guiding, Handling, Helping,
lllustrating, Implementing, Improving, Improvising, Incentive, Increased, Influencing, Informed, Initiative, Inspecting,
Inspiring, Instructing, Interpreting, Interviewing, Investigating, Judging, Leading, Learning, Listening, Maintaining,
Managing, Manipulating, Mediating, Monitoring, Motivated, Mounted, Negotiating, Notable, Operated, Organised,

ications

Persuasive, Piloted, Planned, Processed, Professional, Profitability, Promoted, Provided, Qualified, Repairing,
Represented, Researching, Resolved, Resourceful, Responsible, Restored, Satisfied, Selected, Significant, Skilful,
Specialised, Stimulated, Stretched, Studied, Succeeded, Successfully, Tact, Tested, Trained, Tutoring, Uncovered,
Understood, Upgraded, Utilised, Versatile, Widened
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Most Important First

Start sentences with a key word or phrase

May consider starting a sentence with a verb or power word
> Provides a strong and clear opener
> Can make your skills and achievements stand out,
o Especially if the recruiter is speed-reading your application.
> Stimulates the reader to want to learn more about you.

Put the highest impact sections at the top of CV

Note: | originally wrote the title for this slide as
“Put the Most Important Things First”
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Avoid lists

When writing about your experiences don’t just list your activities or
duties.

May mean very little to the recruiter
> What did those duties actually involve
> What did you got out of them

Where possible, go on to describe the results you achieved and the
skills or qualities you demonstrated.
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Write in an Active style

An active style puts the emphasis on the action you took, rather than what you were
expected to do - the latter sets a rather passive tone which won’t impress a recruiter.

In the passive style, the sentences are accurate, but weak and vague.
Using the active style, the writer creates the impression that you took the initiative.

Passive style: “The project required me to research information from various sources. |
had to make conclusions and present my findings in a report. It involved
working under pressure and coping with deadlines.”

Active style:  “Researched information using various sources including databases and
scientific journals. Produced a comprehensive report that detailed my
findings which received 76% (equivalent to a ‘distinction’ level grade).
Learnt the value of prioritising tasks for effective time management.”

Note Word grammar checker can look for this
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Be Concise

Use short sentences, line spaces & bullet points

Big blocks of text can be difficult to read and don’t always look good
on the page

Help recruiters extract the key information, not miss important facts

Can mix text and bullets
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Organise the information

Organise the information

> Look how easy it is to get complex points across by splitting the text into
sections and using bullet points and bold text

> These are easier to read, look neater on the page, and grab a recruiter’s
attention to create a positive first impression

o Recruiters can see your key points clearly without real effort

Or even more concise
> You have to use short sentences and get to the point
> You need to give examples and evidence to prove your point
> This style makes it easier to read and communicate key selling points
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Use Examples

Examples bring the CV to life

May prompt questions for interview
> Remember the aim of CV is to get an interview

Wherever possible include numbers
° |Increased sales by 27%
> Completed project in 4 months
> Managed a team of 6 people



Embrace whitespace
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When formatting don’t be afraid of whitespace

Make sure that all content is relevant

Cut out distracting (non relevant) information

Leaves room for recruiter to make notes




