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Introduction:
As we are looking for applicants for the post of a  General Manager at Nando’s, we are asking the applicants to submit their CVs along with their cover letters. Another form of application can be through application forms but we are not using it but I will still talk about all three forms of application. The basic requirements for a job application are a professional covering letter and a CV. 
A CV is like a ‘marketing tool’ to an applicant to present himself to the prospective employer and the way you present makes a difference in either getting you an interview or your CV being rejected.
A well planned and well-polished professional CV can make you stand out in a crowd. It’s the only chance to make a first impression to your prospective employer.
‘Curriculum vitae’ is a Latin term and translates as ‘the course of one’s life’. The simplest definition is ‘a summary of your academic and work history’. (Innes, 25th Jan 2016).
‘’A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.’’(Morgan, 2017, p. 339). 
A CV is more like a personal sales brochure, which should be well presented and carefully written to ensure that one has the best possible chance to get one’s most desired job. There should a brief list of what you have done. Main aim of a CV is to get you selected for an interview.

It is expected that a CV should be accompanied by a covering letter. Writing a cover letter can be the most part in one’s job search. One generic cover letter is not going to be appropriate for all situations. It has to be relevant to each job application. It’s because a covering letter is created for a specific situation, whether that would be for job ad, a letter of inquiry or contacting regarding a position. The situation will dominate the information one would need to add a cover letter.                                                                                                                               
A covering letter introduces the CV to the employer. A brief and clearly expressed covering letter can make you stand out among all the applicants. A well written cover letter can get the employer interested in you.
‘’A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV’’. (Morgan, 2017, p. 339).
‘’ A cover letter is a document that is sent along with your resume to provide extra information on relevant skills and experience as they apply to the job in question’’. (Maye, 2011, p. 5).
A cover letter compliments the CV. It should not repeat things already mentioned on the CV but rather add relevant information. Communicate the common information differently. Each situation is different so will require individual treatment. The cover letter gives the chance to customise one’s application. It works as an applicant’s marketing tool, so like all marketing, how one sells himself will have an impact on the type of response that would be from the prospective employers.

As we are looking for applicants for the post of a general manager at Nando’s, there are few things that we are looking for in their CVs and cover letters. Such as:-
· An outline of your work experience, education, achievements and interests. Give your information in brief.
· Tailor your CV for the role you are applying. We need to know about your skills and how it will help you for the role.
· Only mention things you can back up. If you say you are a great team player, then there is a possibility you will be asked to give examples.
· Keep in mind who you are applying to, it’s Nando’s but not a bank so keep it casual and genuine.
· Use clear font and try to keep it to one page.
· Get someone to proofread your CV.
· Avoid any grammar or spelling mistake as it might put us off.
· Do not repeat information. ( Nando’s, 2018)
When we find a suitable candidate after receiving their CVs and cover letters, they will be called for an interview.

Though we are not asking for any application forms but would still tell a little about it. Application forms are more structured documents, aimed at giving information to employers about applicants. Helps the employers to access the suitability of the applicants to move further in the selection process.
‘’An application form is a document completed by a job applicant(usually completed online) aimed at gathering information about the applicant’s experience, skills and abilities’’. (Morgan, 2017, p. 339).
Conclusion:
It takes a great deal of time and effort to submit a good CV, cover letter or an application form. The vacancy needs to be analysed to determine the skills being sought and then give the evidences to the recruiters that you possess those skills. As for Nando’s general manager’s post we would look for the skills that are related to the role. The skills we are looking into applicants are stress management, multi –tasking, record keeping, inventiveness, social skills, knowledge of product and profitable thinking. Any applicant with the skills would be the perfect candidate for the post of a general manager of Nando’s.
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