
Make your CV 
Stand Out!



❖ What is a CV?

❖ Review of each part of the CV: How to write and how to tune

❖ How to apply for a job

❖ Review of a few CVs

❖ Q&A

❖ Cover Letter - homework

Our journey today



What is a CV?
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For the following warm-up questions, type your 

answers in the chat!
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How many pages should a CV have? 

(OK – make it two then ☺)



How should the dates/ time periods be written?
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Time data: anti-chronological (also called reverse chronological 

i.e. newest experience on the top) 

i. Experience 3 – Jan 2023 – present

ii. Experience 2 – Nov 2017 – Dec 2018 

iii. Experience 1 – July 2017 – Oct 2017

Newest, current, latest

Oldest, first experience



What should be the level of details?
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Level of detail: Follow the anti-chronological pattern i.e. more 

details for the most recent experience 

i. Experience 3 – Jan 2023 – present

ii. Experience 2 – Nov 2017 – Dec 2018 

iii. Experience 1 – July 2017 – Oct 2017

TIP: If you have multiple experiences, some more relevant to the 

job you are applying to, feel free to break the general advice. More 

detail for relevant experiences are advisable.

Most detail

Lesser detail
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Photo
Personal and 

contact 
details

Summary Experience

Education Skills Volunteering 
work

Do you have all these parts?

What parts should a CV contain?
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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

No Yes

9

Photo
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Personal and contact data



Add following information:

● Location - City and country 
● Email - build a professional email 

address 
● Phone number - add country prefixes 
● Website - only if a relevant and 

updated one 
● Linkedin link
● GitHub/portfolio link

Personal and contact data  

You should have this information:

● 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

11
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Summary



Make sure to:

● Describe your strong character traits in just a couple of 
words.

● Mention your current job title and professional 
experience.

● Say how you want to help the employer achieve their 
goals.

● Add info on your key achievements to prove you can 
deliver results when hired.

● Mention what you are looking for.
● Limit it to 3 or 5 sentences and use numbers whenever 

possible.

IMPORTANT: tie it into the job description
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Read more:: https://zety.com/blog/resume-summary#it

https://novoresume.com/career-blog/resume-summary

Summary: How to write? 

https://zety.com/blog/resume-summary#it
https://zety.com/blog/resume-summary#it
https://zety.com/blog/resume-summary#it
https://novoresume.com/career-blog/resume-summary
https://novoresume.com/career-blog/resume-summary
https://novoresume.com/career-blog/resume-summary
https://novoresume.com/career-blog/resume-summary
https://novoresume.com/career-blog/resume-summary
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Experience
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General rule:

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

NO: Responsible for taking inventory and ordering office supplies.
YES: Developed new inventory process, reducing quarterly supply costs by 15%.

Experience: how to write?
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Research the company you are applying to 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.

Review and understand the job description 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.

Experience: how to write?



Experience: how to tune?
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Connect your experiences to the company
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. 

Write strong action verbs
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 yourself in 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

Read more here: https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample

https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
https://www.indeed.com/career-advice/resumes-cover-letters/describe-your-work-experience-sample
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Education



Education: how to write?

If you are current student /recent graduate:   

You can put this section towards the top of their resume. 
This is because students typically have limited work 
experience and want to highlight academic success.
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If you have been out of college/university for at least a couple 
years: 

You might move this section towards the bottom of your 
resume. By this time, you have enough work experience to 
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



Education: how to tune?
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Consider adding subsections.

If you have a lot of information to include 
in the education section, consider dividing 
it into subsections. 

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

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.

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).

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



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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https://www.thebalancecareers.com/resume-keywords-and-tips-for-using-them-2063331
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
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https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
https://www.thebalancecareers.com/list-of-information-technology-it-skills-2062410
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Volunteering work



Why it’s important to have Volunteering experience
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To provide information on
transferable skills when 
changing careers or industries

To add to a resume with limited 
professional experience
(important for recent college or 
high school graduates)

To give context when there are 
gaps in your resume due to 
leaving the workforce for an 
extended period of time

How to show your experience:

GOOD BAD

https://www.indeed.com/career-advice/resumes-cover-letters/transferable-skills
https://www.indeed.com/career-advice/resumes-cover-letters/writing-a-resume-with-no-experience
https://www.indeed.com/career-advice/resumes-cover-letters/writing-a-resume-with-no-experience
https://www.indeed.com/career-advice/resumes-cover-letters/college-resume-tips-with-examples
https://www.indeed.com/career-advice/resumes-cover-letters/high-school-resume-tips
https://www.indeed.com/career-advice/interviewing/how-to-explain-employment-gaps


Do you know what else 
is VERY Important?
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● Spelling and Grammatical mistakes
E.g. Grammarly - you can easily download it as an extension to your 
browser

Use it every time when you write a text, email, message, etc.

● All the links that you put - they should work

Check

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





How to apply for a job?
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• No scanning – carefully read-through the WHOLE ad  

• Do NOT generalize your application!

• Match 60-70 % - go ahead & apply

• Check the date when the job ad was posted!

• Must-haves vs. Nice-to-haves 

Analyze Job Ads...



• Use a PDF format

• Attach only relevant documents

• Name your file in a professional way and in a easily readable format

E.g. Last name-name CV

• Use a professional email address when applying

...and apply



Let’s review a few CVs
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What is a Cover Letter?
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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



What is a Cover letter - content



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 industry/position to show your expertise 

Use action words – I have organized, planned, developed

What is a Cover letter - tips



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 - tips



Start a Cover Letter Phrases
• I noticed with interest your advertisement for …
• I am writing to express my interest in the position of 
• I am writing in response to your advertisement posted on…
• I am very interested in applying for the position of …
• I was referred to you by …./name/, who informed me of a …./position/
• I have pleasure in applying for the advertised position, as …
• Please accept this letter as my application for the position of…

Reasons for Applying for a Job
• I would be well suited to the position because …
• My professional skills appear to be well suited to your company’s requirements.
• I have a lively interest in … and would appreciate the opportunity to work with you.
• As you can see from my enclosed résumé, my experience and qualifications match this position’s requirements.
• I feel I am well suited to the position because …
• My strengths are …
• I believe the combination of my education and experiences have prepared me…
• It is a challenging position for which I believe I 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
• I am currently working as ….. at …….. Where I am responsible for ….
• I have a working knowledge of …(position) in (previous employer) ….. 
• I believe I possess the right combination of …
• I am an experienced user of …
• My professional experiences are supplemented by…
• My interest and knowledge in this area was further enhanced by…
• My particular area of effectiveness is…
• I have an excellent command of …

Close a Cover Letter Phrases
• I would appreciate the chance to meet with you to discuss …
• I am eager to talk with you about the contribution I could make to your firm.
• I would welcome the opportunity to discuss these and other qualifications with you.
• Thanking you most sincerely for your time and consideration.
• I would welcome the opportunity to discuss further details of the position with you personally.
• Thank you for considering me for this very important position.
• I 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“)

What is a Cover letter - useful phrases



Examples: BAD and GOOD: let’s discuss why
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