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Preparing a CV.

A Curriculum Vitae is your marketing tool. A well prepared CV will evoke interest in the potential employer and entice him/her to invite you to the next stage of the job hunting process- 

The Interview.

CV Presentation: Dos and Don’ts 
Do’s

· Do compile a clear, concise and well –presented CV.
· Do keep it short. A CV should be no more than 2-3 pages long (A4).
· Do avoid spelling errors and ‘white spaces’.

· Do put details of education, academic achievements and work experience into reverse chronological order.
· Do use bullet points: avoid using sentences and paragraphs.
· Do use soft skills where appropriate:  e.g. problem solving or team player, communication skills/ interpersonal skills

· Do choose a presentation format that allows you to target key skills and key achievements.

· Do use bold capitals to highlight headings and important details.
Don’ts 

· Do not use flowery language.
· Do not indicate desired salary on your CV.
CV Content                                                                                                                                             A CV usually consists of 7 different sections:
1. Personal Details:  Name, Address, Contact Details (telephone numbers and e-mail addresses) date of birth and nationality 
2. Profile: A descriptive profile of your professional designation, including your key immediate ambitions. Ideally this should be 3 sentences.                                                                                           
3. Educational & professional qualifications.                                                                               Dates     -      Colleges/Schools attended    -    Examination Results/Qualifications
4. Employment History: Employee’s name/ address/ sector    Dates of employment dd/mm/yy   positions held - Duties and responsibilities -  Major achievements
5. Additional information (optional) – other skills, languages, training courses completed. Driving license
6. Hobbies and interests: Sporting interests/physical and cultural activities Club/society memberships
7. References: Suggest a maximum of 2 Referees and ask for their permission first.


