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The Goal of the Workshop

• Write a CV with the aim of 
obtaining employment
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Workshop Topics

• Using a CV to get a job

• Your CV

• Writing your CV

• Covering letter
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Marketing

• Employer - public image and Sits 
Vac advert

• You - your image and your CV
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Selling
• Employer

– Sell itself to the right candidate

– Recruitment Process – interview, 
assessments, tests, group 
assessments, personality profiling
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Selling

• You

– Sell yourself to the right employer for 
the right job
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CV- Curriculum Vitae

• “An overview of a person's life 
and qualifications”

– Concise

– Written

– Communication
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Your CV

• Facts

– Qualifications

– Awards

– Contact information
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Your CV
• Experiences & Responsibilities

– Work experience – part of school 
curriculum, outside school

– Evening and/or weekend work

– Volunteer activities
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Your CV
• Interests

– Activities in which you are positively 
involved

– Time you spend on those activities

– New skills you are learning
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Writing your CV
• Lay out

– Presentation, paper quality, 
grammar, spelling, fonts, etc

– One page of A4 - chronology

– Referees – personal & professional
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Covering Letter

• Tailored to the advert
and the employer

– First contact with employer

– Engage with employer
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Covering Letter
• Personal qualities

– Objectives and ambitions

– Highlight qualities with facts

– Take care – self promotion is no 
recommendation !!
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Job Advert

• Jobs can be either

– Customer facing

– Back office
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Job Advert
• Customer facing jobs - phrases

– Running a busy store
– Diverse team of staff
– Fast paced environment
– Marketing & promotions
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Job Advert
• Back Office jobs - phrases

– Entering time & data accurately
– Allocating funds
– Filing & preparing documents
– A good eye for detail
– Numerate, good working 

knowledge of Excel
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Other considerations

• Application forms
• What the employers are looking 

for ?
• Assessments/Tests
• Personality profiling
• Web sites
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Example CV
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Example Job Ad
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Example Job Ad

 


