
How to write an effective CV



Agenda

• How to get through recruiter screenings – and get more interviews

• How to get through Applicant Tracking System - and stop getting auto-
rejected

• Top tips and resources



Quick Introduction

Josh Phillips

• Careers Consultant at LSHTM (Wed-Fri) 
supporting people in public and global health to 
build fulfilling, sustainable careers

• Background across consulting, research, NGOs, 
startups, charities. 

• PhD (QMUL), Cambridge alum, qualified coach



Poll (At Start)

How clear and confident do you feel about 
your CV writing?

Please complete Question 1 and click Submit

https://forms.cloud.microsoft/e/
Ye2txWnCHJ

https://forms.cloud.microsoft/e/Ye2txWnCHJ
https://forms.cloud.microsoft/e/Ye2txWnCHJ


How to get through recruiter 
screenings - and get more interviews



Tailor your CV

• Optimise your CV for 
that position

• Extract skill words from 
the JD

• Mirror the order skills 
appear in the JD

• Do this for education 
and experience

• If you don’t have all the 
skills that’s ok, match as 
many as you can

JD

CV



Optimise your CV layout

• Put what they are looking for – where they 
are looking for it

• Recruiters scan left column for relevant 
keywords

• Only read across when they find relevant 
skills

• CV read for 3.9 seconds (median) – 5.1 
seconds (mean) on average

• Matching skills = buys you more time

• Put your skills in the golden left column



Use your bullets to tell a story

• Story makes skills come to life

• Give an example as evidence of how you used that skill

• Add numbers where possible for quantifiable evidence

• Communicate value with every bullet point

• For example:



Optimise your CV design

• Select your font carefully

• Font influences feeling

• Clean lines indicate clear thinking

• San serif is more effective

• Best = Century Gothic, Browallia New, 
DengXian (11.5pts)



Optimise your CV design

• Use blank space

• Blank space is not dead space

• Allows reader to digest information



Optimise your CV design

• Contrast

• Black text on white background

• Low contrast areas (e.g. grey) 
suggest lower value

• Compositional balance

• Some text balanced on right hand 
side, for example dates, locations

• Avoid italics

• Use bold sparingly



How to get through Applicant 
Tracking System (ATS) - and stop 

getting auto-rejected



What happens to your job application when you hit 
submit?

• A profile is 
created on 
recuiter ATS (e.g. 
workday) 

• If you submitted 
a CV the ATS will 
“parse” or scan it 
to populate 
profile fields on 
ATS



Why are you getting auto-rejected?

• Reason 1: Pre-screening questions

• Mandatory Yes or No questions

• For example: Do you have right to work in the UK?

• Yes = accepted by recruiter

• No = auto-rejected by recruiter

• Reason 2: Job is no longer live

• Filled

• Upper limit of applications

• Job never existed – ghost job



Why are you getting auto-rejected?

• Reason 3: Keyword / skill mismatch

• Not used JD keywords/skills in application/CV

• Low ranking - not appearing on front page for recruiters

• Low ranking – auto-rejected below certain ranking

• Reason 4: Your application is incomplete

• Missing fields

• CV not scanned or read properly by ATS (see next slide)



How to make your CV ATS-compliant

• Must be readable by ATS Optical Character Recognition (OCR)

OCR step What this means: how to ensure you have an ATS-compliant CV

1. Image acquisition Upload sufficiently high-resolution CV

2. Pre-processing Avoid: multiple columns, colours, graphics, many different alignments
Include: clear headings for each section

3. Text detection Use sans serif fonts only (e.g. DengXian)

4. Text recognition Submit CV in Microsoft Word (not PDF, unless specified)

5. Pos-processing Use characters from only one language group (e.g. UK English)



How to beat the algorithm

Step 1: Take the exact skill 
words from the Job 
Description

Step 2: Import the skill 
words into your CV, and 
write a sentence describing 
how you used that skill

JD

CV



How to beat the algorithm

• Ensure 70+% of the 
bullet points on your 
CV start with the skill 
words listed in the Job 
Description 

• Then you will rank at 
the top and beat the 
algorithm



Other top tips and resources



Top tips

• Don’t start your bullet points with action/active verb - 
instead start with relevant skill word

• Don’t use colours and graphics - it slows the reader 
down and not ATS-friendly

• Don’t use skills bars / circles - they are subjective and 
hard to interpret

• Don’t use profile section / summary / about at top – 
slows reader down, repetition of points below



Top tips

• Length? It depends! 

• 1-page sometimes best for industry/consulting

• 2-pages best for general public/global health roles

• 2+ pages best for academic CVs (including selected 
publications, conferences, etc.)

• Personal details?

• Include: Name, City + Country, Email, Phone

• Don’t include: Full address, NI number, DOB

• References?

• Put references on request at the bottom

• Only share reference details during official offer stage



CV Template

• Click here to download 
our top CV Template in 
editable Word format

https://ble.lshtm.ac.uk/pluginfile.php/298474/mod_page/content/53/CV%20Template.docx


Harvard University Competency Dictionary

• Gives you sub-
components of specific 
skills

• Use this to evidence 
skills effectively in your 
CV

• Click here to view (PDF)

https://hms.harvard.edu/sites/default/files/assets/Sites/HR/files/Harvard%20University%20Competency%20Dictionary%20FY14%20-%20final.pdf


CareerSet

• Click here to improve 
and tailor your CV 
using CareerSet 

https://careerset.com/lshtm


Recap

• How to get through recruiter screenings

• Tailor your CV

• Optimise layout

• Bullets tell story

• Optimise design

• How to get through Applicant Tracking System

• Reasons for auto-rejection

• How to be ATS compliant

• How to beat the algorithm

• Top tips and resources

• Do’s + Don’ts

• CV Template + CareerSet



Your next step

• After this session what is one specific action you 
will take in the next 48 hours?

Write your answer in the chat



Poll (At End)

How clear and confident do you feel about your 
CV writing now?

Please complete Question 2 and click Submit

https://forms.cloud.microsoft/e/
Ye2txWnCHJ

https://forms.cloud.microsoft/e/Ye2txWnCHJ
https://forms.cloud.microsoft/e/Ye2txWnCHJ


Q&A



Thank you
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