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The purpose of a curriculum vitae (CV) is to provide a prospective employer with a summary of your education, employment history, skills, achievements and interests. This article will highlight the importance of each of these sections, and give tips on how to make your CV stand out.Personal StatementFirst and foremost, you should research the
company you are applying to. You will want to customize your CV to the beliefs, values and needs of the company and the position you are seeking. Always include your name and contact information at the top of your CV. Some applicants also include personal statements as an introduction to their CVs. This statement essentially sells you to the person
reading it, and highlights your experience and skills.Some people choose to list their education at the beginning or their CVs, and others further down. Regardless of where you include your education and qualifications, you should list your degrees and accomplishments, with the most recent being listed first, per the UCLA graduate website. You
should always include the name of the school you attended, the dates you were there and the degree achieved. You could also list other achievements, such as your GPA, dissertation titles or research work performed.Employment HistoryThe section for employment history should begin with your current position, and then list employment history in
reverse chronological order. As this is the section that potential employers will study to see how well your qualifications and experience fit the job they are trying to fill, you’ll want to make sure it is comprehensive. You should list the company you worked for, the dates you were employed and the responsibilities you held. Researching the company
and the position you are applying for in advance will help you tailor this section to the potential employer’s needs.SkillsThis section of your CV can be utilized to show potential employers the other skills that you are proficient in and can bring to the job to ensure success. You should target your skills to the job you’re applying for. Relevant research or
teaching experience, publications or computer skills are examples of what you would list in this section of your CV.Interests and HobbiesYou may choose to list personal hobbies or interests at the end of your CV. This should be a concise list of interests that give the reader a better picture of who you are. You should aim to list those activities and
interests that show that you are well-rounded and reflect who you are, according to the UCLA graduate website. MORE FROM QUESTIONSANSWERED.NET CCO0-BY/Free-Photos/pixabay Your Curriculum Vitae (CV), or Resume, is your personal advertisement and chance to make a good first impression with a prospective employer. There is a lot
riding on this first impression with up to 90% of CVs being rejected by recruiters in as little as 8 seconds. Understanding what recruiters are looking for in these crucial seconds will help you write a first-class CV which can help you move to the next stage of the recruitment process. Following the below tips and advice will help you make a great first
impression every time.Personal InformationThe first section of your CV should always be your personal information. This does not need a title and is where you state your full name and contact details including address, telephone number(s) and email address(es).It is becoming increasingly common to only include the town and country in the address,
however, you may also include your full postal address if you prefer. Please also make sure any email address you provide is professional and appropriate.If your LinkedIn profile is accurate and up to date, you may also choose to include it in this section. It is no longer considered appropriate to include personal information such as marital status,
religion, age or ethnicity.Next should be some form of introduction, career objective or personal statement. Clearly explain, in a sentence or two, why you are the best person for this particular job, or what experience you have to offer.Work Experiencelist your work experience in reverse chronological order, starting with your most recent or current
position. You should also provide volunteering or internship positions in this section. Each position should be listed separately and include the following information:Company name; Your position title; Duration of employment - the month and year you commenced to the month and year you finished. If still currently employed, use month and year of



commencement to “present” or “current”; A summary of duties performed; and Any notable achievements. It is always recommended to quantify any achievements if possible. Instead of writing “I increased sales during this time”, say how much you increased sales by - “I increased sales by 17% during this time”. Don’t leave large gaps in your work
history. If possible, provide a reason for any gaps, for example, travel, maternity leave or studying.Education and/or TrainingInclude the name of your University or College, graduation date and the title of your Degree(s). It is unnecessary to include high school information unless you did not attend college. You should also include all the details of any
additional training or study you have undertaken if it is relevant to the position.Other Sections - As RequiredDepending on the position you are applying for, you may consider including some or all of the following:Certificates; Licenses; Publications; Honors or Awards; Technical skills; or Other skills. Remember to only include information if it is
relevant.FormattingThe perfect length for a CV will be argued as long as the earth turns, however, the general consensus is around two pages. For a highly-skilled, technical position, an additional page may be required. It is unlikely you will fit all of the above information on just one page, so clear formatting is a must.Make sure you use a clear, easy
to read font in an appropriate size. Fancy fonts look great on your personal projects but do not present a professional image in your CV. If you are printing your CV, serif style fonts are the clearest and easiest to read - Times New Roman, Georgia and Century Gothic are serif style fonts. For electronic versions, sans-serif styles make for easier reading
- Arial, Helvetica and Calibri are popular sans serif fonts.Font size is also important. 11 or 12 point font is the most popular, however, it may be appropriate to increase or decrease slightly in certain situations. It is not recommended to go below 9 point or above 14 point in the main body of your CV.Use headings, bullet points and short sentences. Do
not be afraid of white space. White space can increase readability, and keeping the recruiter reading is your main goal.Check spelling, grammar and formatting. Then check it again. If necessary, check a third time. Make sure you use the same margins, font and size throughout. If you have any doubts at all, ask someone else to check it for you too.
Spell check is great, but there are times when you have used a correctly spelled word in the wrong place. Spell check will not single out “from” when you really meant to say “form”.CustomizeYour CV needs to be customized for each individual position you are applying for. Unfortunately, there is no one-size-fits-all as you will want to highlight
different experiences and skills for each particular role you apply for. Taking time to research your prospective employer and adjusting your CV to meet their requirements will be obvious to the recruiters and may help you land an interview.Keep it Current and AccurateKeep your CV current at all times. It is easier to update your latest achievements,
certificates and training as they occur, rather than scramble to remember what you did and when if you find yourself applying for a position.It’s not ok to lie or exaggerate on your CV. It can be hard to give ourselves credit for things we have done well but don’t cross the line by making things up. You will be found out at some stage and that could
make for an embarrassing situation. You have things to be proud of, point them out in a clear, non-bragging way. If you follow these tips, you can write a CV which stands out from the crowd and gets the right attention from the recruiter. MORE FROM QUESTIONSANSWERED.NET Hay tao ddu &n riéng cho ngay trong dai bang céach ty thiét ké thiép
cudi online, cong cu thiét k& don gian clia Canva sé gilp viéc tw thiét ké trd nén nhanh chdéng va dé dang. Vi nhiéu mau thiép cudi dep san cd, ban cé thé tuy chinh theo hinh dnh va noi dung c4 nhan cua ban. Sdng tao mau poster quang cdo dé dang bang phan mém thiét ké poster online mién phi Canva, v4i nhiéu mau poster duogc tao san va phu hop
véi moi nhu cau cua ban.
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