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CV Writing| Tips

Having an impressive CV is very 

important, because it is most of 

the time the first and only direct 

communication you have with a 

potential employer. 

Making a good first impressions 

will last. Your CV is the first 

opportunity to promote your 

skillset and qualities. 

Did you know: On average, a 

potential employer will look at 

your CV for 6 seconds only. Let 

your CV stand out!



Basics on your CV:

• Your name and surname

• Contact information profile

• Experience

• Education

• Skills

• Interests

• Language

• References (if applicable)



Guide to CV writing | Graduates

A Graduate CV can consist of between one to two 
written pages, documenting your academic- and 
other achievements, work history and leadership 
qualities. 

Following the one to two pager CV, include your 
academic record such as Grade 12 Senior 
Certificate and University / Tertiary Institution 
academic record.  

You can also include other relevant achievements 
applicable to your application. 
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1. The opening statement of you CV should include:
• Your name and surname.
• Contact information (cell phone nr, email, address).
• There is no need to include a photo on you CV.
• You may include your LinkedIn profile URL.

2. Profile Summary
• Provide the reader a brief description of yourself, your aspirations

and key achievements.
• Explain who you are, what you’re great at, most interested in, and

how you can be of value for a prospective employee in 3-5
sentences.
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3. Education and Qualification
• Use the heading Education and Qualifications for this section.
• If you have not completed your degree, make it clear to the reader.
• List the key details of your education in reverse chronological order starting with the most recent first.
• Depending on the role that you are applying for, should indicate how much detail you should put into 

this section. 
• For instance, good marks in relevant modules will strengthen your application. You can flag certain 

modules that is applicable to the position you are applying for.
• You should include details of any academic prizes or awards in the section. 
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4. Work Experience or Employment History

• Prospective employers know that graduates have limited word experience. 

• List the key details of your experience or employment history in reverse 

chronological order starting with the most recent first.

• List the date, company, duration and position that you gained experience 

in.

• Include responsibilities, achievements, skills and experience under each 

heading.

• Be specific and precise when you give examples. 

• Include volunteering work that you have in this section as well. 

• Keep information about your part-time jobs relatively brief, and go into more 

detail about an internship, achievements or extracurricular activities that 

have given you more scope to develop the kind of skills the employers seek.
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5. Skills
• Provide a list of selected skills that you have.

6. Interests
• This is a grey area in your CV – no need to include this. 
• If you do include interest, avoid listing hobbies such as socialising with friends.

7. Language skills
• List the languages you can speak.
• Describe the level of competency that you have in each language.

8. Computer or IT Skills
• List your computer abilities. 
• Describe how proficient you are in the Microsoft Office suite, for example 

Microsoft Word, Excel and PowerPoint. 

9. References
• In your list of references, provide the title and contact details of each person. 



Perfecting your CV

Include a URL to your professional online profile
✓ For example : LinkedIn profile
✓ If you don't include URLs to your professional online 

profiles, hiring managers will look you up regardless.
✓ Why not include your URL along with your contact 

information? This will prevent recruiters from having 
to guess or mistaking you for someone else.

Use Consistent Branding
✓ John Green:

o johngreen@gmail.com
o Linkedin.com/in/johngreenjobseeker

Use a single phone number and email address
✓ Make sure your voicemail message is appropriate

Make use of white spaces to draw the reader’s eye to
important areas.

mailto:johngreen@gmail.com


CV Writing|Don’ts

• Never be dishonest about any achievements on your

CV.

• Try not to include irrelevant personal information. You

do not wat your CV to be cluttered.

• Do not send your CV in Word format, make sure you

send your CV in format that could not be altered such

as PDF format.

• Don not include negative information on your CV. For

instance information surrounding failed exams.

• Stay clear from mentioning remuneration. Benefits and

salaries can be discussed in the interview stage,

• Do not use extravagant fonts and colours. Keep your

CV clean and easy to read.



CV Examples 



Join the talent!

Contact hr@asl.co.za to enquire 

further about our exciting

SAICA/ SAIPA /CIMA trainee 

accountant opportunities now!

Follow us on Instagram & Facebook:

ASL Talent

ASL Group

mailto:hr@asl.co.za

