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Online jobs boards – make sure your CV is top of the list! 
 
 

 
Online jobs boards, such as Monster and GradCentral, allow you to upload your CV to their 
database for free. Employers then search the database for job-seekers that match the 
requirements of their vacancy.  
 
This seems like an easy and fast way to get lots of employers looking at your CV. However, 
there will be thousands of CVs on the site’s database and employers don’t have time to sift 
through all of them. So what are the chances of an employer finding your CV and picking you 
out of the pack? How can you ensure your CV is at the top of the search list? 
 

 
Employers are able to implement a detailed search of the website 
databases for relevant CVs. They may search using job sector, job title, 
and key words they want to see on the CV. These key words will match the 
requirements for the job and include skills and competencies. For example, 
if the company has a position for a Marketing Assistant, they may search 
using ‘marketing’, ‘business’, ‘communication’, ‘IT’, ‘skills’, ‘market 
research’, ‘business aware’, ‘interpersonal’, ‘attention to detail’, 
‘experience’, ‘creative’, ‘sales’, ‘selling’, ‘customer service’, ‘BA Marketing’ 

(if required) etc. CVs with those words included will then appear at the top of the employer’s 
search. 
 
To ensure your CV is one of them, follow our tips below. 
 

1. Target your CV to the sector you are interested in. Use as many key words as you can 
that are relevant to that sector.  
 

2. Think about the key skills and experiences required for the positions you are looking for 
and integrate those words into your CV. Be specific. For example, if you think IT skills will 
be required / useful, don’t just put on your CV ‘excellent IT skills’ or even ‘knowledge of 
Microsoft Office’. Specify exactly which software packages you are skilled in as they may 
search for candidates using words such as ‘powerpoint’ or ‘excel’. 
 

3. You may also consider using an invisible text box on your CV filled with key words. 
Whilst this option may be useful, it would be far preferable to have those words evident in 
the visible body of your CV. 

 

Good luck! 
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