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AGENDA

Recognise the importance of writing a 
good CV

Elements in CV

CV Dos & Don’ts

Cover Letter Structure



Why do we need a CV?

You need a CV that
✔ Markets your strengths and match for the job. 
✔ Sells your strongest skills and accomplishments.
✔ Grab the attention of employers and recruiters.

� It is a quick advertisement of who you are. 
� A “snapshot” of you with the intention of capturing and 

emphasizing interest and secure you an interview.  



A Good CV Will…
✔ Stand out from the crowd. 
✔ Draw attention to your relevant skills, abilities, experience, 

achievements and potential.
✔ Create an impression on the employer that they will not be able 

to turn you down for interview.



What will you put in CV?
• Name

• Contact Number

• Mailing Address

• Date of Birth

• ID Number

• Hobbies

• Part Time Job

• Voluntary Work

• References



Elements in CV

Others
Expected Salary
Available Date

Skills / Abilities

Working 
Experiences

Reverse 
chronological order

Personal 
Information

CONTENTS:
What should be included? 

Education
Reverse 
chronological 
order

Voluntary Works / 
Hobbies

Need to know 
information



How to draw attention to your 

skills?

1. Find out what skills, qualifications and experiences are required. 

❖ Look at job details. 
❖ What your personality would suit the job?

2. Link your own skills, experience and qualifications to the job.

❖ Give evidence of how you gained those skills.



CV Samples



Proof-reading for: 

✔ Spelling
✔ Punctuation
✔ Grammatical mistakes
✔ And other errors

Proof-read
One obvious but always overlooked aspect of good CV writing



Do & Don’t

CV

DO: DON’T:

o Do it in a rush.

o Leave gaps in employment.

o Lie.

o Avoid CV templates on the web.

o Include irrelevant personal details 
(e.g. mailing address, social media 
link, hobbies…)

o Simply write a list of duties under 
work experience (remember you 
are selling yourself!).

o Use flashy or large font.

✔ Use a standard font size in black ink.

✔ Be consistent in your layout.

✔ Reverse chronological.

✔ List your skills and achievements 
and back up with evidence.

✔ Keep it short. 

✔ Use positive action verbs such as 
“organised, delivered, 
accomplished, achieved”.

✔ Be honest but positive (negatives 
can always be turned into positives).

✔ Proof-read for spelling, punctuation, 
grammar and meaning.

✔ Get someone to check it for you.



Cover Letter
Purposes: 

• Why you are sending the CV? 

• Highlight your key selling points.

• Show why you are interested in that job / employer.

Structure: 

• Explaining why you are sending the CV.

• Why you are the right person for the job. - Job match exercise

• What attracts you to the employer. - Show your research. 

• What happens next. – Want to have an interview chance.
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