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Definition: 

‘The course of one’s life’



Introduction –
Characteristics of a CV 

• Although you will create many messages 
during your career search, your CV will be 
the most important document in this 
process. You will be able to use it directly in 
many instances, adapt it to a variety of uses 
such as an e-portfolio, and reuse pieces of 
it in social networking profiles and online 
application forms.



Introduction –
Characteristics of a CV 

• Writing a CV is one of those projects that really 
benefits from multiple planning, writing, and 
completing sessions spread out over several days or 
weeks. You are trying to summarize a complex 
subject (yourself!) and present a compelling story to 
complete strangers in a brief document.  

• Remember to pay particular attention to the “you” 
attitude and presentation quality;

• Your CV will probably get tossed aside if it doesn’t 
speak to audience needs or if it contains mistakes.



Facts and fallacies about CV (résumé)



Gather important 
information 

1. Gather your relevant personal history, including 
all the specific dates, duties, and 
accomplishments of any previous jobs you’ve 
held. 

2. Compile relevant educational experience that 
adds to your qualifications—formal degrees, 
skills certificates, school leaving certificates 
and academic awards. 



Gather important 
information 

3. Also, gather any information about school or 
volunteer activities that might be relevant to 
your job search, including offices you may have 
held in a club or professional organization, or 
presentations you might have given to a 
community group. 

4. You probably won’t use every piece of 
information you come up with, but you’ll want to 
have it at your fingertips before you begin 
composing your CV.



Tips for success

“ The best way to get started is to brainstorm about your 

natural talents and abilities. Write down everything you’ve 

accomplished, even as far back as childhood. This is a 

confidence boost and also can help you get everything 

out on paper that you could possibly include in your CV.”

Hallie Crawford, Professional Coach



Chronological CV

• In a chronological CV, the work-experience section 
dominates and is placed immediately after your 
contact information and introductory statement. The 
chronological approach is the most common way to 
organize a CV, and many employers prefer this format 
because it presents your professional history in a clear, 
easy-to-follow arrangement. 

• If you’re just graduating from Mcast or university with 
limited professional experience, you can vary this 
chronological approach by putting your educational 
qualifications before your experience.



Functional CV

THE FUNCTIONAL CV, sometimes called a skills 
CV, emphasizes your skills and capabilities while 
identifying employers and academic experience 
in subordinate sections. 

This arrangement stresses individual areas of 
competence rather than job history.



Functional CV – Advantages

The functional approach also has three advantages: 

(1) Without having to read through job descriptions, 
employers can see what you can do for them; 

(2) you can emphasize earlier job experience; and 

(3) you can de-emphasize any lengthy unemployment or 
lack of career progress. 

However, you should be aware that because the 
functional CV can obscure your work history, many 
employment professionals are suspicious of it. If you 
don’t believe the chronological format will work for you, 
consider the combination CV instead.



Combination CV 

A combination CV meshes the skills focus of the 

functional format with the job history focus of the 

chronological format.

The chief advantage of this format is that it allows you to 

focus attention on your capabilities when you don’t have 

a long or steady employment history, without raising 

concerns that you might be hiding something about your 

past.



Errors to 
note…



Effective 
chronological 
CV 



Writing a CV

Your CV is one of the most important documents you’ll ever write. 
Follow the three-step process and help ensure success by 
remembering four key points:

1. Treat your CV with the respect it deserves. A single mistake or 
oversight can cost you interview opportunities.

2. Give yourself plenty of time. Don’t put off preparing your CV until 
the last second and then try to write it in one sitting.

3. Learn from good models. You can find sample CVs online at job 
sites such as https://europa.eu/europass/en/create-europass-cv

4. Don’t get frustrated by the conflicting advice you’ll read about CVs. 
CVs are more art than science. Consider the alternatives and choose 
the approach that makes the most sense to you, given everything you 
know about successful business communication.

https://europa.eu/europass/en/create-europass-cv


Composing your CV

Write your CV using a simple and direct style. Use short, crisp phrases instead of whole sentences,
and focus on what your reader needs to know. Avoid using the word I, which can sound both self-
involved and repetitive. Instead start your sentences with strong action verbs such as:



Statements to use and to avoid



Statements to use and to avoid



1. Name and contact information

NAME AND CONTACT INFORMATION Your name and contact information constitute the heading 

of your CV, so include the following:

• Your name

• Physical address (both permanent and temporary if you’re likely to move during the job-

search process) 

• Email address—make sure it is professional

• Phone number(s)

• The URL of your personal webpage, e-portfolio, or social media CV (if you have one)

Be sure that everything in your CV heading is well organized and clearly laid out on the page.



1. Name and contact information.

Qualifications summary. A qualifications summary offers a brief view of your key 

qualifications. The goal is to let a reader know within a few seconds what you can 

deliver. You can title this section generically as “Qualifications Summary” or “Summary 

of Qualifications”.

Consider using a qualifications summary if you have one or more important 

qualifications but don’t yet have a long career history:

Summary of qualifications: 

Ten years of experience in commission selling, consistently meeting or exceeding 

sales goals through creative lead generation, effective closing techniques, and solid 

customer service.



2. Education

• If you’re still studying, education is probably your strongest selling point. Present 

your educational background in depth, choosing facts that support your “theme.” 

• If you’re still working toward a degree, include in brackets the expected date of 

completion. Showcase your qualifications by listing them. 

• The education section should also include off-campus training sponsored by 

business or government. Include any relevant seminars or workshops you’ve 

attended, as well as the certificates or other documents you’ve received. 

• Mention secondary school if the associated achievements are relevant to your 

career goals.



3. Work 
experience & skills

• When you describe past job responsibilities, identify 

the skills and knowledge that you can apply to a future 

job.

• Devote the most space to jobs that are related to your 

target position.

• Whenever you can, quantify your accomplishments in 

numerical terms: sales increases, customer 

satisfaction scores, measured productivity, and so on.



Covering letter

Whenever you mail, email, hand-deliver, or upload your CV, you should include 

a covering letter, also known as a to let readers know what you’re sending, 

why you’re sending it, and how they can benefit from reading it. 

Take the same care with your covering letter that you took with your CV. 

A poorly written covering letter can prompt employers to skip over your CV, 

even if you are a good fit for a job.

Staffing specialist Abby Kohut calls the covering letter “a writing-skills 

evaluation in disguise” and emphasizes that even a single error can get you 

bounced off. 



Tips – Covering letter

Follow these tips to be more effective:

• Resist the temptation to use generic, one-size-fits-all letters or to stand out 

with ‘dazzling’ covering letters; impress with knowledge and 

professionalism instead.

• If the name of an individual manager is known, address your letter to that 

person, rather than to something generic such as “Dear Hiring Manager.”

• Search LinkedIn, the company’s website, industry directories, Twitter, and 

anything else you can think of to find an appropriate name. 



Tips – Covering letter

• Ask people in your network if they know a name. If another applicant finds a name 

and you don’t, you’re at a disadvantage.

• Clearly identify the opportunity you are applying for or expressing interest in.

• Show that you understand the company and its marketplace.

• Keep it short—no more than three or four short paragraphs. Keep in mind that all 

you are trying to do at this point is move the conversation forward one step.

• Show some personality, while maintaining a business-appropriate tone.

• The letter gives you the opportunity to balance the facts-only tone of your CV.

• Show confidence without being arrogant.

• Follow the employer’s instructions for submitting your cover letter and CV. 



AIDA model

The AIDA model is a persuasive approach. Messages are 

organized as follows:

A—Attention: engages the reader

I—Interest: shows relevance

D—Desire: links benefits

A—Action: motivates action



Solicited covering 
letter



Unsolicited 
covering letter


