CV Writing

	
	A CV or Curriculum Vitae is:

· Your Life History 

· Your job history 

· Your achievments 

· Your Skills 

A CV or curriculum vitae is a marketing tool. With your CV you will be able to promote yourself. Imagine the CV as being a brochure that will list the benefits of a particular service. The service being your time and skills! When writing a CV look at it from your employers point of view. Would you stand out against the competition (the other candidates) and would the manager want to talk you for a possible job? You have to ask yourself these questions when writing your CV or curriculum vitae. 

Networking and interviewing are essential for your job hunt and your CV is just the first step in the job search. However a CV will be your first contact with potential employers and will open the door. If you are invited for an interview you would then be in a position to explain and expand on what is in your CV. 

A CV is an essential tool in your job search. When applying for a vacancy you generally first have to send your CV to present yourself to the prospective employer. 


CV Documents

	
	Documents and materials need to write a CV: 

· Job descriptions for all positions held 

· Performance reviews 

· Educational transcripts and records of seminars/conferences attended since high school. 

· References 

The above documents are best collected throughout your career and saved as these will make writing your CV much easier in the future.

It can be difficult to remember all the responsibilities you had on previous jobs but a detailed CV is essential for a successful job hunt. The human resource department or your direct supervisor can provide you with your current job description and you can contact previous employers in order to get previous job descriptions.


	Performance reviews are what your employers think of your attitude and productivity at work. These are generally used to identify training needs and salary reviews. Potential employers will be interested in these documents. The way you performed in your previous jobs is a good indication of what your future employers can expect of you and this information will therefore be used to judge your suitability for the position. 


Keep your qualifications in a safe place. If you lose any, schools and universities can provide you other copies. Letters of reference are given to employees when they leave a job (if they have done a good job!). It is always a good idea to include copies of these letters in your job application.

CV Heading

	

	
	In CV heading you can write your general information:

· Name 

· Surname 

· Local address 

· E-mail address 

· Phone number 

(If applying for an overseas job, please remember to include your international dialling code.) Include your mobile/cell phone number if you are going to relocate soon.

CV Skills Summary
The Skills Summary section of your CV includes your main skills. You should only include keywords in his section, do not go into lengthy descriptions of your skills. The skill summary is also called personal profile.

CV Objective

	The CV Objective, sometimes also referred to as CV Personal Profile states "What is my next step in my career?" This should be a short, concise statement that informs the employer what kind of position you are looking for. The type of position, the role (managerial, supervisor, contractor) should be included as well.


If you are job hunting it is a good idea to have several CV's with different profiles or objectives. For example, you can have a CV for a sales supervisor and the other for a shop floor manager. Your 'sales supervisor' CV can highlight achievements in this area, the CV would be tuned to that particular in terms of job descriptions and achievements.

Education on your CV
List all your qualifications in this section. Include all of your education including certifications from non-academic institutions, especially those that are related to this job vacancy. If you have more work experience than qualifications, put your work experience before your qualifications.

