CV and Cover letter writing
What is a CV?
It’s a summary of
Education
Work
Awards
Achievements
A cv is a document that shows your knowledge and skills to an employer and its your way to convince an employer you’re the person for the job the are advertising.
Employers scan your cv for the first time in less than 20 seconds.
Make sure the parts of the CV you want to stand out are BOLD or underlined, eye catching to the person reading your cv.
Put contact details on your cv such as email address and a contact number but DON’T put your home address on a cv.
Personal statement – 3 lines keep it brief
Work history – current to past   don’t go too far back
Education- uni-college-school-qualifications    current first
References- available on request
-Usually 2 referees
-Referees should be told and agree
-Should not be a relative or friend

CV presentation
· No longer than 2 pages
· No spelling mistakes
· Bold and underlining
· Bullet points
· Colour-keep it simple black print on white paper
· Consistency- font- font sizing
