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CVs and Application forms
[bookmark: _GoBack]CV is short for Curriculum Vitae (course of life). Sykes (2015) states that ‘a CV is ‘a sales document upon which a person’s whole future may depend.’ (Hemmings, 2008) warns ‘make sure your CV is clear and well spaced. This one requires a better structure to make it eye-catching to a prospective employer.’ So, as an HR staff, I expect the CV to be written to me. I should be judgmental about its structure, because a CV should stand out from the crowd in a positive way. Up-to-date, easy to read, clear, realistic, exempt of spelling mistakes, consistent and concise. Not overly long, confusing, boring, too verbose. So, a CV must be effective and attractive. A job-focused CV should be tailored to fit the position. The way a CV is structured determines the HR approach towards the applicant. A CV that is not structured according to expected conventions can be rejected, as it releases a negative information about the applicant. A CV should reflect the character, the principles and the values of the applicant. A well-structured CV makes the applicant’s talent stand out.
A CV should contain contact details, a personal statement, education & trainings, career history, key skills, additional responsibilities & initiatives, interests, hobbies & achievements and references. The use of bullet points to break up the text is professional. It’s also expected from the applicant to have researched the company and to find out about the interview. 
(Morgan, 2017) defines an application form as a document completed by a job applicant to gather information about their experience, skills and abilities. The most important part of the application form is the additional information section, which describes S.T.A.R analysis. This make it easier to the HR to recognise the applicant’s potential. While completing an application form, (Leigh, 2013) advises ‘to carefully read the instructions, allow sufficient time, check and revise the profile on a regular basis.’ In the other hand, (Holmes, 2011) posits, that many employers don’t consider reading a CV or application form if the covering letter is badly presented. This reflects carelessness on the applicant’s character.

Interview panels and any other selection methods
An interview is a conversation with the purpose of deciding whether a candidate has the ability and enough experience to perform well in a job role. The interviewer expects the applicant to dress appropriately, maintain eye contact, smile, communicate effectively, and so on. (Roulin & Powell, 2018) observe that most interviewees use to lie by inventing skills or borrowing experiences from a co-worker, but also exaggerate in embellishing their image. They also insincerely praise the interviewer.
An interview is structured with welcome and introduction, questions to the applicant, applicant’s questions, thanks and summary of next step which consists in selection process, with three key questions: 
· Is this candidate likely to be able to perform well in the role?
· Is this candidate likely to be able to perform at an acceptable level within the company?
· Is this candidate likely to fit into the culture of the organisation?

Formally, the interview starts with the question: “Tell me about yourself”, which is not a life story telling but a description of the interviewee’s professional life. Answering to this question, the interviewee will be given the time to speak about their qualifications, experiences, why do they feel fit for the role, in sum, their professional background. They also need to tell the company they’ve worked for, their title, the number of years in that role and their major responsibilities. The interviewee is also allowed to ask a few questions such as:

· Do you think I’m a good fit for the role?
· If I was offered the job, what preparation could I do?
· What do you particularly enjoy about working for this company?
· Is support available for people who want to gain extra skills?
· When can I expect to hear back from you?
(team, 2018)

After the questions are answered, and the interview closed, the HR board decides to contact the successful applicant by email or phone to be fixed about induction or further training during the probationary period.
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