
CREATING YOUR 
CV
By Phil Soffe, Connected Consulting



CV 
Structure

Recruiters/hiring managers will be looking for 
specific experience in your CV and want to be able 

to find it quickly.   

It’s our responsibility to make this easy for the 
reader, and to demonstrate why you're the only 

person who could do the job as well as you.  

The following CV structure works well works well 
with my clients and ensures that all key areas are 

covered



Section 1 -
Beginning of the 
CV

Name in bold.  I also recommend adding your job title 
alongside or underneath your name.  Followed by your 
personal/contact details:

Joe Bloggs - Senior Project Manager - PRINCE2, APMP, 
SAFe Certified

Mob: 0788xxxxxxxx/Email: joe.bloggs@xxx.com
/LinkedIn:joe.bloggs/website joebloggs.com
Home: London (Open to relocation and international travel) 

mailto:joe.bloggs@xxx.com


Section 2

Profile 
Summary

This is your opportunity to explain to any 
prospective reader why you’re a suitable 
applicant. Be concise, ensure relevance, and 
describe your expertise.  In terms of length 1-2 
paragraphs, each around 5-6 lines:



Section 2

Profile 
Summary
contd

A highly engaging and driven Senior Project 
Manager with a reputation for successfully 
delivering complex Digital Transformation 
projects across diverse industry sectors.  
Commercially astute with the ability to quickly 
gain the confidence of key stakeholders up to 
C-Suite level.   
A committed leader who can mobilise both 
local and global teams, delivering projects on 
time and to budget.  Trusted by Senior 
Managers, evidenced with multiple extensions 
in all contracts undertaken (if 
contract)/Regularly promoted and rated as 
exceptional by each employer (if permanent).



Section 3

Skills Summary

Providing a brief skills summary provides the reader 
with a clear and easy breakdown of your main 
attributes:

• Project and Programme Delivery

• P&L Budget Management (£5m+)

• Digital Transformation

• Business Transformation

• Stakeholder Engagement 
• (Up to C-Suite level)

• Leading Global Teams

• PRINCE2/APMP /SAFe Certified

• Supplier/Vendor Management



Section 4

Selected 
Achievements

This is your opportunity to provide 3 or 4 bullet 
points detailing some of your achievements to 
date.  The achievements need to be tangible, 
measured and supported by facts.  And of course 
they have to be relevant to the positions you are 
targeting:

• Established the first Data Analytics practice for 
XYZ Ltd, and implemented an award-winning 
Analytics platform to measure customer 
behaviour

• Successfully delivered a new Mobile App for XYZ 
Ltd , including the re-design of the user 
experience, resulting in a 25% improvement in 
sales, reduction of call traffic by 20%, leading to 
cost savings of £1.5m



Section 5

Career History

Start with your most recent role first and work backwards.  Clients are interested in the 
roles that you’ve undertaken more recently, including the scope of work, and what you 
achieved.  All the information should be quantifiable where possible.  This could be team 
size, geographical domain, budget to manage, technology used etc.:

Connected Consulting July 
2016 – Present
Senior Project Manager (Digital Transformation)

Connected Consulting is a specialist business and technology recruitment consultancy.  
Founded in 2009, with a turnover of £x, employing x people, and operating in x countries.  
(I recommend adding a brief summary of the business if it isn’t an instantly recognisable 
business).  

Headhunted by the founding partner to manage a full e2e Digital Transformation project.  
Designed the Digital roadmap including full infrastructure build; website design and 
implementation; together with BYOD initiatives.  Owning a budget of £3.5m, managing 
3rd party vendors, and one off-shore development team.

Achievements
• Launched the new website, 3 months ahead of schedule, resulting in a 250% increase 

in traffic within the first 24 hours.  Generating an extra £500k in revenue in the first 6 
months.

• Re-designed the candidate on-boarding process, reducing the on-boarding time from 
10 days to 72 hours.

• Coached the team in Agile best practice, embedding a fully Agile based culture within 
the business.  Also acting as the Scrum Master for daily stand-ups.



Section 6

Qualifications 
/Educational 
background

This section should be a combination of both 
academic and professional qualifications: 

• University degree (list the dates studied, the 
University, the Course and the grade achieved

• Industry certification (e.g. Prince2, CCIE,  AWS 
Certified Solution Architect etc)

• Affiliations/Professional Body Memberships 
(e.g. IoD, Chartered Engineer, IEE, etc)

• Effective leadership;  Public Speaking etc
• Publications – Handling Resistance to Change 



CV Tips

• Experiment with different formatting styles, there are plenty of 
CV templates available on-line www.visualcv.com, and this can 
really add some personality to the CV

• Tailor your CV to the roles you are targeting.  For example if 
you’re applying for a Project Manager role to deliver a new 
Mobile App, then draw out your mobile App experience.

• Make sure that your CV doesn’t read like a job description.  
• Don’t go crazy with bullet points, but equally no-one wants to see 

a wall of text!
• Review your CV every few months, ask friends/colleagues for 

their honest opinion
• Interests – Must be relevant and current
• References – Add ‘available on request’
• Photo – Our recommendation is not to add a photo 
• Try to use positive and powerful language where appropriate e.g. 

Built, established, created, delivered etc   
• Remind yourself of the value you can bring to an organisation, 

your achievements to date, and how you can solve some of the 
key issues your prospective employer could be facing.  Embed this 
into your CV.

http://www.visualcv.com/


And finally, 
bring all the 
sections 
together!


