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CEO Discussion File
The 15 most common CV writing mistakes
– and how to avoid them
Written by Colin Thompson

The same common CV mistakes crop up time and time again. Too many
jobseekers miss out on their dream job because of a small number of easily
avoided blunders. These tips come from a comprehensive analysis of over
2,500 CVs to derive a ‘Top 15’ most common CV writing mistakes:

1. Inclusion of photographs
People often include photos of themselves on their CV. Don’t! Unless you are
applying to be a model or wish to work as an actor/actress then including a
photo with/on your CV is definitely not recommended – at least not within the
UK.

2. Inappropriate heading
Your CV should be headed with your name – and just your name – boldly and
clearly – before any other details – contact details, etc. They should no longer
be headed ‘Curriculum Vitae’ or ‘CV’. It’s very old-fashioned.

3. Missing or inappropriate email addresses
Whilst having no email address at all on your CV is clearly a problem, it’s not
something I see very often. Far more common is the use of fun or jokey email
addresses. Whilst these may be fine for corresponding with friends and family,
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employers will probably regard more ‘serious’ email addresses as simply more
professional.

4. Superfluous personal details at the top of the CV
My clients often feel that it is compulsory to include details such as their
marital status, nationality, number (and ages) of children/dependants, etc.
Whilst, yes, it certainly used to be the norm to include this sort of information
on a CV, it is now increasingly rare, given modern anti-discrimination
legislation, to find these sorts of details on a CV. They simply aren’t relevant.

5. Lack of clear section headings/separation of sections
It is vitally important for your CV to be easy for the reader to scan quickly and,
to this end, clear section headings and separation of sections is essential. I
often recommend the use of lines or other graphic devices in this respect,
although there are other ways of achieving a clearer separation.

6. Writing in the first person
The words ‘I’ and ‘me’ are often used repeatedly in homemade CVs. CVs should
be written exclusively in the third person. It might seem unnatural to write a
document about yourself and yet never use either ‘I’ or ‘me’ but recruitment
experts conclusively agree that this is the best way to do it. Don’t give your
reader I-strain!

7. Lack of proper Professional Profile
A Professional Profile is a brief statement at the very beginning of a CV which,
in the space of a few short lines, conveys to the reader an overall impression of
your key personal and professional characteristics. It’s essentially an
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introduction and should give the reader an overview before they read on in
further detail.

8. Inappropriate section order
It’s extremely important to choose an appropriate order for the various
sections of your CV. For example, the decision whether to put your Education &
Qualifications before or after your Career History is critical. It all depends on
what is your greater selling point.

9. No bullet pointing
In today’s fast-paced world, recruiters no longer have the time to read large,
solid blocks of prose. They need to extract the information they need – and
they need to do it fast. Long paragraphs of prose are tiresome for a recruiter to
read right through and, as a result, many simply won’t bother.
And this is where bullet pointing comes in...

10. Reverse chronological order not used
It is a standard convention on CVs to use reverse chronological order, i.e. to
present your most recent information first, followed by older – and
consequently less relevant – information. And I would strongly suggest you
make sure your CV conforms to this.

11. Excessive details of interests
You should aim to keep your interests section brief. As with every other aspect
of your CV, do include what you feel will count in your favour – but be selective
about it. Choose carefully. You may indeed have a passion for model railways –
but do you really want the recruiter to know that?!
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12. Date of Birth included
I often get asked whether or not you should include your date of birth (or age)
on a CV. No, you shouldn’t. Not since the introduction of The Employment
Equality (Age) Regulations 2006.

13. Referees included
Details of referees generally shouldn’t be included on your CV. They’re a waste
of valuable space! They clutter it up and, more importantly, you will find that
your referees get pestered unnecessarily by time wasters. By the time they
have handled their umpteenth enquiry of the day, they are a lot less likely to
say nice things about you!

14. Spelling, Grammar & Typos
It is impossible to stress enough how important this issue is. Spelling and
grammatical errors are amongst the most irritating errors a recruiter sees,
amongst the most damaging errors you can make – and are also amongst the
most easily avoided. The answer is to check, check and check again – and then
have someone else check for good measure!

15. Length
This is one of the most common problems I see when people prepare their own
CVs – they’re quite simply too long. I have seen CVs over 30 pages long (true!)
with photocopies of all their certificates on top of that. This is not an
autobiography you’re writing. It’s a curriculum vitae. It’s a lot shorter!
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About the author Colin Thompson:

Colin is a former successful Managing Director of
Transactional/Print
Manufacturing
Plants,
Document
Management/Workflow Solutions companies and other
organisations, former Group Chairman of the Academy for Chief
Executives, Non-Executive Director, Mentor - RFU Leadership
Academy, Mentor - Coventry University, Mentor - The Chartered
Institute of Personnel and Development, helping companies raise their
`bottom-line` and `increase cash flow`. Plus, helping individuals to be successful
in business and life in general. Author of several publications, research reports,
guides, business and educational models on CD-ROM/Software/PDF and over
1000 articles published on business and educational subjects worldwide. Plus,
International Speaker/Visiting University Professor.
www.cavendish-mr.org.uk
www.colinthompson.org.uk
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