
How to Write an Impressive CV or Resume
A CV (Curriculum Vitae) or resume is your first impression when applying for a job, internship,
or scholarship. It showcases your skills, education, and experience to potential employers.
Writing a great CV doesn’t have to be difficult. Follow these steps to create one that stands out.

1. Start With Personal Information

At the top of your CV, include:

● Full Name

● Contact Information: Phone number, email address, and home address (optional).

● Professional Profile/Objective: Write 2-3 sentences summarizing who you are, your
skills, and your career goals.

Example:
“A dedicated marketing graduate with strong communication skills and experience in social
media management. Seeking an opportunity to contribute creative ideas and grow in a dynamic
environment.”

2. Highlight Your Education

List your educational background in reverse order (most recent first). Include:

● Degree or qualification (e.g., Bachelor’s in Computer Science).

● School/college name.

● Graduation year.

● Optional: Mention grades or achievements (if impressive).

Example:
Bachelor’s in Business Administration
ABC University, 2023
GPA: 3.8/4.0

3. Showcase Your Work Experience

If you’ve worked before (part-time, internship, or full-time), list:

● Job title.

● Company name.



● Dates of employment.

● Key responsibilities and achievements (use bullet points).

Example:
Marketing Intern
XYZ Solutions, June 2022 – Dec 2022

● Managed social media accounts and increased engagement by 25%.

● Designed marketing campaigns that boosted website traffic by 30%.

4. Highlight Your Skills

Make a separate section for your skills. Include both:

● Technical Skills: Examples: Microsoft Office, programming languages, graphic design.

● Soft Skills: Examples: Communication, teamwork, problem-solving.

Example:

● Proficient in Adobe Photoshop and Canva.

● Excellent organizational and time-management skills.

5. Add Certifications or Training (Optional)

Include any additional courses, certifications, or training programs relevant to the job.

Example:

● Certified Digital Marketer – Google Digital Garage, 2023.

● Advanced Excel Training – Coursera, 2022.

6. Mention Your Achievements

Add any awards, scholarships, or notable accomplishments. Keep it short but impactful.

Example:

● Winner of the National Debate Competition, 2021.

● Secured a scholarship for academic excellence in 2022.

7. Keep It Well-Formatted



A good CV should be easy to read. Follow these tips:

● Use a simple, professional font like Arial or Times New Roman (size 10-12).

● Keep it to one or two pages.

● Use bullet points for clarity.

● Leave enough white space for a clean look.

8. Tailor It for Each Job

Customize your CV for every job application. Highlight the most relevant skills and experiences
that match the job description.

9. Proofread

Always check your CV for typos, spelling errors, and formatting mistakes. Ask a friend or
mentor to review it before you send it out.

10. Save and Share Professionally

● Save your CV as a PDF to maintain its format.

● Name the file appropriately, like YourName_CV.pdf.

By following these steps, you can create an impressive CV that leaves a positive impression.
Remember, a CV isn’t just a list of details—it’s a way to showcase your potential and convince
employers you’re the right fit!


