Reflective Journal Week 5

CV Writing  and Cover letter writing

A very well organized topic on CV writing and cover letter writing which is very useful in professional lives of every individual.


We learnt about CV, 	What is CV, Importance , Purpose , Components and Format of CV.

We learnt the definition of Curriculum Viate, 


A CV is a document intended to persuade an employer that you are a qualified candidate who possesses the necessary skills and experience to warrant consideration for a formal selection process or work experience." 

(Morgan, 2017, p.339)

Employer scans your CV for the first time in 
less than 20 seconds

The Purpose of CV To get an Interview, so it should be attractive and according to the prescribed format.


Components of CV: 
Personal Data, Personal Statement, Employment History, Education History, Skills Area, Certificates and References.

We Also learnt about Types of CVs,

General CVS and Job focused CVS.

There are two types of Formats of CVs

Chronological which is recommended and Functional CVS.

We also learnt about the presentation of CV it was very important topic the main point was that should not be more than two pages. Keep it basic, emphasis by bold fonts, in essence it should be concise and attractive.

Don’ts of CV:

No Photograph
No personal detail like height date of birth etc
Reasons for leaving jobs, names of Previous  supervisors
Salary and the word CV or Curriculum Viate

The highlight of the day was Activity CV Builder 

We also learnt about the writing of Cover letter:

Difference between CV and Cover letter.

The Main difference Cover letter is short and brief, But CV is in detail


What to include in Cover letter:
And the basic structure of Cover letter:

· Your address
· Contact person name and address of the company
· Date
· Subject of the letter
· Introduction
· Arguments
· Conclude with Yours sincerely/Yours faithfully
· Signature
Very important point is to sell yourself.

How important to the company

The final paragraph should show that you are willing to get the call for interview

Always write in business (formal) style.

We were given the activity to find a job and write a cover letter for that job which was very helpful







