What is a CV?

e ACV (curriculum vitae) allows you to summarise your education, skills and
experience, selling yourself to employer.

e Brits call a CV and Americans - resume

e The objective of good CV is to pick up an interview

How long should a CV be?

Standard CV in the UK should be no longer, than two sides of A4
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Only include the main facts; employers only want to read relevant information
Some medical or academic CVs my be longer depending on your experience

A CV (curriculum vitae) :
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What to include in a CV?

e CV Header (Titel) with Contact information

e Personal profile, CV Objective or CV Summary
e Education, Qualifications...

e Work Experience, professional experience...

o Skills

e Additional Sections
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What to include in a CV?

e Header (contact details)- include your full name, professional title, address, mobile
number and email address you do not need to include your date of birth or a
photograph unless you're applying for an acting or modelling job.

e Profile-placed at the beginning of the CV a profile is a brief statement that highlights
your reasons to work in a particular field. Pick out a few relevant achievements and
skills. It must focus on the sector you are applying to (job-specific). You should keep it
short -100 words is the perfect length.

e Education- list and date all previous education, including professional qualification
(pal=all & 3) e laled), placing the most recent first.

e Work experience- List your experience in reverse chronological order, making sure
that anything you mention is relevant to the job you' applying for. If you have plenty
of relevant work experience, this section should come before education.
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What to include in a CV?

e Skills and achievements - you talk about the foreign languages you speak and
the IT you can use. Whatever you list should be relevant to the job and not over-
exaggerated. If you have lots of relevant skills, you should do a skills-based CV.

¢ Interests -Simply writing ‘socialising, when relevant to the job and catch the
attention of the recruiter, your interests can provide a more rounded picture of you
and give you something to talk about at interview.

Examples: writing your own blog (& s« S 43 504) if you want to be a journalist, or
being Part of a drama group if you are looking to get into sales.

e References -You don't need to provide the names of references at this stage.
Most employers would assume this to be the case.
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CV format

e Avoid fonts such as Comic Sans. Instead, choose something more professional such as
size-10 Arial or size 12 Time new romain.

e Keep it brief and easy to read by using clear spacing and bullet points.
This type of CV layout (Aadall axeai g (305) allows employers to read your CV and
quickly pick out the important information.

e List everything in reverse chronological order so the recruiter sees your most
impressive and recent achievements first.

e Avoid the gaps in the chronology of your CV

e Print your CV, with white A4 paper. Only print on one side and tow side if need.

CV format
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How to write a good CV

Take a look at the company's website« local press and the job advert to make sure
that your CV is targeted to the role and employer.

Decide whether the chronological, skills-based or academic CV is right for you.
Don't put the term ‘curriculum vitae’ at the top of the page.

Provide a professional email address.

Use active verbs wherever possible. For example, you could include words like
‘created’; ‘analysed’ and ‘devised’ to present yourself as a person who shows
initiative .

How to write a good CV

There should be no spelling or grammar mistakes in your CV. Use a spell checker and
enlist a second pair of eyes to check over it.

Avoid using generic phrases such as ‘team player’, ‘hardworking” and‘multitasker’.

Instead, provide real-life examples that demonstrate all of these skills.

Never lie or exaggerate on your CV or job application. Not only will you demonstrate
your dishonesty to a potential employer, but there can be serious consequences too.

You should always include a cover letter to personalise your application to the job.
You can draw attention to a particular part of your CV, clarify gaps in your work
history .
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How to write a good CV
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Types of CV:

¥ Chronological CV
v Skills-based CV
¥ Academic CV

Chronological CV

e Sometimes known as a traditional CV, a chronological CV is used to match your
qualifications and work experience with the requirements for the job role.

e The CVis structured in reverse chronological order i.e. the most recent qualifications
and experience are listed first .

e This type of graduate CV template makes it easy for employers to identify potential
candidates.

e |t allows you to provide clear details of your qualifications, work history and
responsibilities, which match the criteria provided in the job description.
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It's important to include:

e dates -cover any gaps in your history
e Qualifications and work experience -match these to the role you're applying for
e Additional skills and knowledge -cover essential criteria for the role.
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Skills-based CV

e Also known as a functional CV, the skills-based CV can be used if you have gaps in
your employment history. This type of CV template is also useful if you have limited
experience or are applying for a job, which is unrelated to your degree.

e The skills-based CV allows you to focus on the skills you have developed in various
areas of your life.


https://www.tracker-software.com/product/pdf-xchange-editor
https://www.tracker-software.com/product/pdf-xchange-editor

It's important to:

e position your skills profile prominently(<4Y 5 b J<a)
e match your skills with the profile and use the same headings
e provide evidence of how you've used your skills in a real life situation.

Skills-based CV:
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Academic CV

e Focused on educational achievements academic CVs are used when applying for
lecturing or research-based roles.

e Although there's no page limit, it's important to keep your CV brief and targeted to
the role's requirements, with each section in reverse chronological order.

e Your academic achievements, research interests and specialist skills should be placed
on the first page.

e Ensure that your writing style is scholarly but clearly understood to those outside of
your field of interest.

¢ Include details of your specialist skills, research outcomes, potential future
developments, and any funding or grants that you've received, conferences that
you've attended, professional memberships that you've gained and publications that
you've been featured in.

Academic CV
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Top 6 CV mistakes

1) Poor formatting

2) Spelling errors

3) Lying

4) Lack of evidence

5) Not explaining ‘why’

6) Ignoring gaps in your work history

1. Poor formatting

e CVs not clear and easy to read
e CVaren't brief
e CV doesn’t match the job specification

e Confusing layouts, and using too many fonts or font sizes.
e Disorganised and messy CV.

3. Lying

e When you're trying to impress potential employers its Wrong. The facts on your CV
are easy to corroborate.

e Lying about your current job title or Exaggerating a period of work experience, you
may be invited for an interview where you'll either trip yourself up or be asked
guestions that you’re unable to answer.

4. Lack of evidence

e It's easy to make generic, empty statements or meaningless on your CV However,
failing to effectively evidence your skills, achievements and experiences can be a fatal
mistake.

e 'Writing concisely but meaningfully is crucial, as this is a central element of many

jobs'.
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5. Not explaining ‘why’

e |tisn’t enough to just state your information's; you need to justify why you've chosen
certain activities in terms of your personal and professional development.

e As ageneral rule, okay CVs give you the ‘what’ - ‘However, great CVs also give you
the ‘why’ - for example, why that person has chosen that degree or society’.

6. Ignoring gaps in your work history

e Gaps in employment history are fairly common and rarely a problem as long as
they’re explained.

e You don’t need to worry about gaps of a couple of weeks but if you've been out of
work for months (or even years) you need to clearly and concisely explain why .Any
unexplained absences of this length will be looked upon with suspicion by potential
employers and will give the impression that you’ve been idle during this time.

e Don’t be afraid to let recruiters know that you took some time out to volunteer, look
after a sick relative or travel the world. There’s also no shame in informing employers
of a period spent away from work due to illness.

e You'll be able to further explain any gaps in your work history in your cover letter
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What is a cover letter (motivation letter)?

e A cover letter is a document sent alongside your CV when applying for jobs.

e |t acts as a personal introduction and helps to sell your application.

e A cover letter is necessary as it gives you the chance to explain to an employer why
you're the best candidate for the job. You do this by highlighting relevant skills and
experience; therefore, you should always write your cover letter with the position
you're applying for in mind.

What is a cover letter (motivation letter)?

e Cover letters should complement your CV but not duplicate it. The recruiters when it
comes to the length of these documents is the shorter the better. Typically, three to
five short paragraphs, cover letters should not exceed one A4 page.

e Applications should always include a cover letter unless the job advert instructs you
differently.
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How to write a cover letter?

Keep your cover letter brief, while making sure it emphasises your suitability for the job.
It can be broken down into the following sections:

First paragraph - The opening statement should set out why you're writing the letter.
Begin by stating the position you're applying for, where you saw it advertised and
when you are available to start.

Second paragraph - Cover why you’re suitable for the job, what attracted you to this
type of work, why you're interested in working for the company and what you can
offer the organisation.

Third paragraph - Highlight relevant experience and demonstrate how your skills
match the specific requirements of the job description. Summarise any additional
strengths an explain how these could benefit the company.

Last paragraph - Use the closing paragraph to round up your letter. Reiterate your
interest in the role and indicate your desire for a personal interview. Finish by
thanking the employer and say how you are looking forward to receiving a response.

How to address a cover letter?

Always try and address your cover letter directly to the person who will be reading it.
Advertised positions usually include a contact name, but if not, it is worth taking the
time to find out who the letter should be addressed to. You can do this by searching
the company’s website for details of the hiring manager or alternatively you could
call the organisation to ask who you should address your letter to. Don't be afraid to
do this, many employers will appreciate you taking the time and initiative to do so

If you're struggling to find a named contact you can use a general salutation such as:
Dear Sir/Madam

Dear Hiring manager

Dear Human resources director.

How you sign off your cover letter depends on how you addressed it. If you include a
named contact sign off ‘yours sincerely’. If you use a general one finish with ‘yours
faithfully.’
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Tips for the perfect cover letter

Here are some tips to increase your chances of success:

e Be concise - Ideally a cover letter should take up half a page of A4 or one full page if
necessary. Read through the document and cut out any unnecessary words and
sentences. Don't repeat what's already covered in your CV.

e Tailor to the organisation - You should rewrite your cover letter every time you apply
for a position in order to target the individual company. Sending out a generic letter
for all applications rarely yields positive results.

e Print off your cover letter and double-check for spelling and grammar errors before
passing it to family member or friend to look over. Also, make sure that your own
contact details and the company name are correct.

e Format - Presentation is important so you'll need to format your cover letter
properly.

¢ Include examples - Back up the claims in your cover letter with real evidence or
examples that show how and when you've used your skills and experience.
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