
Writing a CV



Consider the audience



What recruiters look at 
in your cv…





Key tips for CV and
Cover Letter writing



Have a proper structure

Education  Experience   Personal Info   Skills   Achievements  Personal Interests



Have a proper structure

Short   Reverse   Dates   Company description    Internal promotions   Short 



Be focused

The recruiter is looking for
The job requires
You can bring to this role 
Be relevant



Have clear achievements



Including relevant skills



Sample position held
Sales Manager– Jan 2012 – Oct 2014 

Responsibilities 

• Sold language programs and destinations to our customers  
• Gave presentation about the program and occasionally stand on fairs 
• Delivered excellent customer service and support responding to client queries  
• Operated in an  international environment within a young and fun team 

Achievements 

• Reached sales goal 1 in second year 
• Improved skills in customer service 
• Made 30 telesales calls a day  
• 5% conversion rate on calls – increase from 2% 
• Was top sales person in our office for 3 months during 2014 
• Total growth of team 7% 

Skills 

• Communications to customers from 15 – 65 yrs. old 
• Customer complaint handling 
• Sales skills  
• Goals driven 
• Adapted to working under pressure 
• Team player 
• Presentation skills 



Sample position held



Customize your CV

Key words



Check spelling



Use a great design



Be innovative



Make it personal
and interesting



CV Examples

The Traditional CV



CV Examples

The Spacious CV



CV Examples

The CV



CV Examples

The CV



CV Examples

The CV



The Cover Letter

Dear David,

I am writing in response to the opening for xxxx.

I can offer you seven years of experience managing communications
for top-tier xxxx firms, excellent project-management skills, and a great
eye for detail, all of which should make me an ideal candidate for this
opening.

I share your company’s values like xxxx as I am passionate about xxxx
and did xxxx in the past. Therefore, I would love to be a part of your
team.

I have attached my résumé for your review and would welcome the
chance to speak with you sometime.

Best regards,
Xxxx Xxxx



From print CVs to your
professional online presence

“The resume of the future should enable candidates to tell their story without the limitations of a plain text 
document. Profiles will be an interactive experience with rich content that should adapt and dynamically 

direct viewers to relevant skills, strengths and accomplishments based on the viewers needs.”

Chris Rickborn



Visualize.me







Things you should avoid

§ Having an inappropriate profile picture

§ Subjective text in the CV

§ Listing irrelevant experiences

§ Adding fake experiences

§ Having a very long CV





Questions

Thank you.


