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Make your CV

Stand Out!




Our journey today

% Whatisa CV?

% Review of each part of the CV: How to write and how to tune
% Howto applyforajob

% Review of afew CVs

& Q&A

% Cover Letter - homework
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Whatis a CV?

For the following warm-up questions, type your
answers in the chat!




How many pages should a CV have?

How ever can my A
brilliance be captured /fh‘,‘ AN
In a2 one-page resume! Sri gy

(OK — make it two then ©)
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How should the dates/ time periods be written?

Time data: anti-chronological (also called reverse chronological

i.e. newest experience on the top) / Newest current latest
I.  Experience 3 -Jan 2023 - present

ii. Experience2 - Nov2017 - Dec2018

iii. Experiencel - July 2017 - Oct 2017 \
Oldest, first experience

=]\



What should be the

N
®
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Level of detail: Follow the patterni.e. more
details for the most recent experience
I. Experience 3 - Jan 2023 - present

ii. Experience2 - Nov2017 - Dec2018

iii. Experiencel - July 2017 - Oct 2017 \
Lesser detall

TIP: If you have multiple experiences, some more
you are applying to, feel free to break the general advice. More

detail for relevant experiences are advisable.



What parts should a CV contain?

Personal and
contact
details

Do you have all these parts?

Volunteering

work

Experience






Photo

Not mandatory at all, but if you decide to use a photo, then make sure it is
professional, good quality, not blurry and not a selfie
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Personal and contact data




Personal and contact data

You should have thisinformation:

Location - City and country

Email - build a professional email address
Phone number - add country prefixes
Website - only if a relevant and updated
Linkedin link

GitHub/portfolio link

This information is not needed:

Birthday

Marital Status
Religion
Nationality

Social Media links
Unfinished courses
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Summary




Summary: How to write?

Make sure to:

Describe your strong character traits injust a couple of
words.

Mention your current job title and professional
experience.

Say how you wantto help the employer achieve their
goals.

Add infoon your key achievements to prove you can
deliverresults when hired.

Mention what you are looking for.

Limititto 3 or 5 sentences and use numbers whenever
possible.

IMPORTANT: tie it into the job description

Read more:: https://zety.com/blog/resume-summary#it

h

VOr m m reer- I me-summ

&0
1

Engineer R

Dy and crosthe soltmics divloper with o B yean of caperients in praducng
mebust coce Tor hiph-volume companies, Esger 1o support She dov feam ot COE Inc. with
top-notch coding skils. In peevious roles, doubled code-efcency of ABC bnc., and

irraaded cusbomer retention by 30K smong olhens

IT Resume Summary

Likabda and cecicatod 1T coniultent with ovir 5 years of expoariencs in o 150l -paced fins
tech compary. Eager bo offer superts seatyticsl and computer skilly bo help ABC Inc grow
g elbent base. In previou rodes necogeined Tor top oompany-wade quality satisfactaon
rating oreer BE], Alna, rdued clieet walt time by 20% and booited clen? satitection

ratings by mone thae 8% in 2 single quarter

®
=4 ]

IT Spacaalit Radums Summary

“Campatert IT jpaecialit with Ss poars of ; kiryg with: Windows Sorvor 200, Micrapalt Cortified
Seduticn Expart. Adh o b i in SO Cov, Barh, gnd Linw®

Data Analyst Resume Summary

“Datail-arrented dato analyst possionate about helping businesses grow. Farmer small business owner
where | conducted research using three different focus groups ond increosed sales by 0% over 4 months,
MBA reciprent with strang technical skills of data mining and data, survey crealion, and quantitofive
muthods.”
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Experience
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Experience: how to write?

General rule:

e Start with your most recent work experience and then go backwards from there
e — Use Month /Year toindicate time periods (e.g. 10/2020 - 03/2021)
e Major tasks in bullet points

NO: Responsible for taking inventory and ordering office supplies.
Developed new inventory process, reducing quarterly supply costs by 15%.
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Experience: how to write?

Research the company you are applying to

Review and understand the job description

O
N

Based on the information you find on the company's website, you can
find a lot about the organization's core values.

They can help you shape your personal and professional goals that
align with the career path you want to take. Therefore, you must list
your experiences based on the position you want to work in,so you draw
attention to your core values before you proceed to interview with the
employer.

The job description serves as a better resource for you to tailor your
experience to this question. You want to directly address that you can
perform the responsibilities listed in the job description, along with
performing additional tasks when necessary.
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Experience: how to tune?

Connect your experiences to the company

Write strong action verbs

Read more here:

Vol
N

Make connections about how your previous experiences and the
knowledge you obtained can help you complete tasks solicited by
your prospective employer. Be sure to list your knowledge of processes
performed at each position as well as the skills you fine-tuned from

completing those processes.

They will highlight what you have done to achieve your goals with
previous employers. The use of strong action verbs also allows you to
sell yourselfin a way that shows you're capable of independently
addressing challenges you've encountered and why those experiences

can be transferable to your future employer.

A few examples of strong action verbs include: Established, Achieved,

Exceeded, Spearheaded, Assembled, Finalized,Produced, Instituted
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Education
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Education: how to write?

If you are current student /recent graduate: If you have been out of college/university for at least a couple
years:

You can put this section towards the top of their resume. . . .

This is b q ically have limited K You might move this section towards the bottom of your
Bl lestallie students t‘yplc‘:a nEE |m|te e resume. By this time, you have enough work experience to

experience and want to highlight academic success. highlight that you don’t need to rely on your education.

General Rules:

Anti-chronological (newest experience on the top)

Info should contain:

« The name and location of your college/university

« Dates attended and graduation date (or expected graduation date)
+Your field of study and degree major

+ Any academic honors, relevant coursework or making dean's list
+ Relevant extracurricular activities, study abroad programs, and accolades

« Indicate ReDI School
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Education: how to tune?

Consider adding subsections.

If you have a lot of information to include

in the education section, consider dividing

itinto subsections.

You can divide itinto Basic information
(schools and degrees), Awards and
Honours, Certifications, School
Organizations or Volunteer Work.

Keep ATS in mind.

ATS normally uses school rankings to
assess candidates. If you're still at school
and have your university email address,
use it to associate yourself with the
school’s reputation.

Make sure to include the full name of the

school together with its abbreviation, e.g.

Massachusetts Institute of Technology
(MIT).

Tell the truth.

It’s very easy for hiring managers to
confirm whether your education is true or
not. Also be honest about your grades.

If you’re not happy with your GPA, instead
of making it up, rather leave it completely
out of your resume.

General tip: If your academic background is not something you can be really proud of, get an online

certificate from one of the top universities. Then you’ll be able to use the school’s name to your
advantage.
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Skills
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Skills: how to write?

.
"

—

General tip: Having a skills section makes it easy for a hiring manager to pinpoint if you have a specific skill
required for a position. It is also an easy way to get resume keywords onto your resume.

Many employers utilize automated applicant tracking systems (ATS) to scan candidate resumes; these systems
are programmed to search for specific keywords.

IMPORTANT: The more keywords your resume can “match,” the more likely it is that your resume will be
selected for review by human eyes.

Skills that you can include: hard and soft, job specific and transferable skills

Check this website for important skills for IT jobs: https://www.thebalancecareers.com/list-of-information-
technology-it-skills-2062410
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Volunteering work
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Why it’s important to have Volunteering experience REE
To provide information on To give context when there are To add to a resume with limited
transferable skills when gaps in your resume due to professional experience
changing careers or industries leaving the workforce for an (important for recent college or
extended period of time high school graduates)

How to show your experience:

GOOD BAD

Saltware Enginser Exparisnce Bal T
Moals on Wheols, Twe Rivers, Maing Chaplor Additional Activities

= Hold & volumiegr posdtion &5 0 soltware enginger for Meals on Wheels chapbor. Handlnd
programming duties including web design and record keeping. * Ina WEEHI-F ":"H"Cll I'ig EI‘L'J'LI FJ'.

= Devploped fromt-end WardPress site and Blog with 250+ pages

« ‘Volunteered for Meals on Wheels,

= Customized & web spp 1o track all 1,087 delivery clierts and 58 temp drieers,
& Manaped onling ads to announce regular events and fundralsing drives . . . o
+ Write hospital blog articles occasionally.

= Wiarked with 70+ Dramn msmbsirs b9 produsr ereatine, efcien] solutions
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Do you know what else

Is VERY Important?




Check

e Spellingand Grammatical mistakes

E.g. Grammarly - you can easily download it as an extension to your

browser

L-© gramma'M write a text, email, message, etc.

e Allthelinks that you put - they should work

o4


https://chrome.google.com/webstore/detail/grammarly-for-chrome/kbfnbcaeplbcioakkpcpgfkobkghlhen?hl=en

Examples of CVs




Lilibeth Andrada
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TECHNICAL (IT) SKILLS

‘Data Dl ddsirnn Dwmiges & MU agpement, Duta Gually Ao, Dela Asshyn, Patlem & Brerd ldeelieation,
Managemank Vineke o i of Dals Imighty
Laarg Sydem A A d noel Far e, Fhavepoinl, My RO Rablaau, Piron,
Rt Tapainbethooting
Teieaiih D S MEsaa o Mathodh, Dats Mg, Susviy Crestion, Foda G4iins
WORK EXPERIENCE ob
IT Buginess Operations Data Analyst 00
Dell Technologies
LR - Prevend
= Cormnrled data int o acticnabls ndghts b d 0 T

munmmpqmlmmmmmmmmmmm
snayun

= Susctaiitully sdured Lo tomadny dilh govirard s ihindiedi i ering L Tegkies of B Vi lor ha il Fyearin s
TR

Contscr doke Do - jighcedrom

‘Market Resesrch Analyin

Prarscn & Assofiates

R0 - S0

= ifrvirteedd. anabyaed and emiiutind rerve dedl Dot ennad peodhari s, SEVROES, rarioR s, wnd adheTLRE OOOTTE ke

~ Collataed aned snafyed dats ard el anad q chumnah and wource.
= Praganed ragors Lhat inbesnet Commurser Behini:, martil oo ard covdilionm, ety Lanedy, and
imwrtrrant hevely,

= Utilioed Gespht Analylics el Gaooghe e banagar and gl tind faw SCTI00S UL inridnid perfonmande by 25%.

EDUCATION
MEA - Coneartration in Business Analytics Bachalor's in Statistical Stience

Univarsity of Texas at Austin Southarn Mathodist Unhversity

T - e i TS~ O O

FROFESSIONAL CERTIFICATES

Cerfcation of Frofessonal Achievement in Dt EMC Frosen Frofessonal Duta SCeenths Anociate
St (008} ()

R cru (Al ety O U Fl M ey

Craig Kunce

304 Fourth Avers South, La Crosse, Wisconsin S4602, 608) 5553480

OBJECTIVE
A alsngng poson n e raghec Seuign Mol That Ueions My epaence, #3aCation and Catvity 10 help the company
Pow and succesd.
mummwmm
=B ey % % for 3 varmly of procts inchuding loges, beochs gOE
Sgnage and webutes
-enmmbwmummmm « darived from cument Seelance propects
qumdmmhoﬂmm
with stor o painting, and colored pencll shils.
°ubmmnmvmuuw~wu~m
SOFTWARE KNOWLEDGE
* Py InDesgn, Ore Flash, Acrobat, Golive, Word, PowserPomt, and Excel
* Techsawy, comiortable. 3nd up iodite with ument online design and media trands and interfaces.

Dusign 0
Graduted wih hghest honors. GPA 18, &?
* Hardware Nac and PC futded color scanners, dgtal hotograghy. B/W and color g
Sormat prnting, working on sefvars and netorks, prepress and M Imaging equiprment (Gtron Xandth & POF Workfow
Solution], ofhet prning presses, bindery and Srnshing machinery, 550 electront paper Culiers.
WORK EXPERIENCE
Asuntart Manager, Meat Departrent
Quilie's, La Crosse, Wiscorain. 2007-peasant
* Asststed Meat Department Manager with o dady responidites
* ugacind and sigred K delvetes in manager's abaence (5- 10 e por week)
* Dwect customes senvice (dealt with apgeox. 50 customens pee day)
* Trainod and mentored ol new eaployees {30 1o dale)
Graghe Designar and Publication Arsst
The 2ead, La Crosse, Wisconsn, 20062000
* Desigred and produced the monthly school sewspagee (20 issens Kt
* Constntartly et Our monihly design and pentng deadines
* Redesigned the logo and format % update e lock and bllow Industry tends
Fotat Sales Associste
Edde Bauer, Onalasia, Wisconun, 2004 2005
* Doalkt deactly with Customens, assising with selctions, puschines and iums
* Warked independently and perrmed cpening and dosing moonsbites
* Responstie for ol money. tebums, and sales Sarsactions o0 T weekends
* 2008 Sies Assocate of T Year Inomaned my aoral sales wolume 15%
* Ocganied b ofirts theoughaut the store (saved $2,000 annualy)

ACHIEVEMENTS
* Vion Prasdent, Geaghe: Deign Oy, Western Tachaical College. 2008-2009
* First Place Portiolo Review Poster, Western Techaical College. 2009
* Third Place Gutnberg Award, Poster Dusign. 20059




How to apply for a job?




Analyze Job Ads... o)

« Noscanning - carefully read-through the WHOLE ad
« Do NOT generalize your application!

« Match 60-70% - go ahead & apply

« Checkthe date when the job ad was posted!

« Must-haves vs. Nice-to-haves



...and apply

« Use a PDFformat

« Attachonly relevant documents

« Nameyourfilein a professional way and in a easily readable format
E.g. Last name-name CV

« Use a professional email address when applying



Let’s review a few CVs



What is a Cover Letter?




What is a Cover letter °)

A complementary document that accompanies your CV, that should highlight

why you think you’re a strong applicant for the job.

* Length - max. 1 page

» Structure: formal or semi-formal letter

* Adjust your cover letter to the job description! Target your cover letter to the job!

* Do NOT repeat information from your CV!

« You may meet all the stated criteria but still lacking some other quality, in the cover letter

you can show your motivation that makes you the right fit for the job



What is a Cover letter - content G

-y

Jane Redlock

Marketing Speciakst

Fagwrvibe, OMOLA01 Personal Info
2 Ma S atuer e (Kmvete o Address
{ 1"-£ S0 of Marketng 002 Magroas Sxeet
HEADING (1) e s
V2 Company Pheie
=
-~ A% X1} doke
e, Ohe
~ .
SALUTATION (2) {  owwme T
oA L 4 sty o 2
2 srien o eI ey '~

OPENING PARAGRAPH

SECOND PARAGRAPH 4

fit for the

THIRDPARAGRAPH ()|  ll Ll n s

- ot - Ondecie x o
g et s | e e 1 Mevanige try keombedon of S0 ma
- - - £y - -

CLOSING PARAGRAPH (&) [ o o et mas ot T

FORMALCLOSING (7) |

postscriPT ()

S,



What is a Cover letter - tips o)

¢/ Describe your previous experience which is relevant to the position

¢/’ Draw the reader’s attention to your qualifications and highlight other
strengths that make you worthy of consideration. How would you contribute in

a unique and positive way? How have you made a difference in other settings?



What is a Cover letter - tips

/ First think of ,What are you good at“ ,How would you tell somebody
about it“ and ,How this could be beneficial for the concrete company and

role“

// Name the job position you apply for



What is a Cover letter - tips

¢/ Use words specific to the ind ustry/position to show your expertise

/’ Use action words - | have organized, planned, developed



What is a Cover letter - tips o)

¢/ No spelling mistakes, no texting lingo (LMK, SMTH, FYI). Use real words
written in plain English or other language. Short sentences, not too complex

and long, easy to read

/ If a name of recruiter/hiring manager is known - put the specific name
(Dear Mr. Smith), if not - Dear HR representative, Dear hiring manager (do your

research!)



What is a Cover letter - useful phrases b

Start a Cover Letter Phrases

« | noticed with interest your advertisement for ...

« lamwriting to express my interest in the position of

« lamwriting in response to your advertisement posted on...

« lamveryinterested in applying for the position of ...

« | was referred toyou by ..../name/, who informed meof a ..../position/
« | have pleasure in applying for the advertised position, as...

« Pleaseaccept this letter as my application for the position of...

Reasons for Applying for a Job

« |'would be well suited to the position because ...

« My professional skills appear to be well suited to your company’s requirements.

« lhaveallivelyinterestin... and would appreciate the opportunity to work with you.

« Asyou cansee from my enclosed résumé, my experience and qualifications match this position’s requirements.
« | feellam well suited to the position because ...

« Mystrengthsare ...

« | believe the combination of my education and experiences have prepared me...

« Itisachallenging position for which I believe | am well qualified.

« This position represents an opportunity to continue my committed career path...




What is a Cover letter - useful phrases

Write about Your Skills

« lamcurrently workingas.....at........ Where | am responsible for ....
« | have aworking knowledge of ...(position) in (previous employer) .....
« | believe | possess the right combination of ...

« laman experienced user of ...

« My professional experiences are supplemented by...

« My interest and knowledge in this area was further enhanced by...

« My particular area of effectivenessiis...

« | have anexcellent command of ...

Close a Cover Letter Phrases

« |would appreciate the chance to meet with you to discuss ...

« lam eager to talk with you about the contribution | could make to your firm.

« | would welcome the opportunity to discuss these and other qualifications with you.
« Thanking you most sincerely for your time and consideration.

« | would welcome the opportunity to discuss further details of the position with you personally.

« Thankyou for considering me for this very important position.

« |look forward with enthusiasm to an opportunity for an interview.
« Yours sincerely, (if you know the name, ,,Dear Mr. Smith“)

«  Yours faithfully (if you are writing to ,,Dear Sir or Madam®)



Examples: BAD and GOOD: let’s discuss why

Miring Marager's Name
341 Company Address

Palo Ao, Calornia 94301
(555) 239.5678

hiring manaper @gmad. com

Dear [Hiring Masager's Name],

As 2 longterm admirer of the impressive work being done by the team at Mayfiower
Technologies, I'm defighted 10 submit my appication for the entry-level IT techaician opening
posted on Linkedin, As a recent graduate from the Universty of Rochester with 2 B.S. In

[« ierce, I'm fi that myk dedge of Unux yatems, expenence in backend
Coding, and peecise attention 10 detall would make me an xsset 1o the team at Mayflower.

I vy Sormer role a3 3 student worker a¢ the Usiversity of Rochester’s Technical Services
depactment, | wins responuble for troubleshooting a variety of techeical inues for 1228,
Asiting with server maintonance, and instaling 3 wide range of eguipment. While emgloyed
there, | assisted in the development and rollout of new department practices, and helped
Improve our ticket resporae timne by 12%. I'm sure that this expernience will help me stant
contributing quickly 3t Mayfiower

1 sho understand that Mayflower Is seeking to expand ther cloud computing services. While
at the University of Rochester, | specialized in and completed my thesis on cloud computing.
The IT technician position at Mayflower is an exciting opportunity for me 10 use this
educational backgroend, as well a3 learn more about 2 growing industry,

Fve attached my resume, which further detals mey shills and education. Please do not hesitate
10 reach ot If you Bave any Questions, and | look forward 1o the Opponunty 10 speak with
you further. Thank you for your time and consideration.

Sincerely,

{Your Name]

JOHN DOE

1 Mon Street, Denver, CO 97599 | 1000) 000 - 0000 | A {000 000 - 0000 | exampleBemaicom

22 October, 2010

Compony Nome

22 Second Avenue

compcny@$email.com

iom conving t1om One of tne seif-motivated ong enthusiossc Cesgners ha! you teek, As

Q UX desgrier with mobiie design experience ond sirong project manogement sidls. | om
confident thot | would moice g successiul 0agition 10 the Veelox teom Os your neéw UX designer.

My 10+ yaors of design experdenca have been marked with high racommendctions for
succassiul projacts and a strong foCus On user-cantarad design. | om highly fomiicr with both 08
ana Androia piatforms and know tha ciffarent raguiremants for modile ana wab dasigns.

Iwore well in both teom and self-grected copacities ong con 1603 projects from concep!
theough delivery and follow-up. Ny technical strengths include muitiple cesign ool programs
such Qs Sketch, ond lieom new softwore quicidy.l om convinced thot we shouic meet 10 ciscuss
how | might contribute 10 your user experience design needs

Thonk you for your time and consiceration.

£

=N
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