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TAKE the next step in your
career

LEARN how to sell
yourself to a prospective

employer

DISCOVER the secrets to
writing a great CV

Guiding and inspiring police officers to find
new careers



If you’re a Police Officer, or currently

working in Law Enforcement and you’re

considering a new career – you’re in the

right place. 

Andy Labrum

Founder Blue LIght Leavers

 www.bluelightleavers.com

A  N O T E  F R O M
A N D Y  L A B R U M

Wel c ome !  
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This document is prepared from a podcast

interview with Charlotte Eve, the Managing

Director of CK Futures.

Charlotte has been writing CVs

professionally for over 20 years and she’s

written many, many CVs for Police Officers

across the globe of all ranks. 

The interview covered a number of topics

based around CVs with the focus

predominantly on the softer skills, the

transferable skills and experience that have

to be evidenced within a CV and also

LinkedIn also.



The number of CVs submitted can easily be in the hundreds for certain types of
jobs.

So, your CV really needs to be, not just well written, it needs to be absolutely
outstanding to get noticed. 

Your achievements are without a doubt the most important thing on a CV.  CVs
which are achievement led are 70% more likely to get chosen for interview,
whereas those that are duties led, the ones that list responsibilities, only typically
20% get selected for interview.  It's common sense; of course, you want
achievements on a CV but actually it’s often hugely overlooked.

So read on as the following content will be of huge interest to you and you'll reap
the benefits of Charlotte's vast experience.
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Why is it so
important to have a
well written CV?

Your CV really needs to be not just well written, it needs to be absolutely outstanding to get noticed. 

The prevalence of Applicant Tracking Systems and their use in the whole recruitment process now is
something which needs to be taken into account. 66% of all large companies use what’s called an ATS
system so that when you’re applying for a job, it’s the ATS system that initially screens your CV before
it goes through to a human being.

You need a really well written CV must to make sure you get through ATS hurdle before you even get in
front of a person. A well written CV can mean so many different things now, it has to include, for
example, certain key words - things have to be in there for the Applicant Tracking System to pick up
and accept your CV and take it to the next stage.

It’s important for that reason as well as many others.

The hardest thing is actually working out what the ‘key words’ are because no potential employer will
actually tell you what they are! It’s something that you have to work out yourself by looking at the job
description, the person specification, the advert and just trying to pick up on them and making sure
that these are actually reflected back in your CV, without being actually copied verbatim obviously. It
really matters at that stage.
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In terms of structure of a CV can get templates online but Charlotte advises using a
simple one rather than a flashy template!

Remember that once your CV gets through the ATS systems, it then gets to the human
level.  Therefore when information is read, its actually quite hard to absorb information
if it’s all over the place on a sheet of A4.   For example, if you submit a CV with two
columns of information, even though we’re used to reading newspapers like that, we’re
not actually used to reading CVs in that format. It’s very important for the CV to have
lots of white space in it and just remember that the wording is the most important
thing.

The presentation matters, it is hugely important, but it should never take precedence
over the actual content of the CV, because it’s the words that will actually get you
through the door and into the interview.

Get your wording right first and then worry about the presentation.

CV Structure

Should I use a template?
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Who you are

What you're offering

What you're good at

First of all, there are absolutely no rules with CVs and it doesn't matter whether you
write in first or third person.

However writing in the first person sounds more a punchy and engaging read and it
sounds far more personal. But sometimes it depends what you're going for and
sometimes third person just feels right. 

Within your 'Profile' you need to get across (3 - 4 sentences at most):

CV Structure

Think of it in a conversational sense.  It is so important that your opening statement
gets across the three core  skills that you want that employer to know about. 

It's also important to make sure it avoids any clichés; try and avoid phrases like ‘team
player, good communicator’, as these are over-used on CVs and they switch the reader
off.  

Really think about what you’re saying and try and use language that’s not commonly
used because it will make your CV more interesting
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First or Third Person?
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It sounds more interesting

It sounds more authentic

It 's an easier read

It 's easier to write

It 's more enjoyable to read

CV Structure

The first parts of your CV are tremendously important. It's a good idea to insert a  'tag
line' under your name which mirrors the job that you’re applying for.  For example, let’s
say you’re an accountant you would write ‘Andy Labrum – Qualified Accountant’.  This 
 says immediately if it matches that job that you’re going for.  You’re saying right from
the outset ‘I am exactly who you’re looking for’. 

Usually, a CV would have an opening statement or 'profile' (you don’t necessarily need
a heading saying ‘profile’ as it’s quite obvious what it is - having said that sometimes
ATS systems look for the word ‘profile’) 
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When you look back what are you proud of doing in that particular job?

How do you think it make a difference?

When you started in that role, what was that role like and what did you do to make it
better?

What did you improve along the way?”. 

There was a study carried out a few years ago, where they found that CVs which were
achievement led were 70% more likely to get chosen for interview, whereas those that
were duties led, the ones that list responsibilities, only 20% of them typically got
selected for interview.

You need to include your achievements in your CV but we can forget how amazing we
are!

When you start to construct your CV look back and remember what you've achieved
going back 10, 15, 20 years:

CV Structure

Include Your Achievements

Sometimes your achievements could be as a result of a difficult situation you might not
want to remember, but we don’t have to include everything. Anything can be worded in
a way that makes it palatable on a CV.
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You should look at your career as a whole and work out how far you want to go back. 

You don’t necessarily have to go right from the beginning.  Start with your job title –
make it as clear as possible, a little sentence that explains or gives some context to
what that job actually was, what the purpose of that job was and then underneath that
add a sub-heading either ‘Key Achievements’ or ‘Highlights’ or ‘Selected Highlights’,
something that indicates that it’s not everything about that job. You’re trying to get
across the most ‘shout out’ bits, the most interesting bits. 

Within that section use bullet points  Bullet points are actually quite important on a CV
because it enables the reader to really concentrate and focus on one part at a time. If
it’s a two-page document with no bullet points and nothing breaking it up, it can be
quite overwhelming for the reader to have that information in front of them.  Bullet
points just makes it a much easier read.

If you aim for three to five achievements per role (depending on how long you were in
that role) and avoid including any duties at all if possible, or certainly keep it to a
minimum because that’s not typically what’s going to get you through the door. 

Employers want to know how you made a difference and what’s your value and your
value is within how you have made a difference and what your achievements are.

CV Structure

Career Description
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Include soft skills on page 1 of your CV.

Anyone can be a manager for example but it’s having the softer skills that elevates
them to an exceptional manager.  For example if you're a great communicator,
communication starts from your ability to talk to someone but it goes right through to
empathy, the ability to negotiate, present – stand up in front of others, influence
people, garner support, so much within that. 

How far have you taken this communication skill?
Have you presented to other people?
If so where and how many and what were you doing? 

CV Structure

Including Soft Skills

Relationship Management is a common skill within the Police. It’s the ability to manage
relationships across all sectors and at all levels.  Evidence that skill with an example if it
is relevant to the role you're applying for. 
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You've been in the police for a while so you're used to 'police jargon' but a prospective
employer isn't!

You need to strip away all the jargon and find a way to change the wording to get across
the same thing without making it police specific because it has to appeal to a much
wider audience. 

Don't have your CV crammed with abbreviations that nobody is going to understand!

CV Structure

De-Police Your Words!
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Once your CV has passed the ATS system and is in front of a human it’s always the ones
that have put the most effort in it which will get most attention. 

The easiest and most effective way is simply by tailoring your CV to match the job. 

Even better if you send a covering letter and it’s a specific response to that position. 

If a job has a hundred applicants and they’ve just sent off their CV and not tailored it
then the ones that have really thought about it, mirrored the language, responded to
the essential criteria, they do deserve to get a second look. 

It matters greatly in terms of matching your CV and it’s not hard to do either. 

If you’re having your CV prepared for you, and you haven't got a specific job that you’re
applying for at that stage, ideally at that stage you want a really good, strong general
CV that you’re happy with. Then, all you need to do is just literally tailor it. 

Normally it’s the ‘Profile’ that might need a bit of tweaking, the ‘Skills’ might need a bit
of re-ordering, maybe an extra line here or there but it shouldn’t be a huge re-write, it’s
something that can take minutes not hours to do and it can make an enormous
difference.  

The ‘Tag Line’ under your name is an easy way of doing it. Let’s say you’re going for
Project Manager; it could be Project Manager in one position or it could be
Project/Change Manager in another. It’s just matching what they’re looking for and
little adjustments can make a tremendous difference.

CV Structure

Tailoring Your CV
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You definitely need a LinkedIn Profile if you’re serious about job searching.  Not necessarily to be head hunted,
even though 28% of people on LinkedIn are recruiters! 

Your CV and LinkedIn profile should obviously say the same things but should be written differently. 

You need content on LinkedIn which matches your CV so there are no glaring discrepancies from one to the other. 

When you get to interview stage the person interviewing you is very likely to look you up on LinkedIn.  If you’re
not there or if your LinkedIn profile looks a bit sketchy it will give an impression one way or the other!  

LinkedIn is written in a slightly different style from your CV  to be effective. To briefly touch on this, LinkedIn is
written in a much looser more conversational style than a CV so it has a different kind of tone to it, which is hard
to get across unless you see differences that are written. You can actually get more content in a LinkedIn and you
can back it up with some super visuals of yourself with something else in the background.

You can create posts which keep you current and you’ll be engaging in a wider network and community. It makes
you look ready and serious about looking for work. 

In addition, you can switch 'Career Notifications' on or off without anybody knowing.  If you do want to be
headhunted you can switch the notifications to ‘on’, but if you receive messages which might not be relevant, you
can switch it off. You have that control over LinkedIn. 

It is highly recommended that you have a presence on LinkedIn but make sure it matches your CV but it’s not an
exact copy and paste!

Do I need to be on
LinkedIn?
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1Hints & Tips

Give yourself space and time to really think about the career that you’ve had, the experience that
you’ve had and start to jot it down in any way that makes sense to you.  The things that you’ve done,
things that you’re proud of, things that stand out for you when you look back at your career. 

Get them down in some form because you’ll need it for your CV but also, you’ll need it for interview
further down the line. 

Invest in time about thinking about your information to begin with. 

Invest your time
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2
Make sure your CV is targeted.

Start to think about jobs you’re interested in and try and target that. 

If you’re open-minded, think about how you see yourself working, for example in an office, out of an
office, with a team, not in a team – have a vague picture in mind if you’re completely open minded
because you still need to target your CV somehow to make it effective. 

Hints & Tips
Target
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3
Write in a clear easy to understand language.

Try and avoid beautifully long complicated words that you wouldn’t necessarily use if you spoke to
someone as it can make it a very formal detached read if you’re not careful.  

Try and avoid cliches. For example, don’t use ‘team player’ and try and avoid ‘good communicator’ -
very important!

Think about what you’re trying to say and keep it unique to you. 

Hints & Tips
Mind Your Language!
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4
Finally, check your CV more times than you think you need!

Check it at least 5 times.

Give some space in between when you’ve written it and when you read it because if you’re too close to
it it’s really hard to spot mistakes. 

Lastly ask someone else to read it, just to double check it for you because it’s always easier for
someone else to spot mistakes and to think of things you might not have perhaps thought about. 

Bear in mind, nobody knows you like you know yourself, so, if you give it to a friend, they might not
know what you’re like at work for example, so your friend might not actually give you the best advice. If
you can, it’s a good idea to give your CV to someone at work who will see you from a work perspective
just to read through your CV.

Hints & Tips
Check Please!
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If you'd like to contact Charlotte Eve with a view
to her writing your CV or LinkedIn profile for
you, then email her at:

C K  F U T U R E S  L I M I T E D

CHARLOTTE EVE

IG.COM/YOURNAME FB.COM/YOURNAME YOURWEBSITE.COM

charlotte@CKfutures.co.uk
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