sla el elsl oyl Guidelines for preparing your

(CV) dS131 8yl Curriculum Vitae (CV)




Your CV plays a key role in the quest to find a good job
in the labor market. This is because it has the ability

to capture the attention of HR managers and business
owners and prompt them to call you for interview. Thus,
it is increasingly important to create a professional CV,
as it is the starting point of the relationship between
the employer and the job seeker.

Many of us do not have sufficient knowledge of how a
CV works and how to write one properly. It can be said
that, for some, writing a CV is a very boring task but, at
the same time, paying attention to creating a precise CV
plays the utmost importance in your search for the job
of your dreams.

When we talk about an outstanding and ideal CV, we
mean a CV that presents the necessary information
and data in a way that is easy to read in an appropriate
format. We must ensure that a CV achieves a balance
between the needs and requirements of the job, and
your personal qualifications and capabilities.

In the current job market, the chances of guaranteeing
that you reach the interview stage are much less than
in the past. For that reason, it is essential that you have
your CV ready. Although the CV in itself is not enough
to guarantee you a job, if you don't have a CV prepared,
you certainly won't make it through to interview.

Often, the employer takes a quick look at the CVs
submitted to him. If your CV is already prepared, it may
play a big role in making a positive first impression, and
may help you to gain an interview.

We present to you a detailed set of guidelines and tips
to help you create your CV so that it will be to hand
when you start job-seeking:

To ensure that your CV is well prepared, be
sure to do the following:

x

Place the most important information at the
beginning of your CV.

&

Arrange your work experience and qualifications in
order, from the most recent to the oldest.

Include your name and personal information such as
phone number, e-mail and address in the CV.

x

x

Have your CV ready to submit for a specific job,
making sure to include all of your personal experience
and skills that are applicable to the demands of the
advertised position.

x

Use a suitable font type and size that makes your CV
easy to read and is easy on the eye for both your CV

and supporting letter. Avoid using italics and colors
when writing your CV.

» Make sure your CV is complete before sending it to
the Human Resources department.

Additionally, there are some things that you should
avoid in order for your CV to be complete and devoid
of any errors that may negatively affect your chance
of being called for interview. Here are some of the
things to be avoided:

1. Don't put the date of preparation on your CV as
this reduces the useful life of your CV, and makes it
appear to be somewhat old.

2. Avoid adding any topics you cannot talk about in
your interview, and avoid exaggerating your skills and
capabilities.

3. Avoid adding any incorrect information, using slang or
specialized terminology that may not be understood
by non-specialists in the field.

After you have carried out the above steps, and your CV

is ready, there are also a number of things you should

go over again before sending the CV, including:

1. Read and check your CV twice to make sure that it is
complete before submitting it.

2. Go over the personal information and your contact
information. Make sure it is complete and correct.

3. Make sure that your CV is complete and contains no

spelling or grammatical mistakes.

4. Ask for the help of a friend to read over the CV and
check it one last time before sending it, to make sure
that it doesn't contain any mistakes.

x

An employer usually spends less than 30 seconds
reading your CV for the first time, and if it grabs his
attention during these few seconds, he might read
it again. Therefore, when writing your CV you should
make sure that it holds his attention in these initial
seconds and convinces him that you are the ideal
and most suitable candidate for this job.

From the above, it is clear that the way in which you
prepare your CV is the main factor that determines how
far you can convince the employer or HR staff of your
capabilities and potential. Your CV is the only medium
through which you can promote yourself and your
potential to do the job well. Therefore, make sure that
your CV is a comprehensive and accurate introduction.

e

A\ A4

Contact us:
Phone: 06 535 9949 23l dsyling aubsgll sLisy Ul s
Email: Career.Office@psut.edujo Career Guidance and Alumni Office

& 0lodUlg &LLall bog bl plssial ciing eassdil
Al Byl LS

U Byals (CV) alill ebip s of o 1Sl cso «
A pindl ylgall Joguual leluw|
0955 s> Lauin wisy il yg ol g oy Loyl dling
18 Gl elhnsBl o d 454 85l (CV) dlill elip
dpas_all dlaal Jalil § eliogd Je el by 55
i Lo Lgsiad wiag gl yo-olll 09

8o lndl 03 6 A1l Byanl) gl 5y Lblo] uin 1
LailS 3 ahai Lalenig &l 8y ll y ac o J183
Lo Legi dasad

iliall 6 Laic cuyndl eLiSay U yoal of d6lo] cuins 2
alslyas o e cpdl b dallll Lind dpas
lslilsalg

dolll slasi ol ol d 5o y wilaglen y S5 ing 3
anai V16 ly daasioll lslbhuadll of duolell

[N} §U|)9_o.‘\” =0 dcgazn Lol dlio 53 als (CV)

Ltag asslill syl Jawy] b Lainzlha

LQJi =0 _\SU|9 d Sl elipnw dezliag dely 6y 08 1
Lyl 8 iyo 83al>

JLailll &laglosg duas il Ul d23lya o8 2

d 39 8y als (CV) dsll &l OT 0 AjL_JL\ 8 3

i danlyag bely 8 ag byl pas_iy dlaiwll ob 4
5731l 5ol el Tl ¢y0 Lasgls o 4 Slillg dslil
lalluwy] J8
@330 e 3 U Lo el § Jasll Lo ga
OIS @bl enis 1lg Joll 8yall L1l clipn sely 8
5331 850 Laiely5 solely ag 8y 18 5 L8l lg il oio
oLaiil 551 e L) d il dyew Jac wic (op ol el
el aclidls 39 sl ls il oia J1LS Jaell cuslo
ool o g) cully JLtall jas ]

Lols &uils e Joac § elisyyb ol poaiy Giw Lasg
e L5851 0 51 (il iyl Jalall o el
elihady &y il sylg-all Jgbuo of Jaoll coslo glLig]
clilwg 08 Al eliyew JAs oo cliLilSolg
0955 o poy=>18 WLililalg clas il pgill 81>l

48,859 dLaiSe dyu0yy05 LSl

el dlsy $Trang Ly Tgo dslill syl coels
oluil wis (e lgiia) Jeoll §gm (§ 814> darddg oo
Jlaclll «T)l_‘>..£JT9 il sylgall §5] o JoGuall
55 03 09 wilwo dpas i d Llbo cly > o gigesg
cswol Lail 3] wdyiisn JS iy 4515 sypw Joac dsaal
o< cislly J el wsbo (poy gAML d g ] ial

by Jac d8yyhay dalS)l dlyul aun) G Lia piSlg
ol Jo-all - Sag darlaw d 8y LaigliS dua,Sg d il
el dily J Lol 6 le s ol g o dils dpm Jac
48485 44513 by Ja alaiolld cudgll juai & Sy
2Tl dasg e eling § dunalll o [y Thas Jasy

39.06a)l8 ddling dpan duily 8w Juac e coadl vicg
ablly olagleall a 161 g 65 dsly 8yw Jac iy
Lasg wlio yLbol (& Laiclyd Ja i ddyylay dyjgrall
bl (g opls Tl -85 il by Jac oy aia
Adpas il elslyadg eliMags (g dadsgll ealdhiag
dwas all dblaall dlspo | Jo-ooll roli &y yies
Lasd e lS Lo dsgimo 71 JLA Jasll 5o 6
Byl (CV) Ll o el 4955 of cos ey 1
JaS5 of e 85308 pe Lails 1 & (QV) &1l elspnnsd
8yal> (CV) il 8y clhn) oS5 @J 3] ¢ Sg (dabg el
Lblgall dlsyal Jgo9)l 0 -Saii o) 1Sl el

Adwas il

e oy s 8y dai clall clall § Jaell islo pg 89
il Byl eslS 1) Syl dardall A1yl
gLl clac] 8 TS Ty wsly 38 ¢l 16 &3 als (CV)
dblsall dlsya) Joogll el yaiy 189 clic Ll ol
Ul a5laillg Ll o dcgaze ling duas il
sl Jol oo Byals (CV) &ls spw Juac (§ Jackus

Lio Jwolailly yoyelb lelgliziwg dadbg o<

100 38U 8yals (CV) duslil el yuw S5 S
51Ul 8yl Gl 6 duaal JSUI bl g ebil «

Ll oilogally duaiboll il ey e el «
238U Gl @551l oo Ll Ly €13l Syaall
A8yl (§ plginllg o Sl 3y pdlg sl
aaill 8 als (CV) ] elipow o3 Jle edac bl «
aeiliy Lay il s caibgiy dismo dabol Loy
Laic gleall dadsgll sl Ll osldhin g o

M@h}wgwub&pewkﬂ_ﬂ «
bl Al el o0 JST cpnel 22)09 clyall



