
Careers Masterclass 
Writing a strong CV 

Lecturer:  Serena Spoendlin
School of  Economics and Finance 



Career Masterclass – Writing a strong CV

What we will cover:

● Challenging frequent assumptions 

● What should a CV look like (structure)

● Tailoring your CV 

● Demonstrating your skills 
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Challenging frequent assumptions:

●  Recruiters will not read through your entire CV – on average they spend 6 seconds 

looking at it (many firms use computer systems to scan your CV for keywords)

● Recruiters will not read both your Cover Letter and CV. Both Documents need to be 

able to stand on their own as a sales document. 
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What should a CV look like: 
1- page (for Finance/Consulting) document, with the following sections (order can vary):  

● Name / Contact details  

● Personal Profile / Key skills (optional)

● Education

● Employment History 

● Extra-curricular / Positions of Responsibility

● Skills (IT / Languages)

● Hobbies/Interests (optional)

● References (Available upon request)
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What should a CV look like: 
Format:  

●  Simple word format

● Reverse Chronological order (start sections with most recent experience)

● No headers and footers

● Easy to read font 

● No DoB, Nationality or Gender 

● No Foto 
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Steps to Tailor your CV:

1) Identify the skills the employer is looking for. 

● Job Description

● Company Website

● Speaking to people

2) Tailor your CV to demonstrate the skills they are looking for!
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Step 1) Example job description:
Junior Analyst 

Opportunity for a student looking for a fast paced and challenging internship. Our 
company engages in strategic research projects on behalf of global financial 
services firms. The successful candidate will be expected to provide in-depth 
analysis and be able to become a subject expert shortly after joining. The 
successful candidate will have strong research and analytical skills, the 
self-motivation to quickly develop the expertise required to fulfil the role, strong 
communication skills, the ability to work well as part of a team and a high level 
of commercial awareness. 
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Step 2)  Demonstrate you have those skills 

Don’t state – Demonstrate

“I have excellent attention to detail, good analytical skills and strong communication 
skills.”

Or

“Analysed feedback forms to produce a report in both word and power point .”

“Presented the findings to a panel of senior academics, making recommendations 
on how to improve student experience .”
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How to make an impact :

● Use Action verbs (see link below) 

● Include results and numbers whenever possible (make it measurable) 




