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Russam GMS “CV Guidelines”

Research has shown that the average CV has a mere 20 seconds to make an impact when it hits the desk of the average recipient.
This may seem terribly unfair - your life story in 20 seconds! - it sounds impossible. But look at it another way. Your CV is like a television advert. That has about the same amount of time to get its vital message across.

Just think of the huge amount of research that goes into making that advert stick in people's minds.

· What is the key message?
· Who is the target audience?
· What are they looking for? 
Ask yourself how many busy senior executives -maybe you yourself in your past experience have refused to look at documents running to more than two pages. And how much time have you given to CVs that have hit your desk? One of our executives owned up to five seconds.

Starting off:

After your name and contact details your CV should start with a strong and succinct opening statement - 2/3 sentences max, describing your professional product, e.g. "An Interim Manager with considerable experience as a CEO in xyz sectors/markets etc. 
Key specialisms include etc etc.". 
In our view the narrower the focus the more successful as an Interim Manager you are likely to be.

“Key Skills/Competencies”
How should Key Skills/Competencies should be included? 
This Should be restricted  to hard skills only so do not tell your reader that you are charismatic, a born communicator, a great motivator, a skilled team leader, a financial genius, as this is purely subjective! Key skills should be about 6/8 short statements such as follows:

· Well experienced at major cost rationalisation programmes

· Led company acquisition projects to expand into new global markets

· Negotiated several JV and other business collaborations internationally
“Career Summary”

Your Career Summary should follow next. Focus on the last 10/15 years and for each job clearly state the name of the organisation, the years/months you worked there, what it does & its size and your job title with a short 1 or 2 sentences as to what the role encompassed.  Then list a very brief summary of 4 to 8 relevant key achievements for which you have been responsible for over the tenure of the role such as:
· Increased turnover by……

· Reduced costs by…………

· Improved sales by ……………

· Improved sales by ……………

If you have completed interim roles then for each write as above describing your terms of reference for the contract (job role) and the outcomes (achievements) under the heading of Interim Management Roles

For roles you were in over 15 years ago simply write one short paragraph summarising the salient features of all these from leaving fulltime education and head it Early Years

To finish:

Finally state what tertiary education and professional qualifications you have completed and any significant and relevant training courses. You may also want to add an interest section if you have any ‘interesting’ interests that perhaps enhances your CV or you think will  differentiate you from others in a positive manner.

Other tips are:

How many pages? If you have hooked the reader on page 1 then a second (and if absolutely necessary a third) page might help clinch the interview decision. You should focus not so much on what you did but on what you actually achieved. 

The document should be in Word format and not PDF

Layout and typeface - Use Arial or Calibri 11pt or 12pt which is recognised as the most legible on a pc screen. Use of bullet points and bold for headings is acceptable but avoid multiple font sizes, differing typefaces, underlining, boxes or colours. Avoid putting details in headers or footers as this appears faded on screen. Do make the layout look as appealing and easy on the eye as possible with plenty of white space and short sharp statements.

Key words - these are crucial as word searches frequently used to search for suitable candidates e.g. MRP, SAP, Supply Chain Management, CRM, MBO, Prince 2 etc, etc. It is also important that you name companies you have worked for or been a major supplier to. Every profession or discipline has its keywords - we and our clients will be looking for them.

A good CV will not guarantee you getting an interview with the client, but a bad CV will definitely lose it for you.

Final tip - always try out the CV on a good business friend, who will give you an honest opinion. Like any marketing document it needs continual re-appraisal and refinement.
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