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1.0. Introduction
· The purpose of this report is to present  an analysis of my Curriculum Vitae and how to write a good CV to  stand out in front of all other applicants when applying for a job . 
· The main focus of this analysis is to compare the differences between my CV before and  after academic research.
· The aim is to prove why and how your Curriculum Vitae together with a cover  letter  can land you the dream job.
· Using research from published literature and analytical thinking to demonstrate the findings with examples from a real life Curriculum Vitae  example.

2.0. Personal  Perception about  CV before studying Academic and Employability Skills
· I believe the CV is one of the most important documents you will ever write .
A CV can give you opportunities and get you a very good job position, if it has an academic writing is professional and related to the job you are applying for . 
· However  according to (www.twinemployment.com/blog/8-surprising-statistics-about-cv-s-that-you-need-to-know ) 76% of the CVs  get thrown away for not being professional or not having a professional email address or and  grammar mistakes.
 3.0. What is Curriculum Vitae?
· The  word  Curriculum Vitae comes from the Latin word and it means "course of life" or "life course", short for CV.
The CV is the first document the employer comes in contact . It is a pivotal point between the employer and the job seeker .
3.1. CV purposes and possible benefits
· The main purpose of a CV is to give the opportunity of the job seeker to get  an interview.
It is a written document and it is an overview of a person's experience, education and any other professional insight
3.2. Curriculum Vitae Structure
· Most CVs structure is very simple .
· Applicants having their personal and contact details; name, date of birth etc at the top of the page.
· Followed by Education, Courses and Achievements. 
· Work expertise or any voluntary work you might have done in a different organization that gained you with different insight could be useful in the actual job you are applying for. 
· Professional skills and interpersonal skills.
· and I the end any additional responsibilities . 

4.0. Academic Writing of a Curriculum Vitae
· After Studying in depth Academic and Employability Skills about CV structure and applications forms I changed my thinking about how this document should be professionally written to serve its purpose. 

4.1. Organisation Research, Building Relationships and Personal details. 

· When making a CV everything starts before applying for a specific job .
· Make a research about the organization online or get in touch with them directly by phone or email. 
Larger organization might attend and organize events such as open day  where you can go meet the team and speak to them about the company's aims.
· Try and build relationships and make connections with people online for high professional websites like LinkedIn or nowadays Face book became a very professional tool of interaction with businesses or potential employment opportunities  ( Morgan 2017) 
· Make sure have your full name presented at the top of the document as its your indirect introduction to the employer . It is actually the pivotal contact point between you and the potential employer. It should be written with a professional  font and should clearly describe your  " life course". 
· Following with all your personal contact details. You could also use some of the previous connections you have made on the same field to get a reference. 
· However some people prefer to add a small quote before their personal details, something related to what you do so you keep the recruiter or the potential employer engaged and make them want read more about your CV. For example you can start with a quote like "I help people overcome their fears".
· A quote like this can leave the employer thinking what do you actually do and will engage waking the curiosity of reading more and finding more about you . You could be anywhere from a doctor, to Personal Trainer or Teacher when in fact you are just a Driving Instructor.
· You are a brand and your skills are unique try and get their attention and worth their time spending when reading your  CV.

4.2. Personal Statement, Education and Qualifications.
· According to Morgan 2017 you should write about  your Education and any achievements you have gained or courses you have graduated .
· This in one of the steps where many students or newly graduated make mistakes and omitting to write their full degrees o achievements . 
· They should be written as you qualification stating the date (month and year) when you commenced the course and when the course ended. You should start with the most recent Education first.
· If you want to be more specific you can add all the relevant documentation regarding the modules you have studied and the actual results you gained exams or  teamwork projects.
All this adds up to your educational background and whoever reads your CV can make an idea of your personality and values you hold.( Morgan 2017)
· According to the Indepent.co.uk  employers take a decision in30 seconds after starting reading your resume. Make sure it worth spending their time . 
4.3. Relevant Work expertise
· On the second half of the CV after researches on the company's vision, targets and future goals it is advised to write about your most recent work expertise and how your employment with the company changed the course of the actual Gross Profit overall. 
· It is recommended to write your  achievements within company and any promotion, by giving examples and writing numbers to impress the audience and show the improvements you made within the organization .
· Start by presenting the most recent work expertise by giving dates (month and year) of each period of work . Outline what you did each year or what you were in charge of . It might not seem a lot but for the employer or the recruiter is very important to know what are you best at. 
· This will give the potential employer a small insight of how you could help their organization to succeed .

· From personal Experience I know that any business person with be impressed when see numbers and examples of implementing ideas or trends within the company to help the profits.
· In this section is highly recommended to slowly introduce yourself by highlighting specific interpersonal skills that helped in the formation of your team by motivating them or how strong your business acumen  is by keeping relationship and good communication with the rest of the members in the team . 
· How you have implemented procedures to increase the teams affiance and effectiveness in the work place. 
Such as KPI which stand for Key Performance Indicator following a strict criteria SMART 
· As the goals aimed for to measure in KPI should be SMART.
· Specific
· Measurable
· Attainable 
· Relevant 
· Time sensitive 
5.0. Additional responsibilities and activities
· This section is very important and here you can highlight other activities you have done outside work for example at university.
· Like managing the budget for a university project will offer them an insight of your forecasting skills.
· If you are taken into consideration for the role you are already one step ahead of others with the management skills and ability of forecasting and budgeting.
· This ability of proving the you have already have certain experience automatically implies you already done few mistakes and you are aware of them which means you won't repeat the same mistakes therefore the business is not affected Morgan (2017).

6.0. Other hobbies, interests or  personal achievements
· This section is specifically important as it can reveal small details about you personally . It doesn’t sound so relevant for a job but this is the section where you can describe what are your interests  outside work .  
· For example you cooking skills or learning a new language and getting a degree in a foreign language can show the determination and motivation.
· This is your chance to tell the employer what you enjoy most apart from work and study  
7.0.Work/ Education References
· In the end of the CV you can indicate normally one or two work related references and a minimum of one academic referee Morgan (2017).
· You should always ask the referees before giving their personal contact details to an employer as they will be made public to any organisation you are applying to . 
· As reference you should never give referees personal friends, relatives or another student. 
· Should refer to people with you have worked with so that they refer to your work ethic and your strengths. 
· When giving academic reference you will have to address to them by their position as formal title, name and job  title. The place of work their contact details such as email address or postal address.
8.0.Conclusion
· At the end of this report on the definitions and the analyse of those up listed example of Curriculum Vitae model and structure of building a portfolio, I conclude following.
· You should always give real information about who you are your work and education expertise. 
· The main purpose of the CV is to give you an opportunity to impress an employer or recruiter and therefore to offer you an interview where you can discuss further .
· After a research on how to make a good CV and to stand out in some way I discovered  how is vital to brand yourself and that you have to be aware that your skills are unique.  You will have to use those and put them in writing to make most out of this document which together with a cover letter is the key document  in applying for a job.
· I believe that the skills you gain during your work experience can help you in finding the dream job if they are carefully selected and written in an academic and professional style. 
·  I researched from published literature and used analytical thinking and personal insights and knowledge to demonstrate  that  a CV is not just a piece of paper. 
· The CV is one of the most important official documents that everyone can have and with a little study everyone can master building and structuring a Curriculum Vitae

9.0.Refecences
· Certificate in Higher Education: Skills for the Workplace Student Yearbook Andrew Maund, Michaela Schriek and Paul K. Tinkler (2017)

· [ONLINE] Available from (Accessed:08/01/2019);https://www.twinemployment.com/blog/8-surprising-statistics-about-cv-s-that-you-need-to-know

· [ONLINE] Available from https://www.influenceatwork.com/principles-of-persuasion/?gclid=EAIaIQobChMI-OmwqLDe3wIVzr3tCh3upwa7EAAYAiAAEgJlY_D_BwE

· Time management: Test of a process model Therese Hoff Macan Journal of applied psychology 79 (3), 381, 1994

· The Business Student's Guide to Study and Employability Peter Morgan (2017)


image1.png
PRIFYSGOL CYMRU

Y Drindod Dewi Sant

UNIVERSITY OF WALES

%‘ Trinity Saint David





