YOUR CV

YOUR PERSONAL ADVERTISING
BILLBOARD

GET NOTICED; GET INTERVIEW; GET JOB!

o ¥ o Most CVs get about 6 seconds to impress. They may even be scanned
by a robot first. CV’s need to get to the point. All on one side of A4.
Punctuation, spelling, abbreviations or grammatical errors will find your
CV landing in the bin. Only include information if it's relevant to the job

you want

= Most recruiters don’t finish reading CV’s. They have so many to
% scan they lose interest if they can'’t see info that ticks the boxes that
make you right for the advertised job. It's business. They are only
@ interested in whether you can do the job. They don’t care at this
/\ stage what a wonderful person you are.

Layout and Presentation

It needs to be easy to read!! Good presentation will help the employer continue
reading. Examples below are all on one page. Photos are more of an American
style. You do NOT need to include a photo, your National Insurance Number or even
date of birth!! Do your bit to prevent your own Identity theft!

Anything you claim needs to be proved .... “good at time management?”.... how can
you PROVE this claim?....never late for college? Never late for
lessons? All assignments handed in on time?....give them some

Iﬂﬂ[l. figures...100% attendance? Tell them.... “I have 100%
PROVE |T! attendance at college”.... “ambitious and driven” ... easy to
type, harder to PROVE...most CV’s make unsubstantiated
claims...without backing your claims up, the employer will move on to the next CV...

Specific Skills and Soft Skills

- > —— Specific (hard) skills are something we learn — how to drive a car,
\/ . touch type, use software, particular tools, machinery or IT. The job
may require certain specific skills....look at the essential



requirements of the job....on your CV highlight all the specific skills you already
possess that are needed for the job advertised. You should be able to demonstrate
you have at least 80% of the skills mentioned in the job requirements. THIS IS
REALLY, REALLY IMPORTANT — THIS IS WHAT EMPLOYERS LOOK FOR - A

MATCH

Personal Qualities or soft skills are part of who we
are....conscientious, ambitious, caring, patient....think about your
character and try to match your gifts or characteristics to the role
of the job...if you get bored by details, accountancy may not be
for you!! If you hate spiders, forget about plumbing...Are you a
good fit for the job in terms of specific skills AND soft skills?

See slides on Applying for a Specific Job vs Applying ‘Speculatively’ (no job
advertised) on next link on Website

BE CV SAVVY

A CV IS YOUR OWN PROMOTIONAL BILLBOARD.

MAKE IT WORK FOR YOU!!

USEFUL WEBSITES

https://zety.com/blog/what-skills-to-put-on-a-resume

https://www.careeraddict.com/best-cv-examples

REMEMBER....

Never lie or make stuff up — you will probably lose your job if the truth comes out —
or just have a really embarrassing interview.....


https://zety.com/blog/what-skills-to-put-on-a-resume
https://www.careeraddict.com/best-cv-examples
https://standout-cv.com/blogs/cv-writing-advice-blog/115702276-example-of-a-good-cv
https://resumegenius.com/how-to-write-a-resume/skills-section-writing-guide/top-10-soft-skills-list

Always have 2 or 3 job applications on the go at once; if you have other ‘live’
applications, it won’t matter so much if one doesn’t happen...it’s just easier to
maintain motivation if you’ve got another interview to prepare for....

NOW USE THE SKILLS GRID TO MAP YOUR ABILITIES...
YOUR SKILLS CHECKLIST — WHAT CAN YOU DO? - PROVE IT!

ADD TO THIS LIST.......

Can you...?

YES

NO

Drive a car?

Learning?Held licence for....how long?

Speak another language?

Fluent? More than two?

Mental Arithmetic?

Can you add up in your head?

Touch Type?

How many words a minute?

Software Proficiency?

Packages/applications/languages — all
sorts of software — what can you use?

Coding? Languages?
Report Writing? When have you done this?
Manual Tools Which ones?

Book Keeping?
(Accounts)

When have you done financial
accounting?

Data Analysis

Dealing with %% %% %s

Social Media Platforms

Which ones?

Presenting Data Verbally

At college?

Specialised equipment —
CNC/Laser
cutters/cameras/video/etc

Which ones? When?

AND YOUR ‘SOFT’ SKILLS?




LEARDERSHIP .... WHEN? WHAT DID YOU DO?

SOLUTION FOCUSSED? ..... HOW DO YOU KNOW YOU LIKE SOLVING
PROBLEMS? WHEN DID YOU?

PRESENTING INFO TO A RANGE OF PEOPLE? CAN YOU? HOW DO YOU
KNOW?

PUNCTUAL? WHAT % OF LESSONS HAVE YOU BEEN ON TIME FOR?

MEETING DEADLINES? ALWAYS GET WORK IN ON TIME?
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