
Compare the job description to the 
skills in your CV: do you demonstrate 
that you can perform the roles tasks 

and responsibilities?

Tailor your CV

Do not hide desirable skills for a role at the 
bottom of your CV. Use the job 

description and person specifications to 
determine which skills will be most 

valuable to the employer and provide a 
detailed example of when you used those 

skills in your cover letter.

Research is key

Checklist

Your CV and supporting statement should 
follow a simple layout, structured so the 

selection panel can pick out the key points; 
tailor them so your supporting statement 

complements your CV by going into more 
detail on your previous roles and experience.

Showcase relevant skills

 APPLICATION  HINTS AND TIPS

Ideally your CV shouldn't be any 
longer than two pages unless you 

are providing a lot of relevant high 
level experience.

Length

 Reduce the level of detail on skills 
that have not been listed or are 

irrelevant to the job role. This will 
give you more space to expand on 
requirements crucial to the role.

 Irrelevant information

Avoid long paragraphs with very 
little white space. Bullet pointed 
lists and short sentences make 

your CV easier to read and easier 
for recruiters to scan for key 

points. Try to keep it concise!

Text

"I lack experience"

Find the correct balance on detail.  Use 
the STAR (Situation Task Action 

Result) method to make sure you are 
keeping points to the right level.

Too much detail

For any inquries, please contact DfT Public Appointments team  <DfTPublicAppointments@dft.gsi.gov.uk> 
Some helpful resources: https://www.kent.ac.uk/careers/cv.htm & https://www.kent.ac.uk/careers/cv/

cvexamples.htm

Public 
Appointments

If you feel that you're lacking relevant 
work history, develop a skill based CV 

which focuses on your transferrable skills. 
These skills can demonstrate how much 

you've learnt from previous positions and 
what you can bring to the role.

Easy to read

Reflect in your supporting statement 
that  you have researched and 

understood the role and organisation. 
Demonstrate this by referring to their 

values and showing how you have 
applied your skills to similar scenarios.

Use a checklist to assess your 
application document's spelling and 

grammar, layout, structure, style, skills 
and interests. Use the job specification 
as an informal checklist to make you've 

covered all the job requirements.
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