
CV360 Checks 
 
 

File format: 

 

1. Type – should be a Word document, in either .doc / .docx or .rtf format. 
 

2. Age – Your document should have been edited and saved within the last two months. If not, many ATSs 
will deme it too old to prioritise. 

 

3. File name – It is advisable to always include your full name in the filename and not to exceed 24 
characters in the filename. 

 

4. Size – Your file should be between 20kb and 1MB in size. Avoid including photos, graphics or other 
items which might add to the size (also, remember that photos aren’t needed in UK CVs and many ATSs 
won’t be able to read photos and graphics). 

 

 

 

Presentation: 

 

1. Number of pages – Your CV should be no more than two sides of A4 in length. Some recruiters prefer a 
single page CV and if you have little experience, this may be preferable.  
 

2. Word count – Typically, the word count of a CV should be between 350-800 words. Whilst the word 
count will depend to some extent on your experience, around 400 words per page is a good guide, with 
a minimum of 350 for one page, to ensure that you’re providing enough information. Be aware of 
repetition and the dangers of including irrelevant information. Also, try to keep phrasing concise and use 
brief statements rather than full sentences with bullet points. 
 

3. Font type and size – Try to stick to a single, clear font in your CV (Arial or Calibri are recommended). 
You should not use more than four different font sizes – try to keep larger sizes for your name and 
headings and retain a consistent font size of 11 or 12 for all body text. 
 

4. Font colour – Too much variation in font colour on a CV can make it look messy, unprofessional, and 
even difficult to read. Where possible, try to stick to one colour. 
 

5. White space – Too much text will reduce the amount of white space on your CV. White space is 
important as it will help key information and bullet points to jump off the page. Remember to include 
blank lines between paragraphs and don’t reduce margin widths. 
 

6. Manual formatting – Ensure that you use tabs rather than spaces to align content and use MS Word’s 
formatting tools to retain alignment. 

 

 

Structure: 

 



1. Sections - You should have at least 3 identifiable sections in your CV. Use standard section headings 
and include them in a standard order. Standard sections to include are contact information, work 
experience (which can include paid, voluntary, work experience and/or shadowing) and education.  
 
Optional sections include personal profile/summary statement, key skills, achievements, 
interests/hobbies and references. 
 

2. Key sections – You must include work experience and education as a minimum, as these are the 
sections that all hiring managers will expect to see.  
 

3. Contact details - Always include a contact details section at the top of your CV. Don't include contact 
information elsewhere in your CV. 
 

4. Section content - All section headers should be followed by some information and not just be headers 
with nothing after them. 
 

5. Section layout - Put your section headers above the content for that section and not on the same line 
as the content. It's visually clearer and more appealing. 
 

6. Repeated sections - Generally you should only have one version of each section as multiple versions 
can confuse both humans and machines.  
 

7. Section dominance - The quantity of content in each of your sections will help a machine and a hiring 
manager identify what type of CV you are presenting: i.e. work experience, education or skills-focussed. 
However, if you haven't set your sections out clearly with headers, the ATS may group sections together 
and wrongly assume you've placed more importance on some sections than you meant to. 

 

 

Content: 

 

1. Name - Always include a first name and last name on your CV.  
 

2. Phone & email (all in body text size or smaller) - Make sure you include your phone number and a 
professional email address. (Present phone numbers in global format, for example +44 (0)7777 007007). 
Create fictional contact details if you prefer anonymity for this assignment. 
 

3. Postal address – This is optional. Only include your address information if it works for you. 
 

4. LinkedIn - Having a LinkedIn profile is almost a prerequisite today for professionals or aspiring 
professionals. Linking to it on your CV turns your CV into an interactive document. 
 

5. Other social media links - Social media links besides LinkedIn can bring depth and colour to your CV, 
However, if you do include them, check your profiles carefully and make sure they're appropriate, and 
portraying the image you want a hiring manager to see. 
 

6. Multiple occurrences – Make sure you've only included one address, one phone number and one email 
address at the top of your CV, to avoid confusion. 
 

7. Exclusions - There are certain personal details you should leave out of your CV because you may be 
opening yourself up to discrimination or potential identity theft. Exclude, for example, your age, proof of 
ID reference numbers, marital status, and date of birth. 

 

 

Education: 



 

1. Section - Always make sure you create a section specifically about your education. 
 

2. Education dates - Including dates is a necessity, to clarify what you did, when. 
 

3. Record order - Always list your education in reverse chronological order to make it easy for the hiring 
manager to see your most recent (and relevant) qualification. 
 

4. Record details – Include the name of the institution, your course, the dates of study and a grade. 
 
NB – For your schooling, individual A-Levels or equivalent education (e.g. BTEC) should be included. 
However, if GCSEs or equivalent level education are included they should not be listed in full; instead, 
summarise them in terms of the number passed, the overall grade or mark range and the grades 
achieved for Maths and English Language and, if relevant, Science.  
 
For example: 12 GCSEs A* - B including Maths A, English Language B & Science B 
 

5. Skills in education records - Include in your education section any skills you've developed, modules 
you've completed or projects you've undertaken, that are relevant to the job.  
 
It is preferable to present these as bullet points. 

 

 

Work experience: 

 

1. Section - Along with your education section, your work experience is the most important section on your 
CV, so you should always include it. 
 

2. Number of jobs - Include part time jobs and volunteering experience and even roles you've taken on in 
your hobbies. Use separate bullet points to list each job with its own dates, organisation name and your 
job title. 
 

3. Job titles - Accurate job titles are essential; so include them and don't make them up yourself. 
 

4. Company name - Employer names in your work experience are important. You are also encouraged to 
include the geographical location of the organisation. 
 

5. Job order – List your experience in reverse chronological order. 
 

6. Multiple current jobs - You shouldn't have more than one current job with the same employer. 
 

7. Skills in work experience - Think about the skills you've developed in the work experience you've had 
and match them to the transferable and/or technical skills required in job descriptions for the types of 
roles you're applying for. 
 
Use bullet points rather than paragraphs beneath each work experience entry to describe key activities 
you undertook. All bullet points should start with a verb (e.g. Managed, Delivered, Coordinated, 
Gained…) 
 

Make sure that your tenses are consistent – use the past tense for verbs where you are no-longer 
involved. 

 

 



Personal Profile: 

 

1. Section - A personal profile is not a compulsory element of your CV, but it can be a very useful one. 
 

2. Length - Personal profiles are usually 4-6 lines or 50-80 words. 
 

 

Hobbies & Interests: 

 

1. Interests - The interests and hobbies section isn't compulsory, but your CV is as much about your 
personality as it is about your skills and experience. However, you should only include interests that are 
actually interesting! 

 

 

References: 

 

1. Section - This section is optional in a CV. 
 

2. Personal details - Including the names and contact details of a few of your references along with their 
role can be helpful, but it's not necessary. 

 

 

Skills: 

 

1. Section - A separate skills section is a great way of highlighting your most relevant hard skills to 
someone who may only spend a few seconds on your CV the first time they look at it. (Hard skills are 
those which can be evidenced. E.g. IT and technical skills, foreign language ability and holding a driving 
licence.) For example: 
 
• IT: Highly competent in MS Office Word, PowerPoint and Excel, used for degree assignments  
• Languages: Gujarati (fluent), Hindi (fluent) and French (basic/conversational) 

 
NB - Soft skills (e.g. communication and teamwork) should not be included in this section, but instead 
should be evidenced in the Education and/or Employment sections and optional Achievements section, if 
this is included 
 

2. Location of skills - It's a good idea to weave your skills repeatedly throughout your CV. However, do 
make sure you include skills in your work experience section, so the hiring manager can see where you 
developed them. 
 

3. Range of skills - It’s important to use standard language or to match job description language to 
describe your skills. 
 

4. Skill dominance - The more times you mention a particular skill, the more experience and strength in it 
a hiring manager will presume you have. So, think carefully about the skills you want to draw attention 
to. 
 



5. Employability skills - There are certain skills that are almost universally requested in a job description, 
such as communication, teamwork, leadership, organisation, and problem-solving skills etc. These are 
key transferable skills and should feature throughout your document. 

 

 

Language: 

 

1. Spelling – Any spelling mistakes will result in this check being failed (including UK/US English errors 
e.g. organised is UK English and organized is US English). 
 

2. Grammar - Any grammatical mistakes will result in this check being failed. 
 

3. Personal descriptors – Use a broad range of suitable adjectives to enhance your CV and grab the 
attention of the reader. 
 

4. Action words – Begin bullet points with a suitable verb. Refer to online lists for inspiration, such as 
Careers+Placements list of words to use in applications. 
 

5. Most used words – Avoid repeating the same vocabulary. Make use of a thesaurus to broaden the 
range. 
 

6. Repeated phrases – Avoid repetitive phrases, as these will jump out at the reader, and may suggest 
repeated “cut and pasting”. 
 

7. Sentence structure - Try to keep your average sentence length between 11 and 18 words. 
 

8. Readability – Keep sentences short and avoid “glue” words, which make them too long.  
 

9. Consistency – Ensure that, if you use capital letters for certain pieces of information, you are consistent 
throughout the CV and use the same format in all instances. 
 

10. Time to read - It should be possible to read your CV in around 2-3 minutes.  
 

 

Achievements section: 

 

1. NB - this is optional. However, it can help to make you stand-out to an employer. 
 

2. If this section has been included it refers to extra-curricular activities, positions of responsibility, sports, 
voluntary and/or community work from the last 3 - 4 years 
 

3. The names of activities/achievements are clearly listed with the year or years they relate to and a short 
description of what was involved and/or evidence of skills gained. For example: 
 
Events Officer for Aston RAG (Raise and Give) 2017-Present 

• Organising a series of fund-raising events with students across the University 
 

 

https://www2.aston.ac.uk/migrated-assets/applicationpdf/careers/CV-Action-Words.pdf

