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What will we cover?

 The purpose of a CV

 Basic CV structure

 How to write a Personal Profile

 Interview Tips



What is the purpose of a CV?

 To convince the reader to interview you

 It will form the basis for the interview



Preparing your CV

Your CV should give a clear summary of your 

 Education 

 Work experience 

 Competencies 

 Achievements and Abilities  

• It should not be more than two pages long. 

Remember an employer will decide whether to interview you based on 
your CV.



Curriculum Vitae

Chronological – Commonly used. 

 Simple format 

 Fact based 

 Provides a clear overview of your experience and qualifications



Unique Selling Points

Job Seekers need to be aware of what they have to offer Employers and 
communicate their unique selling points:

• Knowledge

• Skills 

• Experience

• Personal Qualities

• Achievements

• Competencies



What makes a good CV?

Highlights your unique selling points

Must be interesting and relevant

 Truthful representation

 Tailored to every job applied for: 

Highlight the skills and experience listed in the Job Spec and apply them to 
your CV.



C.V. - A Working Document

 Use bullet points instead of paragraphs. Each bullet point should tell a 
story: Accomplished X by doing Y, resulting in Z.

 Eliminate errors in spelling and grammar

 Use Capitals, underlining and bold to highlight areas of your CV

 Use Action Words: Coordinated, developed, managed, delegated.

 Use the White space – no cramming



What  goes into a CV?

 Your Name, Address, Email, Phone Number, Skype Address, LinkedIn Profile

 A personal profile – this is a short paragraph giving the highlights of your 
qualifications, experience, specific skills and abilities. 

 Positions you have held - starting with your most recent job. Include the company 
names and addresses and the dates you worked for each employer.

 Relevant experience – describe your specific duties and responsibilities in bullet point 
format. Make sure the experience you describe is relevant to the job you are applying 
for.



What  goes into a CV?

 Your relevant education and qualifications. Begin with the most recent.

 Any certificates or specific skills you may have:  computer skills, a driving 

licence.

 Any significant achievements (these could relate to sports, arts, fund-raising for 

charities, anything that shows you have worked to reach a goal).

 Any voluntary or community work you have done.

 Referees available on request.  

 Your interests or hobbies.



What is a Personal Profile?

 A personal profile is a short paragraph that goes near the top of your 
CV. 

 It tells the interviewer at a glance what you have to offer and what type 
of position you are interested in. 

 It highlights why you are the best person for the job.

 Adapt it to suit different jobs.

 Use positive, key words to emphasise your experience, skills or abilities.



Writing a cover letter

A cover letter is the letter you send with your CV. It should state:

 The reason you are applying for the job 

 Brief description of your qualifications and relevant experience



What should I say in my cover letter?

 Say which job you are applying for and why your experience makes you 
a good fit for the position. 

 Refer to the areas of your CV that match the job requirements (your 
qualifications and relevant experience).

 Cover letters should be clear and to the point. 

 Keep the letter to one page if possible but definitely no longer than two 
pages.



Interview

Prepare in advance

 Research the organisation

 Match your selling points to the needs of the Organisation

 Know your CV



Interview

Preparation on the day

 Grooming and dress

 What to bring to the interview

 Managing the nerves

 Arrive at least 15 minutes before the interview time.



Interview Process

Three things an Employer wants to know

• Can you do the job

• Will you do the job

• Will you fit into their company



Interview Process

Opening

First impression is critical

During the Interview

1. Listen carefully

2. Make eye contact

3. Answer with examples

4. Sell your strengths

5. Short, crisp answers, keep to the point

6. Avoid making negative comments



Competency based interviews

How you respond to situations that are required for the job

Use the STAR framework

 Situation - Describe the situation briefly

 Task - Describe what needed to be done

Action - What action did you take (skills used)

 Result - Outcome and how you improved the situation



Skype Interviews

 The right environment: a quiet space, with no clutter in the 
background, and well lit.

 The right connection: run some tests beforehand. Try to 
avoid smart phones if possible.

 The right settings: avoid in-built microphones and speakers, 
small earbuds are better.

 The right behaviour: sit close enough to the camera, but not 
too close. Still dress professionally.

 The right approach: it’s still a job interview, even if it is 
conducted remotely!



End of Interview

Ask any questions

 Summarise what you have to offer

 Express that you want the job

 Thank the interviewers!

 Thank the receptionist!
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