
Practical Issues
Ensure that you confirm the number of people you are presenting to, so as to use the most 
appropriate technology (eg laptop or laptop plus projector).

Our suggestion is that you take a laptop and a disc/stick and you ensure that the client has 
a projector or similar technology.
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Tips and Pointers
Do not exceed time - fundamentally, ensure 
you are plus or minus a couple of minutes only.

Do not overdo the quantity or amount of 
information on slides.

Put focus into your quality of thinking, rather 
than the quantity of slides/output.

Ensure that the presentation illustrates 
how you think and the relevant
implications of issues.

Use evidence from your background to 
illustrate the key points if appropriate.

Scale and scope problems 
and opportunities.

Enjoy it! Ensure that the client 
see the best of you.

Rehearse it. Then rehearse it again!

Emergencies
Make sure you have full back-up for the 
failure of all technology.

Ensure that you have copies and spares 
of all handouts.

DO NOT GO BEYOND ALLOCATED 
TIME: 10 MINS IS 10 MINS! 
Our longest 10 minute presentation in 
2006 was 58 minutes! And no, she 
did not secure the role.

The above is for guidance only and is made in 
the light of significant feedback to this interview 
tool at board/executive level.

Tony Clay, 
Clay McGuire Ltd
tclay@claymcguire.co.uk  

ADVICE ON PRESENTATIONS
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CURRICULUM VITAES - STRUCTURE, CONTENT AND FORMAT

Length and Content
Two or three sides - 3 maximum. 12 point minimum type size.

Ensure personal details (Address, contact numbers including mobile, email contacts) 
are easily seen and are correct, including evening/answer-machine and mobile. 
Ensure all contact information is current and accurate.

Qualifications - most senior/relevant first. There is no need for a personal/general 
introduction of superlatives (you may if you wish use an additional sheet which 
focuses on experience relevant to the advertisement or job requirements).

Use bullet-point format and do not write in the first person singular. Ie. I did x and y. 

What are the key characteristics of a good curriculum vitae (CV)?
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Making the most of space
Use space wisely, eg. your address can go across one line. Do not use space or pages for their own sake. 
Two or three sides give you room for a clear layout and high-grade detail of responsibilities 
and achievements.

Ordering of information
Reverse chronological (most senior qualifications first; most recent jobs first) 
state clearly the date you passed key qualifications 
BSc (2.i) Computer Science, University Leeds June ‘04
A levels Maths; Physics and Economics, Doncaster Grammar June ‘01

Important Issues
Dates:  

Companies: 

Position: 

Dates you held a position - please include months eg Jun 01-Oct 03 - explain gaps  
(remember ’01-’02 can be two years or two days)

Give a short summary of the business sector eg number of employees ie ownership,  
size (t/o and staff), core businesses, locations, markets, customers, etc

State position, key responsibilities and achievements

Repeat for previous positions with increasing brevity towards the earlier parts of your career.
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Significant Achievements

Customer service target of 97% achieved in 2008.

Reduced cost of goods by 20%. Potential savings identified > £15million- 
Projects initiated in 5 defined areas (see appendix).

Led benchmarking activity across three sites to establish potential benefits 
to reduce waste (outline savings identified as £8.5m).

Evaluated and proposed new working shift patterns to meet current business need 
and organisational design based on current downsizing plans.
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Main Responsibilities: 

Management of global supply business unit (£155m t/o) which delivers products across 
the global network (6 core groups, 14 countries).

Accountable for customer service levels, reduction of waste across the whole supply 
chain, prioritising and sponsoring key projects to deliver critical objectives.

Business Unit Leader for Oncology Supply Chain
(Dec ’06 to date)

Example:As a presentation aid, ensure that it is easy to see your career progression at a glance - 
obviously there will be more detail in your more senior roles than early roles

Interests/spare time: Again bullet points of your spare time activities
Driving licence/Refs:   Indicate time held and points/no need for references on CV

Usually on a separate sheet or covering letter

Salary:
Most job applications ask that you include current remuneration. 
This is base, bonus and major benefits eg car or allowance.
 
Clearly indicate, either on your cv or the accompanying letter, what your salary is and how the 
remuneration is constructed (ie base, bonus etc). This is IMPORTANT. This also saves you from 
being shortlisted for companies or jobs at levels widely different from your expectations.

Relocation:
If you are willing to relocate then MAKE THIS CLEAR. If you are not, then say so. In our 
experience most individuals who say that they would relocate ‘for the right position’ have little 
intention of relocation. Be clear in your own mind on the subject of relocation and be realistic 
about long distance commutes with a senior role.

Important:
Remember, you can always use a separate sheet to match the company/job requirements to your 
particular set of skills and experiences. This is a very under-utilised tool. For example, the client 
wants someone ideally who has Project Managed the relocation of a company. You have, 
but only as a part of your previous role, so it only gets one small mention on your CV. 
Make more of it in the ‘Supporting Documentation’. 
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Common mistakes in the Curriculum Vitae 
and Letter of Application

Poor spelling, grammar and punctuation. Sorry if this sounds patronising but 
we estimate that over 30% of cv’s have basic mistakes of this kind.

Poor layout and use of space, eg. crammed first page and half used back page.

Not easy to see career progression (ie. no quick view of key roles across career).

No information on what company does/business it is in. In a large company 
define the purpose of your department or business unit.

No dates with durations - are they hiding a gap?

Responsibilities/achievements have no scale and scope. 
‘Managed a team’ – does not say if it is 4 or 400.

The covering letter makes no reference to professional strengths, relevant 
expertise and personal strengths in light of role requirements.

Cannot see individual’s remuneration or expectation.

Poor or ‘generic’ letter of application – clearly not bespoke to the target opportunity.

Not attractive to the eye – use different typefaces, underlines, bold or grey 
to make the ‘package’ look well presented, clear and professional.
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Senior Level Interview Guidance:

Approach: The first company meeting will probably last around 60-90 minutes and cover a range 
 of issues. Remember to illustrate and emphasise relevant experience, rather than 
 deliver a chronological dialogue of your life. If invited to talk through your career,   
 remember to talk ‘most recent first’, where the most relevant work and management   
 experience is likely to be contained. 

First impression: It counts, so make it a good one. Plan how you propose to make the first and last   
 impressions the ones you seek to make. (Good eye contact, firm handshake etc – 
 positive and high impact).

Context: Always give context – how big was your company, financial turnover, staff, key   
 services/products? We find a PowerPoint organisation chart can be very useful at 
 this point to explain a complex organisation or matrix-based set of operating 
 units, for example.

Evidence: You have a short time to explain what is often complex information – make it simple and  
 interesting. Feel free to use organograms, project plans, schedules of activity, etc to   
 illustrate and bring to life any area that you were responsible for or where you achieved.  
 Have them ready to use if appropriate.

Business: This is a high level business role - be prepared with facts and figures of what you 
 have delivered and achieved. Strive to quantify significant business impacts in areas   
 where you have achieved.

Bigger picture: Be well read as to what is currently happening in the industry, not only for the client but  
 also for other associated areas of the business sector. Ensure that you are familiar with  
 and have read recent copies of their trade press.

Tenor of meeting: Enjoy it, be upbeat and be prepared to discuss what you learnt and hurdles you   
 overcame. Aim for an interactive discussion and keep positive.

Research: My Our experience is that successful candidates for senior jobs have done extensive   
 research on the company and relevant critical issues. Ensure that your knowledge of the  
 client is current. Be well informed on recent and salient key issues relevant to for them.

Rationale: Identify clearly 3 good reasons as to why the role/company is attractive to you. (New  
 challenge, live nearby do not qualify…!) This is a frequent reason for decline in key roles.

Timekeeping: We suggest that you plan to arrive 20-30 minutes early to collect your thoughts.

Spare CVs: Always take 2 spare CV’s in case you are introduced to a key person ‘on the hoof’.

Park House, 10 Park Street, Bristol, BS1 5HX, UK
Phone:+44 (0)117 944 6644 or Fax: +44 (0)117 9425 626

CURRICULUM VITAES - STRUCTURE, CONTENT AND FORMAT

Senior Level Interview Guidance Page 1

Common mistakes in the senior level interview arena

Lateness
42% of senior level candidates were late for interview last year. Plan to be early and 
take time to prepare your thoughts for this important meeting.
 

Lack of research 
Many candidates often fail to read around the company, the industry or the sector. This should be regarded as 
mandatory preparation for interview, as should a cursory investigation of the competition in the marketplace.

Failing to listen to the question 
The desire to just narrate one’s CV should be suppressed. It’s crucial to listen to the question and where 
appropriate reference roles from your CV. Ensure you are answering the question as asked.

Clarity and Expression 
Avoid long-winded, rambling answers. Ensure you can clearly and concisely describe what your 
current (or previous) company does, where you fit in, what your role involves and what you have 
delivered and achieved.

Poor Self Presentation 
Dress – keep it smart, dark and conservative. The bow-tie/feather boa can wait! There is no such thing 
as an informal meeting when you are being considered for a senior level opportunity. 

In the £50k+ salary bracket you should avoid scuffed shoes, short-sleeved shirts, Mickey Mouse ties, 
flouncy summer frocks and cheap suits. DRESS WELL = FEEL GOOD. 

Remember, it’s possible to tone it down a little when you’re there, eg, by taking off your jacket. You can never 
‘dress-up’ if you find that the environment is smarter or on a higher plane than you had anticipated.
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Too Tense or Trying Too Hard:
People hire individuals they respect, understand and want to work with. They want to know 
what you are like, what you have done, how you approach tasks and importantly how 
you plan to approach their role. 

If you are well qualified and feel that the fit is good, then enjoy the meeting. 

Sloppiness
Shiny suits, untidy hair, scuffed shoes, poor dialogue and slang – they are all noticed. 
Don’t under any circumstances call anybody ‘mate’, not the MD, the cleaner, the PA or your mate.

And from our experience
- Do hold the mug by its handle, and don’t ask for a‘chockie bickie’’.

- Don’t say the roadworks were ‘bl**dy dreadful’, and neither  was your last manager!’

- Do wear socks but don’t wear Fĳi love bands

- Don’t park in the FD’s car space or skid sideways into the car-park.

- Don’t undertaken a 15 minute presentation on the Internal Combustion Engine when you were asked 
for 15 minutes on your 100 day plan as the newly appointed Commercial Director...

As you can perhaps foretell, we have seen all the above and although they clearly do not 
technically impact on your competencies, skills and abilities, sometimes they can prevent 
you from securing the role of a lifetime... 

Park House, 10 Park Street, Bristol, BS1 5HX, UK
Phone:+44 (0)117 944 6644 or Fax: +44 (0)117 9425 626

CURRICULUM VITAES - STRUCTURE, CONTENT AND FORMAT

Senior Level Interview Guidance Page 3

In Summary

Research thoroughly - the job, company and sector.

Be there in good time (20-30 minutes early to collect your thoughts).

Enjoy the meeting and make clear.
- What your company did/does
- What your division did/how your department fitted to above
- What your role spanned
- What you achieved
- How you quantified and measured what you did
- What are the key elements that attract you to this role – Don’t say you’re looking 
  for a fresh challenge. How many times….

Take a responsibility for covering in the agenda what needs to be covered.

Have intelligent and well-constructed questions prepared. 

Know and be able to clearly articulate what attracts you to the company and the role.

Ask what will be the next stage of the process. 

Assuming you would like to progress, make this clear as part of the 
closing stages of the discussion.

Enjoy – be yourself, be upbeat.

On a personal note
I hope that you are not patronised by the above. It is said in the light of some 20 years 
of executive recruitment experience and intended to help strong performers to 
prepare and deliver well in the senior level job search.

Tony Clay, 
Clay McGuire Executive Selection

Park House, 10 Park Street, Bristol, BS1 5HX, UK
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Practical Issues
Ensure that you confirm the number of people you are presenting to, so as to use the most 
appropriate technology (eg laptop or laptop plus projector).

Our suggestion is that you take a laptop and a disc/stick and you ensure that the client has 
a projector or similar technology.

Park House, 10 Park Street, Bristol, BS1 5HX, UK
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Tips and Pointers
Do not exceed time - fundamentally, ensure 
you are plus or minus a couple of minutes only.

Do not overdo the quantity or amount of 
information on slides.

Put focus into your quality of thinking, rather 
than the quantity of slides/output.

Ensure that the presentation illustrates 
how you think and the relevant
implications of issues.

Use evidence from your background to 
illustrate the key points if appropriate.

Scale and scope problems 
and opportunities.

Enjoy it! Ensure that the client 
see the best of you.

Rehearse it. Then rehearse it again!

Emergencies
Make sure you have full back-up for the 
failure of all technology.

Ensure that you have copies and spares 
of all handouts.

DO NOT GO BEYOND ALLOCATED 
TIME: 10 MINS IS 10 MINS! 
Our longest 10 minute presentation in 
2006 was 58 minutes! And no, she 
did not secure the role.

The above is for guidance only and is made in 
the light of significant feedback to this interview 
tool at board/executive level.

Tony Clay, 
Clay McGuire Ltd
tclay@claymcguire.co.uk  

ADVICE ON PRESENTATIONS
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Length and Content
Two or three sides - 3 maximum. 12 point minimum type size.

Ensure personal details (Address, contact numbers including mobile, email contacts) 
are easily seen and are correct, including evening/answer-machine and mobile. 
Ensure all contact information is current and accurate.

Qualifications - most senior/relevant first. There is no need for a personal/general 
introduction of superlatives (you may if you wish use an additional sheet which 
focuses on experience relevant to the advertisement or job requirements).

Use bullet-point format and do not write in the first person singular. Ie. I did x and y. 

What are the key characteristics of a good curriculum vitae (CV)?
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Making the most of space
Use space wisely, eg. your address can go across one line. Do not use space or pages for their own sake. 
Two or three sides give you room for a clear layout and high-grade detail of responsibilities 
and achievements.

Ordering of information
Reverse chronological (most senior qualifications first; most recent jobs first) 
state clearly the date you passed key qualifications 
BSc (2.i) Computer Science, University Leeds June ‘92
A levels Maths; Physics and Economics, Doncaster Grammar June ‘89

Important Issues
Dates:  Dates you held a position - please include months eg Jun 88-Oct 92 - explain gaps  
 (remember ’88-’89 can be two years or two days)

Companies: Give a short summary of the business sector eg number of employees ie ownership,  
 size (t/o and staff), core businesses, locations, markets, customers, etc

Position: State position, key responsibilities and achievements

Repeat for previous positions with increasing brevity towards the earlier parts of your career.
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Significant Achievements

Customer service target of 97% achieved in 2008.

Reduced cost of goods by 20%. Potential savings identified > £15million- 
Projects initiated in 5 defined areas (see appendix).

Led benchmarking activity across three sites to establish potential benefits 
to reduce waste (outline savings identified as £8.5m).

Evaluated and proposed new working shift patterns to meet current business need 
and organisational design based on current downsizing plans.
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Main Responsibilities: 

Management of global supply business unit (£155m t/o) which delivers products across 
the global network (6 core groups, 14 countries).

Accountable for customer service levels, reduction of waste across the whole supply 
chain, prioritising and sponsoring key projects to deliver critical objectives.

Business Unit Leader for Oncology Supply Chain
(Dec ’06 to date)

Example:As a presentation aid, ensure that it is easy to see your career progression at a glance - 
obviously there will be more detail in your more senior roles than early roles

Interests/spare time: Again bullet points of your spare time activities
Driving licence/Refs:   Indicate time held and points/no need for references on CV

Usually on a separate sheet or covering letter

Salary:
Most job applications ask that you include current remuneration. 
This is base, bonus and major benefits eg car or allowance.
 
Clearly indicate, either on your cv or the accompanying letter, what your salary is and how the 
remuneration is constructed (ie base, bonus etc). This is IMPORTANT. This also saves you from 
being shortlisted for companies or jobs at levels widely different from your expectations.

Relocation:
If you are willing to relocate then MAKE THIS CLEAR. If you are not, then say so. In our 
experience most individuals who say that they would relocate ‘for the right position’ have little 
intention of relocation. Be clear in your own mind on the subject of relocation and be realistic 
about long distance commutes with a senior role.

Important:
Remember, you can always use a separate sheet to match the company/job requirements to your 
particular set of skills and experiences. This is a very under-utilised tool. For example, the client 
wants someone ideally who has Project Managed the relocation of a company. You have, 
but only as a part of your previous role, so it only gets one small mention on your CV. 
Make more of it in the ‘Supporting Documentation’. 
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Common mistakes in the Curriculum Vitae 
and Letter of Application

Poor spelling, grammar and punctuation. Sorry if this sounds patronising but 
we estimate that over 30% of cv’s have basic mistakes of this kind.

Poor layout and use of space, eg. crammed first page and half used back page.

Not easy to see career progression (ie. no quick view of key roles across career).

No information on what company does/business it is in. In a large company 
define the purpose of your department or business unit.

No dates with durations - are they hiding a gap?

Responsibilities/achievements have no scale and scope. 
‘Managed a team’ – does not say if it is 4 or 400.

The covering letter makes no reference to professional strengths, relevant 
expertise and personal strengths in light of role requirements.

Cannot see individual’s remuneration or expectation.

Poor or ‘generic’ letter of application – clearly not bespoke to the target opportunity.

Not attractive to the eye – use different typefaces, underlines, bold or grey 
to make the ‘package’ look well presented, clear and professional.
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Senior Level Interview Guidance:

Approach: The first company meeting will probably last around 60-90 minutes and cover a range 
 of issues. Remember to illustrate and emphasise relevant experience, rather than 
 deliver a chronological dialogue of your life. If invited to talk through your career,   
 remember to talk ‘most recent first’, where the most relevant work and management   
 experience is likely to be contained. 

First impression: It counts, so make it a good one. Plan how you propose to make the first and last   
 impressions the ones you seek to make. (Good eye contact, firm handshake etc – 
 positive and high impact).

Context: Always give context – how big was your company, financial turnover, staff, key   
 services/products? We find a PowerPoint organisation chart can be very useful at 
 this point to explain a complex organisation or matrix-based set of operating 
 units, for example.

Evidence: You have a short time to explain what is often complex information – make it simple and  
 interesting. Feel free to use organograms, project plans, schedules of activity, etc to   
 illustrate and bring to life any area that you were responsible for or where you achieved.  
 Have them ready to use if appropriate.

Business: This is a high level business role - be prepared with facts and figures of what you 
 have delivered and achieved. Strive to quantify significant business impacts in areas   
 where you have achieved.

Bigger picture: Be well read as to what is currently happening in the industry, not only for the client but  
 also for other associated areas of the business sector. Ensure that you are familiar with  
 and have read recent copies of their trade press.

Tenor of meeting: Enjoy it, be upbeat and be prepared to discuss what you learnt and hurdles you   
 overcame. Aim for an interactive discussion and keep positive.

Research: My Our experience is that successful candidates for senior jobs have done extensive   
 research on the company and relevant critical issues. Ensure that your knowledge of the  
 client is current. Be well informed on recent and salient key issues relevant to for them.

Rationale: Identify clearly 3 good reasons as to why the role/company is attractive to you. (New  
 challenge, live nearby do not qualify…!) This is a frequent reason for decline in key roles.

Timekeeping: We suggest that you plan to arrive 20-30 minutes early to collect your thoughts.

Spare CVs: Always take 2 spare CV’s in case you are introduced to a key person ‘on the hoof’.
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Common mistakes in the senior level interview arena

Lateness
42% of senior level candidates were late for interview last year. Plan to be early and 
take time to prepare your thoughts for this important meeting.
 

Lack of research 
Many candidates often fail to read around the company, the industry or the sector. This should be regarded as 
mandatory preparation for interview, as should a cursory investigation of the competition in the marketplace.

Failing to listen to the question 
The desire to just narrate one’s CV should be suppressed. It’s crucial to listen to the question and where 
appropriate reference roles from your CV. Ensure you are answering the question as asked.

Clarity and Expression 
Avoid long-winded, rambling answers. Ensure you can clearly and concisely describe what your 
current (or previous) company does, where you fit in, what your role involves and what you have 
delivered and achieved.

Poor Self Presentation 
Dress – keep it smart, dark and conservative. The bow-tie/feather boa can wait! There is no such thing 
as an informal meeting when you are being considered for a senior level opportunity. 

In the £50k+ salary bracket you should avoid scuffed shoes, short-sleeved shirts, Mickey Mouse ties, 
flouncy summer frocks and cheap suits. DRESS WELL = FEEL GOOD. 

Remember, it’s possible to tone it down a little when you’re there, eg, by taking off your jacket. You can never 
‘dress-up’ if you find that the environment is smarter or on a higher plane than you had anticipated.
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Too Tense or Trying Too Hard:
People hire individuals they respect, understand and want to work with. They want to know 
what you are like, what you have done, how you approach tasks and importantly how 
you plan to approach their role. 

If you are well qualified and feel that the fit is good, then enjoy the meeting. 

Sloppiness
Shiny suits, untidy hair, scuffed shoes, poor dialogue and slang – they are all noticed. 
Don’t under any circumstances call anybody ‘mate’, not the MD, the cleaner, the PA or your mate.

And from our experience
- Do hold the mug by its handle, and don’t ask for a‘chockie bickie’’.

- Don’t say the roadworks were ‘bl**dy dreadful’, and neither  was your last manager!’

- Do wear socks but don’t wear Fĳi love bands

- Don’t park in the FD’s car space or skid sideways into the car-park.

- Don’t undertaken a 15 minute presentation on the Internal Combustion Engine when you were asked 
for 15 minutes on your 100 day plan as the newly appointed Commercial Director...

As you can perhaps foretell, we have seen all the above and although they clearly do not 
technically impact on your competencies, skills and abilities, sometimes they can prevent 
you from securing the role of a lifetime... 
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In Summary

Research thoroughly - the job, company and sector.

Be there in good time (20-30 minutes early to collect your thoughts).

Enjoy the meeting and make clear.
- What your company did/does
- What your division did/how your department fitted to above
- What your role spanned
- What you achieved
- How you quantified and measured what you did
- What are the key elements that attract you to this role – Don’t say you’re looking 
  for a fresh challenge. How many times….

Take a responsibility for covering in the agenda what needs to be covered.

Have intelligent and well-constructed questions prepared. 

Know and be able to clearly articulate what attracts you to the company and the role.

Ask what will be the next stage of the process. 

Assuming you would like to progress, make this clear as part of the 
closing stages of the discussion.

Enjoy – be yourself, be upbeat.

On a personal note
I hope that you are not patronised by the above. It is said in the light of some 20 years 
of executive recruitment experience and intended to help strong performers to 
prepare and deliver well in the senior level job search.

Tony Clay, 
Clay McGuire Executive Selection
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Practical Issues
Ensure that you confirm the number of people you are presenting to, so as to use the most 
appropriate technology (eg laptop or laptop plus projector).

Our suggestion is that you take a laptop and a disc/stick and you ensure that the client has 
a projector or similar technology.
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Tips and Pointers
Do not exceed time - fundamentally, ensure 
you are plus or minus a couple of minutes only.

Do not overdo the quantity or amount of 
information on slides.

Put focus into your quality of thinking, rather 
than the quantity of slides/output.

Ensure that the presentation illustrates 
how you think and the relevant
implications of issues.

Use evidence from your background to 
illustrate the key points if appropriate.

Scale and scope problems 
and opportunities.

Enjoy it! Ensure that the client 
see the best of you.

Rehearse it. Then rehearse it again!

Emergencies
Make sure you have full back-up for the 
failure of all technology.

Ensure that you have copies and spares 
of all handouts.

DO NOT GO BEYOND ALLOCATED 
TIME: 10 MINS IS 10 MINS! 
Our longest 10 minute presentation in 
2006 was 58 minutes! And no, she 
did not secure the role.

The above is for guidance only and is made in 
the light of significant feedback to this interview 
tool at board/executive level.

Tony Clay, 
Clay McGuire Ltd
tclay@claymcguire.co.uk  

ADVICE ON PRESENTATIONS

Park House, 10 Park Street, Bristol, BS1 5HX, UK
Phone:+44 (0)117 944 6644 or Fax: +44 (0)117 9425 626

CURRICULUM VITAES - STRUCTURE, CONTENT AND FORMAT

Length and Content
Two or three sides - 3 maximum. 12 point minimum type size.

Ensure personal details (Address, contact numbers including mobile, email contacts) 
are easily seen and are correct, including evening/answer-machine and mobile. 
Ensure all contact information is current and accurate.

Qualifications - most senior/relevant first. There is no need for a personal/general 
introduction of superlatives (you may if you wish use an additional sheet which 
focuses on experience relevant to the advertisement or job requirements).

Use bullet-point format and do not write in the first person singular. Ie. I did x and y. 

What are the key characteristics of a good curriculum vitae (CV)?

Curriculum Vitaes - Advice & Guidance Page 1

Making the most of space
Use space wisely, eg. your address can go across one line. Do not use space or pages for their own sake. 
Two or three sides give you room for a clear layout and high-grade detail of responsibilities 
and achievements.

Ordering of information
Reverse chronological (most senior qualifications first; most recent jobs first) 
state clearly the date you passed key qualifications 
BSc (2.i) Computer Science, University Leeds June ‘92
A levels Maths; Physics and Economics, Doncaster Grammar June ‘89

Important Issues
Dates:  Dates you held a position - please include months eg Jun 88-Oct 92 - explain gaps  
 (remember ’88-’89 can be two years or two days)

Companies: Give a short summary of the business sector eg number of employees ie ownership,  
 size (t/o and staff), core businesses, locations, markets, customers, etc

Position: State position, key responsibilities and achievements

Repeat for previous positions with increasing brevity towards the earlier parts of your career.

Park House, 10 Park Street, Bristol, BS1 5HX, UK
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Significant Achievements

Customer service target of 97% achieved in 2008.

Reduced cost of goods by 20%. Potential savings identified > £15million- 
Projects initiated in 5 defined areas (see appendix).

Led benchmarking activity across three sites to establish potential benefits 
to reduce waste (outline savings identified as £8.5m).

Evaluated and proposed new working shift patterns to meet current business need 
and organisational design based on current downsizing plans.
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Main Responsibilities: 

Management of global supply business unit (£155m t/o) which delivers products across 
the global network (6 core groups, 14 countries).

Accountable for customer service levels, reduction of waste across the whole supply 
chain, prioritising and sponsoring key projects to deliver critical objectives.

Business Unit Leader for Oncology Supply Chain
(Dec ’06 to date)

Example:As a presentation aid, ensure that it is easy to see your career progression at a glance -
obviously there will be more detail in your more senior roles than early roles

Interests/spare time: Again bullet points of your spare time activities
Driving licence/Refs:   Indicate time held and points/no need for references on CV

Usually on a separate sheet or covering letter

Salary:
Most job applications ask that you include current remuneration. 
This is base, bonus and major benefits eg car or allowance.

Clearly indicate, either on your cv or the accompanying letter, what your salary is and how the 
remuneration is constructed (ie base, bonus etc). This is IMPORTANT. This also saves you from 
being shortlisted for companies or jobs at levels widely different from your expectations.

Relocation:
If you are willing to relocate then MAKE THIS CLEAR. If you are not, then say so. In our 
experience most individuals who say that they would relocate ‘for the right position’ have little 
intention of relocation. Be clear in your own mind on the subject of relocation and be realistic 
about long distance commutes with a senior role.

Important:
Remember, you can always use a separate sheet to match the company/job requirements to your 
particular set of skills and experiences. This is a very under-utilised tool. For example, the client 
wants someone ideally who has Project Managed the relocation of a company. You have, 
but only as a part of your previous role, so it only gets one small mention on your CV. 
Make more of it in the ‘Supporting Documentation’. 
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Common mistakes in the Curriculum Vitae 
and Letter of Application

Poor spelling, grammar and punctuation. Sorry if this sounds patronising but 
we estimate that over 30% of cv’s have basic mistakes of this kind.

Poor layout and use of space, eg. crammed first page and half used back page.

Not easy to see career progression (ie. no quick view of key roles across career).

No information on what company does/business it is in. In a large company 
define the purpose of your department or business unit.

No dates with durations - are they hiding a gap?

Responsibilities/achievements have no scale and scope. 
‘Managed a team’ – does not say if it is 4 or 400.

The covering letter makes no reference to professional strengths, relevant 
expertise and personal strengths in light of role requirements.

Cannot see individual’s remuneration or expectation.

Poor or ‘generic’ letter of application – clearly not bespoke to the target opportunity.

Not attractive to the eye – use different typefaces, underlines, bold or grey 
to make the ‘package’ look well presented, clear and professional.
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Senior Level Interview Guidance:

Approach: The first company meeting will probably last around 60-90 minutes and cover a range 
 of issues. Remember to illustrate and emphasise relevant experience, rather than 
 deliver a chronological dialogue of your life. If invited to talk through your career,   
 remember to talk ‘most recent first’, where the most relevant work and management   
 experience is likely to be contained. 

First impression: It counts, so make it a good one. Plan how you propose to make the first and last   
 impressions the ones you seek to make. (Good eye contact, firm handshake etc – 
 positive and high impact).

Context: Always give context – how big was your company, financial turnover, staff, key   
 services/products? We find a PowerPoint organisation chart can be very useful at 
 this point to explain a complex organisation or matrix-based set of operating 
 units, for example.

Evidence: You have a short time to explain what is often complex information – make it simple and  
 interesting. Feel free to use organograms, project plans, schedules of activity, etc to   
 illustrate and bring to life any area that you were responsible for or where you achieved.  
 Have them ready to use if appropriate.

Business: This is a high level business role - be prepared with facts and figures of what you 
 have delivered and achieved. Strive to quantify significant business impacts in areas   
 where you have achieved.

Bigger picture: Be well read as to what is currently happening in the industry, not only for the client but  
 also for other associated areas of the business sector. Ensure that you are familiar with  
 and have read recent copies of their trade press.

Tenor of meeting: Enjoy it, be upbeat and be prepared to discuss what you learnt and hurdles you   
 overcame. Aim for an interactive discussion and keep positive.

Research: My Our experience is that successful candidates for senior jobs have done extensive   
 research on the company and relevant critical issues. Ensure that your knowledge of the  
 client is current. Be well informed on recent and salient key issues relevant to for them.

Rationale: Identify clearly 3 good reasons as to why the role/company is attractive to you. (New  
 challenge, live nearby do not qualify…!) This is a frequent reason for decline in key roles.

Timekeeping: We suggest that you plan to arrive 20-30 minutes early to collect your thoughts.

Spare CVs: Always take 2 spare CV’s in case you are introduced to a key person ‘on the hoof’.
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Common mistakes in the senior level interview arena

Lateness
42% of senior level candidates were late for interview last year. Plan to be early and 
take time to prepare your thoughts for this important meeting.
 

Lack of research 
Many candidates often fail to read around the company, the industry or the sector. This should be regarded as 
mandatory preparation for interview, as should a cursory investigation of the competition in the marketplace.

Failing to listen to the question 
The desire to just narrate one’s CV should be suppressed. It’s crucial to listen to the question and where 
appropriate reference roles from your CV. Ensure you are answering the question as asked.

Clarity and Expression 
Avoid long-winded, rambling answers. Ensure you can clearly and concisely describe what your 
current (or previous) company does, where you fit in, what your role involves and what you have 
delivered and achieved.

Poor Self Presentation 
Dress – keep it smart, dark and conservative. The bow-tie/feather boa can wait! There is no such thing 
as an informal meeting when you are being considered for a senior level opportunity. 

In the £50k+ salary bracket you should avoid scuffed shoes, short-sleeved shirts, Mickey Mouse ties, 
flouncy summer frocks and cheap suits. DRESS WELL = FEEL GOOD. 

Remember, it’s possible to tone it down a little when you’re there, eg, by taking off your jacket. You can never 
‘dress-up’ if you find that the environment is smarter or on a higher plane than you had anticipated.
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Too Tense or Trying Too Hard:
People hire individuals they respect, understand and want to work with. They want to know 
what you are like, what you have done, how you approach tasks and importantly how 
you plan to approach their role. 

If you are well qualified and feel that the fit is good, then enjoy the meeting. 

Sloppiness
Shiny suits, untidy hair, scuffed shoes, poor dialogue and slang – they are all noticed. 
Don’t under any circumstances call anybody ‘mate’, not the MD, the cleaner, the PA or your mate.

And from our experience
- Do hold the mug by its handle, and don’t ask for a‘chockie bickie’’.

- Don’t say the roadworks were ‘bl**dy dreadful’, and neither  was your last manager!’

- Do wear socks but don’t wear Fĳi love bands

- Don’t park in the FD’s car space or skid sideways into the car-park.

- Don’t undertaken a 15 minute presentation on the Internal Combustion Engine when you were asked 
for 15 minutes on your 100 day plan as the newly appointed Commercial Director...

As you can perhaps foretell, we have seen all the above and although they clearly do not 
technically impact on your competencies, skills and abilities, sometimes they can prevent 
you from securing the role of a lifetime... 
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In Summary

Research thoroughly - the job, company and sector.

Be there in good time (20-30 minutes early to collect your thoughts).

Enjoy the meeting and make clear.
- What your company did/does
- What your division did/how your department fitted to above
- What your role spanned
- What you achieved
- How you quantified and measured what you did
- What are the key elements that attract you to this role – Don’t say you’re looking 
  for a fresh challenge. How many times….

Take a responsibility for covering in the agenda what needs to be covered.

Have intelligent and well-constructed questions prepared. 

Know and be able to clearly articulate what attracts you to the company and the role.

Ask what will be the next stage of the process. 

Assuming you would like to progress, make this clear as part of the 
closing stages of the discussion.

Enjoy – be yourself, be upbeat.

On a personal note
I hope that you are not patronised by the above. It is said in the light of some 20 years 
of executive recruitment experience and intended to help strong performers to 
prepare and deliver well in the senior level job search.

Tony Clay, 
Clay McGuire Executive Selection
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Practical Issues
Ensure that you confirm the number of people you are presenting to, so as to use the most 
appropriate technology (eg laptop or laptop plus projector).

Our suggestion is that you take a laptop and a disc/stick and you ensure that the client has 
a projector or similar technology.
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Tips and Pointers
Do not exceed time - fundamentally, ensure 
you are plus or minus a couple of minutes only.

Do not overdo the quantity or amount of 
information on slides.

Put focus into your quality of thinking, rather 
than the quantity of slides/output.

Ensure that the presentation illustrates 
how you think and the relevant
implications of issues.

Use evidence from your background to 
illustrate the key points if appropriate.

Scale and scope problems 
and opportunities.

Enjoy it! Ensure that the client 
see the best of you.

Rehearse it. Then rehearse it again!

Emergencies
Make sure you have full back-up for the 
failure of all technology.

Ensure that you have copies and spares 
of all handouts.

DO NOT GO BEYOND ALLOCATED 
TIME: 10 MINS IS 10 MINS! 
Our longest 10 minute presentation in 
2006 was 58 minutes! And no, she 
did not secure the role.

The above is for guidance only and is made in 
the light of significant feedback to this interview 
tool at board/executive level.

Tony Clay, 
Clay McGuire Ltd
tclay@claymcguire.co.uk  

ADVICE ON PRESENTATIONS

Park House, 10 Park Street, Bristol, BS1 5HX, UK
Phone:+44 (0)117 944 6644 or Fax: +44 (0)117 9425 626

CURRICULUM VITAES - STRUCTURE, CONTENT AND FORMAT

Length and Content
Two or three sides - 3 maximum. 12 point minimum type size.

Ensure personal details (Address, contact numbers including mobile, email contacts) 
are easily seen and are correct, including evening/answer-machine and mobile. 
Ensure all contact information is current and accurate.

Qualifications - most senior/relevant first. There is no need for a personal/general 
introduction of superlatives (you may if you wish use an additional sheet which 
focuses on experience relevant to the advertisement or job requirements).

Use bullet-point format and do not write in the first person singular. Ie. I did x and y. 

What are the key characteristics of a good curriculum vitae (CV)?
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Making the most of space
Use space wisely, eg. your address can go across one line. Do not use space or pages for their own sake. 
Two or three sides give you room for a clear layout and high-grade detail of responsibilities 
and achievements.

Ordering of information
Reverse chronological (most senior qualifications first; most recent jobs first) 
state clearly the date you passed key qualifications 
BSc (2.i) Computer Science, University Leeds June ‘92
A levels Maths; Physics and Economics, Doncaster Grammar June ‘89

Important Issues
Dates:  Dates you held a position - please include months eg Jun 88-Oct 92 - explain gaps  
 (remember ’88-’89 can be two years or two days)

Companies: Give a short summary of the business sector eg number of employees ie ownership,  
 size (t/o and staff), core businesses, locations, markets, customers, etc

Position: State position, key responsibilities and achievements

Repeat for previous positions with increasing brevity towards the earlier parts of your career.
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Significant Achievements

Customer service target of 97% achieved in 2008.

Reduced cost of goods by 20%. Potential savings identified > £15million- 
Projects initiated in 5 defined areas (see appendix).

Led benchmarking activity across three sites to establish potential benefits 
to reduce waste (outline savings identified as £8.5m).

Evaluated and proposed new working shift patterns to meet current business need 
and organisational design based on current downsizing plans.
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Main Responsibilities: 

Management of global supply business unit (£155m t/o) which delivers products across 
the global network (6 core groups, 14 countries).

Accountable for customer service levels, reduction of waste across the whole supply 
chain, prioritising and sponsoring key projects to deliver critical objectives.

Business Unit Leader for Oncology Supply Chain
(Dec ’06 to date)

Example:As a presentation aid, ensure that it is easy to see your career progression at a glance - 
obviously there will be more detail in your more senior roles than early roles

Interests/spare time: Again bullet points of your spare time activities
Driving licence/Refs:   Indicate time held and points/no need for references on CV

Usually on a separate sheet or covering letter

Salary:
Most job applications ask that you include current remuneration. 
This is base, bonus and major benefits eg car or allowance.
 
Clearly indicate, either on your cv or the accompanying letter, what your salary is and how the 
remuneration is constructed (ie base, bonus etc). This is IMPORTANT. This also saves you from 
being shortlisted for companies or jobs at levels widely different from your expectations.

Relocation:
If you are willing to relocate then MAKE THIS CLEAR. If you are not, then say so. In our 
experience most individuals who say that they would relocate ‘for the right position’ have little 
intention of relocation. Be clear in your own mind on the subject of relocation and be realistic 
about long distance commutes with a senior role.

Important:
Remember, you can always use a separate sheet to match the company/job requirements to your 
particular set of skills and experiences. This is a very under-utilised tool. For example, the client 
wants someone ideally who has Project Managed the relocation of a company. You have, 
but only as a part of your previous role, so it only gets one small mention on your CV. 
Make more of it in the ‘Supporting Documentation’. 
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Common mistakes in the Curriculum Vitae 
and Letter of Application

Poor spelling, grammar and punctuation. Sorry if this sounds patronising but 
we estimate that over 30% of cv’s have basic mistakes of this kind.

Poor layout and use of space, eg. crammed first page and half used back page.

Not easy to see career progression (ie. no quick view of key roles across career).

No information on what company does/business it is in. In a large company 
define the purpose of your department or business unit.

No dates with durations - are they hiding a gap?

Responsibilities/achievements have no scale and scope. 
‘Managed a team’ – does not say if it is 4 or 400.

The covering letter makes no reference to professional strengths, relevant 
expertise and personal strengths in light of role requirements.

Cannot see individual’s remuneration or expectation.

Poor or ‘generic’ letter of application – clearly not bespoke to the target opportunity.

Not attractive to the eye – use different typefaces, underlines, bold or grey 
to make the ‘package’ look well presented, clear and professional.
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Senior Level Interview Guidance:

Approach: The first company meeting will probably last around 60-90 minutes and cover a range 
 of issues. Remember to illustrate and emphasise relevant experience, rather than 
 deliver a chronological dialogue of your life. If invited to talk through your career,   
 remember to talk ‘most recent first’, where the most relevant work and management   
 experience is likely to be contained. 

First impression: It counts, so make it a good one. Plan how you propose to make the first and last   
 impressions the ones you seek to make. (Good eye contact, firm handshake etc – 
 positive and high impact).

Context: Always give context – how big was your company, financial turnover, staff, key   
 services/products? We find a PowerPoint organisation chart can be very useful at 
 this point to explain a complex organisation or matrix-based set of operating 
 units, for example.

Evidence: You have a short time to explain what is often complex information – make it simple and  
 interesting. Feel free to use organograms, project plans, schedules of activity, etc to   
 illustrate and bring to life any area that you were responsible for or where you achieved.  
 Have them ready to use if appropriate.

Business: This is a high level business role - be prepared with facts and figures of what you 
 have delivered and achieved. Strive to quantify significant business impacts in areas   
 where you have achieved.

Bigger picture: Be well read as to what is currently happening in the industry, not only for the client but  
 also for other associated areas of the business sector. Ensure that you are familiar with  
 and have read recent copies of their trade press.

Tenor of meeting: Enjoy it, be upbeat and be prepared to discuss what you learnt and hurdles you   
 overcame. Aim for an interactive discussion and keep positive.

Research: My Our experience is that successful candidates for senior jobs have done extensive   
 research on the company and relevant critical issues. Ensure that your knowledge of the  
 client is current. Be well informed on recent and salient key issues relevant to for them.

Rationale: Identify clearly 3 good reasons as to why the role/company is attractive to you. (New  
 challenge, live nearby do not qualify…!) This is a frequent reason for decline in key roles.

Timekeeping: We suggest that you plan to arrive 20-30 minutes early to collect your thoughts.

Spare CVs: Always take 2 spare CV’s in case you are introduced to a key person ‘on the hoof’.
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Common mistakes in the senior level interview arena

Lateness
42% of senior level candidates were late for interview last year. Plan to be early and 
take time to prepare your thoughts for this important meeting.
 

Lack of research 
Many candidates often fail to read around the company, the industry or the sector. This should be regarded as 
mandatory preparation for interview, as should a cursory investigation of the competition in the marketplace.

Failing to listen to the question 
The desire to just narrate one’s CV should be suppressed. It’s crucial to listen to the question and where 
appropriate reference roles from your CV. Ensure you are answering the question as asked.

Clarity and Expression 
Avoid long-winded, rambling answers. Ensure you can clearly and concisely describe what your 
current (or previous) company does, where you fit in, what your role involves and what you have 
delivered and achieved.

Poor Self Presentation 
Dress – keep it smart, dark and conservative. The bow-tie/feather boa can wait! There is no such thing 
as an informal meeting when you are being considered for a senior level opportunity. 

In the £50k+ salary bracket you should avoid scuffed shoes, short-sleeved shirts, Mickey Mouse ties, 
flouncy summer frocks and cheap suits. DRESS WELL = FEEL GOOD. 

Remember, it’s possible to tone it down a little when you’re there, eg, by taking off your jacket. You can never 
‘dress-up’ if you find that the environment is smarter or on a higher plane than you had anticipated.
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Too Tense or Trying Too Hard:
People hire individuals they respect, understand and want to work with. They want to know 
what you are like, what you have done, how you approach tasks and importantly how 
you plan to approach their role. 

If you are well qualified and feel that the fit is good, then enjoy the meeting. 

Sloppiness
Shiny suits, untidy hair, scuffed shoes, poor dialogue and slang – they are all noticed. 
Don’t under any circumstances call anybody ‘mate’, not the MD, the cleaner, the PA or your mate.

And from our experience
- Do hold the mug by its handle, and don’t ask for a‘chockie bickie’’.

- Don’t say the roadworks were ‘bl**dy dreadful’, and neither  was your last manager!’

- Do wear socks but don’t wear Fĳi love bands

- Don’t park in the FD’s car space or skid sideways into the car-park.

- Don’t undertaken a 15 minute presentation on the Internal Combustion Engine when you were asked 
for 15 minutes on your 100 day plan as the newly appointed Commercial Director...

As you can perhaps foretell, we have seen all the above and although they clearly do not 
technically impact on your competencies, skills and abilities, sometimes they can prevent 
you from securing the role of a lifetime... 
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In Summary

Research thoroughly - the job, company and sector.

Be there in good time (20-30 minutes early to collect your thoughts).

Enjoy the meeting and make clear.
- What your company did/does
- What your division did/how your department fitted to above
- What your role spanned
- What you achieved
- How you quantified and measured what you did
- What are the key elements that attract you to this role – Don’t say you’re looking 
  for a fresh challenge. How many times….

Take a responsibility for covering in the agenda what needs to be covered.

Have intelligent and well-constructed questions prepared. 

Know and be able to clearly articulate what attracts you to the company and the role.

Ask what will be the next stage of the process. 

Assuming you would like to progress, make this clear as part of the 
closing stages of the discussion.

Enjoy – be yourself, be upbeat.

On a personal note
I hope that you are not patronised by the above. It is said in the light of some 20 years 
of executive recruitment experience and intended to help strong performers to 
prepare and deliver well in the senior level job search.

Tony Clay, 
Clay McGuire Executive Selection
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