CV skills lesson two:
Fine-tuning your CV to
stand out to employers

Agerange: 14-16



Whatisa CV? 2

e Your CVis an advertisement for you

It sells your skills, experience, interests
and personality traits
« CVscanbe:

— Chronological: show your education
and work experience in date order

— Functional: highlight your skills first
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CV tips

v/ Do

« Be positive and sell yourself

« Highlight your relevant skills and
experience

« Use evidence

« Be briefand to the point

e Check spellingand grammar
e Tailor your CV to each job

*Employers can't ask for these or base decisions on them.
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X Don't

Lie
Use more than two pages or cramit all
into one

Include your date of birth, gender,
orientation, marital status, religion
or nationality*

Leave gaps in your school or work
record

Have any spelling or grammar errors
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Tailor your CV

Always tailor your CV to each job
and highlight the skills the employer s
looking for:

1. Choose one advert that interests you

2. Compare the skills it mentions
to those on your CV

3. Think of one or more skill you would
need to demonstrate better to get
this job

4. Write a new explanation of how you
have this skill
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Summary: Applications that work 6

« Highlight why you're the right person for the job
« Show you're interested and motivated

« Keepitshort

« Highlight why you're the right person for the job 4
« Show you're interested and motivated Write a strong

« Keepit short covering letter

Identify what skills and experience the employer is looking for
Think of examples that demonstrate these 3

» Make them prominent in your personal statement and across your CV Tailor your CV

Think of relevant experience to include

2
Apply for the
right jobs

« Take time to reflect and find out about yourself
« Look for jobs that match your interests, personality and skills

« Demonstrate all your skills and experience 1

Start witha
great basic CV

» Useevidence
« Bebriefand to the point
« Be positive but honest
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