[image: ]How to Use This Workbook
This workbook is designed to sit alongside the Career Social CV Writing Guide. The guide explains the thinking; this workbook helps you apply it. Work through the sections in order and use the spaces provided to gather detail, reflect, plan, draft, and refine.
	Important
Do not treat this as a neat final document. This is your working space, messy notes, half-formed examples, rough bullets and crossed-out ideas are all part of the process.



How to get the best from it
☐ Read the relevant chapter in the Guide before completing the workbook section
☐ Pause and gather evidence rather than trying to rely on memory
☐ Write freely first, refine later
☐ Use real examples wherever possible
☐ Return to earlier sections as new thoughts surface
☐ Keep job adverts nearby so your answers stay aligned to your target direction
What to add to your own copy
☐ A printed target job advert
☐ Notes from performance reviews or appraisals
☐ A list of target job titles
☐ Examples of praise, recognition, metrics or feedback
☐ A copy of your current CV
☐ A blank master CV document to build from after completing this workbook
Disclaimer & Copyright | The legal bit
This workbook is provided as part of the Career Social resource library and is intended for personal learning, reflection, and job search preparation only.
No part of this workbook may be reproduced, copied, distributed, shared, stored in a retrieval system, uploaded to third-party platforms, sold, adapted, or transmitted in any form or by any means without prior written permission from PCVW Ltd, except for brief quotations used for non-commercial purposes with appropriate credit.
This workbook is intended for informational and educational purposes only. While every effort has been made to provide practical, relevant, and professional guidance, Career Social and PCVW Ltd make no guarantees regarding job search outcomes, interview invitations, job offers, salary increases, or employment success.
The exercises, prompts, examples, and templates are designed to support your thinking and preparation. They should be adapted to your own experience, circumstances, career goals, and target roles.
Career Social and PCVW Ltd accept no responsibility for any loss, damage, missed opportunity, or disruption arising from the use of this workbook or any decisions made based on its content.
All trademarks, company names, brand names, and third-party references remain the property of their respective owners and are used for illustrative or educational purposes only.
© PCVW Ltd trading as Career Social. All rights reserved.
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Chapter 1 Workbook | The reality of a CV in today’s job market
	Chapter focus
Understand that your CV is a positioning tool, not a career archive.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Write down what you have previously believed your CV was meant to do.
____________________________________________________________________________________________
____________________________________________________________________________________________
Now write what your CV needs to do for your next move.
____________________________________________________________________________________________
____________________________________________________________________________________________
Answer the three recruiter questions: level, relevance, evidence.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
What have you been over-including?
____________________________________________________________________________________________
____________________________________________________________________________________________
What might a recruiter currently struggle to understand?
____________________________________________________________________________________________
____________________________________________________________________________________________
What needs to be clearer in the first 10 seconds?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 2 Workbook | Why your CV is not getting results
	Chapter focus
Identify where your current CV may be too broad, too vague, too task-based or not aligned to a clear target.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
List the main reasons your CV may not be working.
____________________________________________________________________________________________
____________________________________________________________________________________________
Review 2–3 relevant job adverts and identify repeated requirements.
____________________________________________________________________________________________
____________________________________________________________________________________________
Write down the gaps between your current CV and the roles you want.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Are you trying to cover too many role types at once?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does your CV sound like your past or your next step?
____________________________________________________________________________________________
____________________________________________________________________________________________
What are you assuming the reader will work out for themselves?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 3 Workbook | Defining your direction BEFORE you write anything
	Chapter focus
Create a clear target before writing the CV.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
List 3–5 target job titles.
____________________________________________________________________________________________
____________________________________________________________________________________________
Identify common skills, responsibilities and language across those roles.
____________________________________________________________________________________________
____________________________________________________________________________________________
Define your working target statement.
____________________________________________________________________________________________
____________________________________________________________________________________________
	Target Role
	Why it appeals
	Common requirements
	Evidence I have

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Reflection
Which role feels most aligned?
____________________________________________________________________________________________
____________________________________________________________________________________________
Which role would need a different version of your CV?
____________________________________________________________________________________________
____________________________________________________________________________________________
What must your CV immediately communicate?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 4 Workbook | Identifying your value and experience
	Chapter focus
Gather the raw material behind your roles, responsibilities, scale and contribution.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Complete a role breakdown for each job from the last 10–15 years.
____________________________________________________________________________________________
____________________________________________________________________________________________
Record business context, remit, stakeholders, scale and challenges.
____________________________________________________________________________________________
____________________________________________________________________________________________
Answer: what changed because you were there?
____________________________________________________________________________________________
____________________________________________________________________________________________
	Role detail
	Your notes

	Job title / employer / dates
	

	Why the role existed
	

	Business context
	

	Team / budget / scope
	

	Key stakeholders
	

	Main challenges
	

	What changed because of me
	



Reflection
What part of your role have you underestimated?
____________________________________________________________________________________________
____________________________________________________________________________________________
Where did you hold more responsibility than your job title suggests?
____________________________________________________________________________________________
____________________________________________________________________________________________
What evidence supports your credibility?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 5 Workbook | Realising your achievements
	Chapter focus
Recognise and extract achievements, even when they are not obvious or metric-led.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Where possible, include numbers, scale, frequency, percentage change, budgets, volumes or timeframes.
Workbook exercises
Brain dump achievements for each role.
____________________________________________________________________________________________
____________________________________________________________________________________________
Use STAR to structure 3–5 examples.
____________________________________________________________________________________________
____________________________________________________________________________________________
Convert at least 3 examples into CV bullet drafts.
____________________________________________________________________________________________
____________________________________________________________________________________________
	Achievement area
	What happened?
	What changed?
	Evidence / metric

	Improvement
	
	
	

	Problem solved
	
	
	

	Efficiency / saving
	
	
	

	Growth / delivery
	
	
	

	Trust / influence
	
	
	

	Complexity handled
	
	
	



STAR builder
	STAR area
	Your notes

	Situation
	

	Task
	

	Action
	

	Result
	

	CV bullet draft
	



Reflection
What have you dismissed as “just my job”?
____________________________________________________________________________________________
____________________________________________________________________________________________
Where did you improve, fix, protect or stabilise something?
____________________________________________________________________________________________
____________________________________________________________________________________________
Which examples best match your target roles?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 6 Workbook | Building your CV strategy
	Chapter focus
Define the professional story and themes that will guide your CV.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Identify recurring themes across your career.
____________________________________________________________________________________________
____________________________________________________________________________________________
Write your positioning statement in plain English.
____________________________________________________________________________________________
____________________________________________________________________________________________
Choose the 3–5 strengths you want the CV to evidence.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
What are you known for?
____________________________________________________________________________________________
____________________________________________________________________________________________
What kind of problems do you solve?
____________________________________________________________________________________________
____________________________________________________________________________________________
What should your CV be remembered for?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 7 Workbook | The CV Structure: what goes where and why
	Chapter focus
Plan the CV structure before drafting.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Tick the sections you will include.
____________________________________________________________________________________________
____________________________________________________________________________________________
Decide whether you need a highlighted evidence block or top achievements section.
____________________________________________________________________________________________
____________________________________________________________________________________________
Map where your strongest evidence will sit.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Is your strongest evidence visible early enough?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does the order help the reader?
____________________________________________________________________________________________
____________________________________________________________________________________________
Is anything missing or unnecessary?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 8 Workbook | Name and contact details
	Chapter focus
Keep your opening details simple, professional and easy to find.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Write your preferred name, location, mobile, email and LinkedIn URL.
____________________________________________________________________________________________
____________________________________________________________________________________________
Check your email address and LinkedIn URL look professional.
____________________________________________________________________________________________
____________________________________________________________________________________________
Decide whether your location should be broad or specific.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Is anything cluttering the top of the CV?
____________________________________________________________________________________________
____________________________________________________________________________________________
Is your LinkedIn profile ready to include?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does the top section feel clean?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 9 Workbook | How to write the headline / strapline
	Chapter focus
Create a clear positioning line that tells the reader your level, lane and strengths.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Read your draft aloud. If it sounds unnatural, simplify it.
Workbook exercises
Draft 5 headline options.
____________________________________________________________________________________________
____________________________________________________________________________________________
Test each against your target roles.
____________________________________________________________________________________________
____________________________________________________________________________________________
Choose one primary headline and one alternative.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Is it specific enough?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does it sound like a real role direction?
____________________________________________________________________________________________
____________________________________________________________________________________________
Would a recruiter know where to place you?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 10 Workbook | How to write the story hook
	Chapter focus
Write a short value-led hook that gives immediate context to your credibility.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Read your draft aloud. If it sounds unnatural, simplify it.
Workbook exercises
Draft a metric-led hook if possible.
____________________________________________________________________________________________
____________________________________________________________________________________________
Draft a non-metric hook based on trust, complexity or problem-solving.
____________________________________________________________________________________________
____________________________________________________________________________________________
Choose the hook that feels strongest and most accurate.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Does the hook add something beyond the headline?
____________________________________________________________________________________________
____________________________________________________________________________________________
Is it believable?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does it create interest quickly?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 11 Workbook | How to write the profile paragraph
	Chapter focus
Build a profile that explains who you are, what you do and the value you bring.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Read your draft aloud. If it sounds unnatural, simplify it.
Workbook exercises
Draft sentence 1: who you are professionally.
____________________________________________________________________________________________
____________________________________________________________________________________________
Draft sentence 2: scope/environments/strengths.
____________________________________________________________________________________________
____________________________________________________________________________________________
Draft sentence 3: value/outcomes.
____________________________________________________________________________________________
____________________________________________________________________________________________
Select 4 top achievements to sit beneath the profile.
____________________________________________________________________________________________
____________________________________________________________________________________________
	Profile component
	Draft wording

	Who I am professionally
	

	Where / how I have built experience
	

	What I am known for
	

	Value I bring
	

	Combined profile paragraph
	



	Top achievement
	Draft single-line proof point

	1
	

	2
	

	3
	

	4
	



Reflection
Does your profile sound human and specific?
____________________________________________________________________________________________
____________________________________________________________________________________________
Have you avoided clichés?
____________________________________________________________________________________________
____________________________________________________________________________________________
Do the 4 bullets prove what the profile claims?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 12 Workbook | How to choose and present key skills
	Chapter focus
Select 12–15 targeted skills aligned to your next role.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Brain dump all relevant skills.
____________________________________________________________________________________________
____________________________________________________________________________________________
Compare them against job adverts.
____________________________________________________________________________________________
____________________________________________________________________________________________
Select a final shortlist of 12–15.
____________________________________________________________________________________________
____________________________________________________________________________________________
	Skills from job adverts
	My matching experience
	Final keyword?

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐

	
	
	☐



Reflection
Are these skills searchable and meaningful?
____________________________________________________________________________________________
____________________________________________________________________________________________
Are any too generic?
____________________________________________________________________________________________
____________________________________________________________________________________________
Do they support your direction?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 13 Workbook | How to build strong career entries
	Chapter focus
Plan each role as context plus impact.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
List the roles that need full detail.
____________________________________________________________________________________________
____________________________________________________________________________________________
List the roles that can be shortened.
____________________________________________________________________________________________
____________________________________________________________________________________________
Decide how many bullets each role deserves.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Are you giving equal space to unequal relevance?
____________________________________________________________________________________________
____________________________________________________________________________________________
Which roles carry the most weight?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does each role build the case for your next step?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 14 Workbook | How to write the entry paragraph for each role
	Chapter focus
Write role entry paragraphs that explain scope, context and accountability.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Complete the entry paragraph builder for each main role.
____________________________________________________________________________________________
____________________________________________________________________________________________
Include oversight, team, budget, reporting line or environment where relevant.
____________________________________________________________________________________________
____________________________________________________________________________________________
Keep each paragraph focused and recruiter-readable.
____________________________________________________________________________________________
____________________________________________________________________________________________
	Entry paragraph ingredient
	Your detail

	Organisation context
	

	Purpose of role
	

	Scope / remit
	

	Team / budget / reporting line
	

	Key accountability areas
	

	Draft entry paragraph
	



Reflection
Does the paragraph explain the role before the bullets begin?
____________________________________________________________________________________________
____________________________________________________________________________________________
Have you included scale where possible?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does it sound stronger than a job description?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 15 Workbook | How to write bullet points that show impact
	Chapter focus
Write impact bullets that show action, context and result.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Where possible, include numbers, scale, frequency, percentage change, budgets, volumes or timeframes.
Workbook exercises
Convert 5 weak responsibility bullets into impact bullets.
____________________________________________________________________________________________
____________________________________________________________________________________________
Add metrics where available.
____________________________________________________________________________________________
____________________________________________________________________________________________
Create a mix of commercial, operational, people, process and stakeholder examples.
____________________________________________________________________________________________
____________________________________________________________________________________________
	Weak / task-based bullet
	Impact-led rewrite

	
	

	
	

	
	

	
	

	
	

	
	



Reflection
Do your bullets answer “so what?”
____________________________________________________________________________________________
____________________________________________________________________________________________
Are they too long or too vague?
____________________________________________________________________________________________
____________________________________________________________________________________________
Do they show different strengths?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 16 Workbook | How to present responsibilities without sounding flat
	Chapter focus
Present responsibilities with specificity, scope and value.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
List core responsibilities that still need to be shown.
____________________________________________________________________________________________
____________________________________________________________________________________________
Rewrite each one with scale, scope or outcome.
____________________________________________________________________________________________
____________________________________________________________________________________________
Remove “responsible for” where possible.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Which responsibilities are essential context?
____________________________________________________________________________________________
____________________________________________________________________________________________
Which can be cut?
____________________________________________________________________________________________
____________________________________________________________________________________________
Where can you show trust or complexity?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 17 Workbook | How to deal with earlier roles
	Chapter focus
Compress earlier career without losing progression or credibility.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
List earlier roles.
____________________________________________________________________________________________
____________________________________________________________________________________________
Decide: full entry, shortened entry or one-line summary.
____________________________________________________________________________________________
____________________________________________________________________________________________
Draft an earlier career paragraph if needed.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
What does earlier career add?
____________________________________________________________________________________________
____________________________________________________________________________________________
Is it helping or distracting?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does it show useful foundations?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 18 Workbook | How to handle career gaps, career changes, and non-linear paths
	Chapter focus
Position complexity clearly and calmly.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Identify any gaps, pivots, consultancy periods or portfolio work.
____________________________________________________________________________________________
____________________________________________________________________________________________
Write a simple factual note where needed.
____________________________________________________________________________________________
____________________________________________________________________________________________
List transferable strengths that support your target direction.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Are you over-explaining?
____________________________________________________________________________________________
____________________________________________________________________________________________
What context genuinely needs to be included?
____________________________________________________________________________________________
____________________________________________________________________________________________
How can you make the move feel logical?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 19 Workbook | How to present qualifications, certifications, and CPD
	Chapter focus
Select qualifications and learning that support credibility.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
List all qualifications, training and memberships.
____________________________________________________________________________________________
____________________________________________________________________________________________
Mark each as essential, useful or remove.
____________________________________________________________________________________________
____________________________________________________________________________________________
Create your final qualifications section.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Does the section support your target role?
____________________________________________________________________________________________
____________________________________________________________________________________________
Are you including outdated items that add little value?
____________________________________________________________________________________________
____________________________________________________________________________________________
Is anything missing that strengthens credibility?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 20 Workbook | Additional Information: What helps and what does not
	Chapter focus
Include only additional information that strengthens fit, credibility or context.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
List systems, tools, languages, memberships, voluntary roles or extras.
____________________________________________________________________________________________
____________________________________________________________________________________________
Decide what belongs on the CV and what does not.
____________________________________________________________________________________________
____________________________________________________________________________________________
Group items cleanly.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Is this useful to a recruiter?
____________________________________________________________________________________________
____________________________________________________________________________________________
Does it add evidence or just fill space?
____________________________________________________________________________________________
____________________________________________________________________________________________
Could any of it sit better on LinkedIn?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 21 Workbook | Layout, Style, and Presentation
	Chapter focus
Review the CV’s visual readability and structure.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Audit your CV layout against the checklist.
____________________________________________________________________________________________
____________________________________________________________________________________________
Check spacing, headings, font size and page balance.
____________________________________________________________________________________________
____________________________________________________________________________________________
Remove anything that makes reading harder.
____________________________________________________________________________________________
____________________________________________________________________________________________
	☐ Clear headings
	☐ Readable font

	☐ Consistent spacing
	☐ Strong top third

	☐ No dense text blocks
	☐ No distracting graphics

	☐ ATS-friendly structure
	☐ Enough white space

	☐ Consistent bullet style
	☐ Contact details clear



Reflection
Does the CV feel calm and professional?
____________________________________________________________________________________________
____________________________________________________________________________________________
Can someone scan it quickly?
____________________________________________________________________________________________
____________________________________________________________________________________________
Is style helping or distracting?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 22 Workbook | Writing Style: How to sound strong without sounding artificial
	Chapter focus
Make the language clear, confident, specific and human.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Read your draft aloud. If it sounds unnatural, simplify it.
Workbook exercises
Highlight clichés, inflated language and AI-sounding phrases.
____________________________________________________________________________________________
____________________________________________________________________________________________
Rewrite 5 sentences in plainer, stronger language.
____________________________________________________________________________________________
____________________________________________________________________________________________
Check that claims are backed up by evidence.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Does the CV sound like you at your professional best?
____________________________________________________________________________________________
____________________________________________________________________________________________
Are you using words you would never normally say?
____________________________________________________________________________________________
____________________________________________________________________________________________
Where can you be more direct?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 23 Workbook | Tailoring the CV without rewriting it every time
	Chapter focus
Create a master CV and learn what to adapt per vacancy.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Choose one target advert and mark what needs tailoring.
____________________________________________________________________________________________
____________________________________________________________________________________________
Adjust headline, profile, skills and bullet order.
____________________________________________________________________________________________
____________________________________________________________________________________________
Record what changed and why.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Are you tailoring with evidence or just keywords?
____________________________________________________________________________________________
____________________________________________________________________________________________
What should remain consistent?
____________________________________________________________________________________________
____________________________________________________________________________________________
Which sections are easiest to flex?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 24 Workbook | Common CV mistakes to avoid
	Chapter focus
Spot issues that weaken otherwise strong candidates.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Complete the mistakes audit.
____________________________________________________________________________________________
____________________________________________________________________________________________
Identify the top 3 fixes for your CV.
____________________________________________________________________________________________
____________________________________________________________________________________________
Rewrite one weak section.
____________________________________________________________________________________________
____________________________________________________________________________________________
	Common mistake
	Is this present?
	Fix required

	Writing before planning
	☐
	

	Listing duties only
	☐
	

	Too vague
	☐
	

	Generic language
	☐
	

	Strong evidence buried
	☐
	

	Too much irrelevant content
	☐
	

	Poor formatting
	☐
	

	Written for self not reader
	☐
	



Reflection
What mistake has been costing you most?
____________________________________________________________________________________________
____________________________________________________________________________________________
What can be removed?
____________________________________________________________________________________________
____________________________________________________________________________________________
What needs sharpening first?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 25 Workbook | The Step-by-Step Writing Process in Order
	Chapter focus
Use the process as a practical build plan.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Tick off each stage of the CV build.
____________________________________________________________________________________________
____________________________________________________________________________________________
Set dates for each remaining stage.
____________________________________________________________________________________________
____________________________________________________________________________________________
Decide what support or evidence you still need.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Which step are you tempted to skip?
____________________________________________________________________________________________
____________________________________________________________________________________________
Where do you need more time?
____________________________________________________________________________________________
____________________________________________________________________________________________
What is your next specific action?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 26 Workbook | How to review your CV properly BEFORE you send it
	Chapter focus
Review the CV strategically before using it.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Use the final CV review checklist.
____________________________________________________________________________________________
____________________________________________________________________________________________
Read the top third as if you were a recruiter.
____________________________________________________________________________________________
____________________________________________________________________________________________
Check the CV against one live vacancy.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
Would you understand your value in 10 seconds?
____________________________________________________________________________________________
____________________________________________________________________________________________
Is anything still unclear?
____________________________________________________________________________________________
____________________________________________________________________________________________
What would you ask yourself in an interview based on this CV?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Chapter 27 Workbook | Final Thoughts
	Chapter focus
Reflect on what you now understand about your value and how your CV should work.



Hints & tips before you start
Use rough notes first. You can polish the wording later.
Keep your target role in mind so your answers stay relevant.
Do not dismiss something because it feels ordinary to you; ordinary to you may be valuable to an employer.
Workbook exercises
Write your key takeaways from this process.
____________________________________________________________________________________________
____________________________________________________________________________________________
Record the strongest evidence you discovered.
____________________________________________________________________________________________
____________________________________________________________________________________________
Plan your next step: tailor, apply, LinkedIn update or recruiter outreach.
____________________________________________________________________________________________
____________________________________________________________________________________________
Reflection
What do you now see differently about your career?
____________________________________________________________________________________________
____________________________________________________________________________________________
What will you stop doing in future CVs?
____________________________________________________________________________________________
____________________________________________________________________________________________
What are you proud to include?
____________________________________________________________________________________________
____________________________________________________________________________________________
Notes and ideas to carry forward
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________


Master CV Build Tracker
	Stage
	Complete
	Notes

	Target direction chosen
	☐
	

	Raw material gathered
	☐
	

	Role breakdowns completed
	☐
	

	Achievements extracted
	☐
	

	Professional story defined
	☐
	

	Structure mapped
	☐
	

	Headline drafted
	☐
	

	Hook drafted
	☐
	

	Profile paragraph drafted
	☐
	

	Top 4 proof points selected
	☐
	

	Skills selected
	☐
	

	Career entries written
	☐
	

	Earlier career decided
	☐
	

	Qualifications checked
	☐
	

	Layout reviewed
	☐
	

	Tailoring version created
	☐
	

	Final review completed
	☐
	



Job Advert Analysis Sheet
	Advert detail
	Notes

	Job title
	

	Company
	

	Top required skills
	

	Top responsibilities
	

	Problems this role is hired to solve
	

	Evidence I should show
	

	Keywords to consider
	

	CV sections to tailor
	



Achievement Bank
	Role
	Achievement
	Metric / evidence
	Relevant to which target role?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



CV Tailoring Log
	Role applied for
	Date
	What I tailored
	Follow-up date
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Confidence Notes
Use this page to capture what you now understand better about your experience. Confidence often comes from seeing your own evidence clearly.
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
Final Note
This workbook is not about creating the perfect CV in one sitting. It is about building the thinking, evidence, structure and confidence needed to create a CV that helps other people understand your value properly.
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