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Building your Resume

In your CV you want to show:

* What benefits you can offer the recruiter

* Your up-to-date skills

* Your successes

» Knowledge of the work you are applying for

* Your ambitions

* You want to create an instant impression that will
have the employers wanting to read more about
you and what you can bring to the position applied
for

CV —What to include

+ Contact Details: Phone number, email address

» Personal Profile: Use this to briefly introduce
yourself and your skills, relevant to the job applied
for

» Experience and Skills: Here you go into more depth
on what you have done and the skills you have
gained (always try to focus on relevant skills) this
can also include any voluntary work you may have
done

» Education: Depending on what type of role you are
applying for; it may make sense to prioritise your
education before work experience, especially if it is
a related graduate job or an academic position

« Additional Information: For example, multiple
languages, PC software skills. All interesting
information an employer might want to know about
your character. Just as long as the skills you

describe are relevant to the role
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2 TN

NMopaau wopo pesrome

Y cBoemy Pestome Bam noTpi6HO nokasaTtu:

Axi nepesaru Bu moxeTe 3anponoHysaTtu
poboTtoaaBLo

Bawui BMiHHA Ha cborogHi

Bawi ycnixu

3HaHHs poboTn, Ha siKky Bu npeteHayeTe

Batwui ambiuii

Bu xo4eTe CTBOPUTY HEFAMHE BPaXXEHHS, LLO
nobyamTtb poboToaaBuiB AisHaTUCA BinbLue npo
Bac i npo Te, L0 BM MOXeTe NPUBHECTU 40 NOo3uuii

siky Bu GaxkaeTe oTpumaTy

Pestome - LLlo BKkNounTH

KoHTakTHi AaHi: Homep TenedoHy, agpeca
€NeKTPOHHOI NoLwTn

Ocobuctuii MNpodinb: BukopucTtosyinTe ue, Wwob
KOpOTKO npeacTasnth cebe i CBOT BMiHHS, WO
MatoTb BigHOLLEHHSA A0 poboTwn, Aky Bu xouete
oTpumaTu

Docsig Ta BMmiHHs: TyT By noBuHHI 6inbLu rmmboko
30CepeanTmCst Ha CBOIX JOCATHEHHSX | BMIHHAX, SKi
Bwu Ha BignoBigHNX BMIHHAX), Lie TaKoX MOXe
BKntoyaTu Byab-aKy obpoBinbHy poboTy aky Bu
MOXXIMBO BMKOHYBaru

OcsiTa: B 3anexHocTi Big TOro, Ha siKy porb Bu
NpeTeHayeTe; MOXe MaTu CEHC HagaTu npioputet
OCBITI BiAHOCHO foceigy Bawoi po6oTtu, ocobnmeo
SAKLLO Lie NOB'A3aHOo 3 NogaHHAM Ha no3uii, Lo
noTpebyoTb YHIBEPCUTETCHKOT OCBITH, abo Ha
akageMidHi no3uuii

[opnatkoBa iHhopmauia: Hanpuknag, 3HaHHSA
Kinbkox MoB HaBu4km nporpamHoro 3abesneyeHHs
ans MNK. Bee, wo pobotoaasusa MOXe MOXITMBO
3aLuikaBuTy 3 ornagy Ha Baw xapaktep.Ane Tinbku
B TOMY pasi, SKLWO HaBu4ku, Aki Bu onucyerte,

MaloTb BiOHOLLEHHS 40 no3uuii, Ha siky Bu nogaeTe



CV Tips Pe3stome Mopaaun

Do: MoTtpi6Ho:

1) Keep your CV to 2 pages maximum 1)

2) Check CV for spelling and grammatical errors. 2)
Triple check your CV to make sure you have none
of these
Use short paragraphs and bullet points. You want
to make it as easy as possible for an employer to
see your information. Lots of text will not achieve
this
Tailor your personal profile, key
skills/achievements and the structure of your CV
to the type of role you are applying for, EVERY
time you apply for a new position
Make sure you only focus on relevant

information to the position applied for

Pesiome He NOBMHHO nepeBuLLyBaTN 2 CTOPIHOK
MepesipTe Pestome Ha HasBHICTb opdorpadivHmx
i rpaMaTMYHUX NOMUNOK. Tpudi nepesipTe CBOE
Pestome, 06 nepekoHaTncs, Wwo y Bac BoHn
BiACYTHI

BukopucTtoByinTe kopoTki ab3aun Ta mapkepu.
Bam noTtpi6Ho, o6 poboTogasLo 6yno nerko
oTpumaTu npo Bac cytTteBy iHdopmaLuito. Benuka
KinbKicTb TekcTy byae Ha 3aBagi.

MepernaganiTe cBin 0cobucTMin NPodinb, KNOYOBI
HaBWYKM | JOCSITHEHHS | CTPYKTYpY BaLloro
Pestome BigHOCHO Tuny poni, Ha aky Bu nogaete,
KO>XHOTI'O pasy konv By nogaete HoBy
annikauito

MepekoHanTecs, wo Bu 3ocepepxyerecsa nuwe

Ha BiANOBIAHIV iHopMmaLlii.

He notpi6Ho:

1) Include unnecessary personal information such as 1)

date of birth, health status

2) Include a photograph 2)

3) Lie onyour CV. If you are found out, you will not 3)
get the job

4) Send the same CV for every application. Target 4)

every CV you send to the specific recruiter
5) Provide general details. Rather than listing what

you did, provide examples/details so an employer 5)

can see what you can offer them
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Bkntoyatn HenoTpibHy ocobucTy iHdpopmaluiio,
Taky Sk faTa HapOAXXEeHHS, CTaH 340pOoB'A
Hopasatu coTorpadito

[oBopuTK Henpaeay. Akwo ue 6yae Bukputo , Bu
He oTpumaeTe poboTy

Hapcunatu ogHe 1 Te came Pestome Ha pisHi
annikauii. KoxxHe okpeme Pe3tome noBuHHO ByTn
HalineHe Ha KOHKpeTHoro poboTtoaaBus
HapaeaTtu 3aranbHi getani. 3amicTb T0Oro, wob
nepepaxoByBaTu Te, WO Bu 3pobunu, HaBeaiTb
npuknaau / aetani, wo6 poboToaaseLb Mir

6aunTy, wo Bn moxeTe im 3anponoHyBaTn




Most common CV mistakes

Spelling mistakes

Lack of personal summary
Gaps in employment history
Missing or invalid postal address
CV too long or too short
Inappropriate file name

Invalid or omitted phone number
Invalid or omitted email address
Excessive uppercase

Use of American spelling

Lastly......

Your online profile
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The importance of social media
Google yourself!

Clear up your name and profile!

Create your online professional image

Keep up-to-date with the job sector you are

applying for

HamnowwupeHiwi nomunku B Pe3stome

opdorpadiyHi NOMUAKK

BigcyTHicTb ocobucToro npodinto

MporanvHu B TpyOoBil icTopii

BigcyTHs abo HepgiicHa nowToBa agpeca
Pestome 3aHagTo foBre abo 3aHagToO KOPOTKe
HesianoeigHe im'a danny

HepivicHnin abo nponyLieHnin Homep TenedgoHy
HepivicHa abo nponylleHa agpeca enekTpoHHOT
noLuTy

HapgmipHe BUKOpUCTaHHS BENUKOT NiTepu

BukopucTaHHS amepukaHCbKOro npasonuncy

Hapeuri......

Baw oHnanH-npoginb

BaxknueicTb couianbHUXx megia

l'yrniTb camocTinHo!

He 36epiravite cBoe imM's Ta npodinb!
CTBOpITb CBii NPOGECIAHNI IMiAX B IHTEPHETI
ByabTe B Kypci cekTopy poboTtu, Ha siky Bu

nopgaeTe annikadwito
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