CV writing

A Curriculum Vitae (CV) must include the
following (bare minimum):

* Full name

Date of birth

Home address

Contact details (phone, email, mobile, etc)
Educational history

Qualifications

Employment history

Interests and other relevant information

* Training, languages, certificates, driving information, membership to governing
bodies (such as BPS)
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CV ‘s need to be...
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1. Divided into clear
sections with
headings

CV ‘s need to be...

2. Laid out in legible lists/tables

for sections on educational
history and employment

3. In chronological order
(education / employment
history)

LISA SMITH

Austin, Texas , 251-222-4533 , Ismith@gmail.com

Summary

Ambulatory Care - Sports Medicine - Critical Care - Emergency Medicine

Accomplished leader with record of achievement in nursing combined with success in marketing and
public relations. Experience encompasses delivering quality, patient-centric care, with spedialist skills in
Intensive Care, Reconstructive Surgery and Emergency Medicine. Strong capacity to lead teams and
collaborate with clinicians to devise and develop care plans. Demonstrated ability to consistently monitor
regulatory procedures to ensure standards are met and surpassed.

Qualifications

Worked in a broad range of medical departments including ICU, PACU, CCU and ER, working with and leading teams In the
dellvery of high standards of patient care.

Managed and maintained safe clinical environment, continuously assessing area to ensure regulatory standards and
organization policies were met.

® Collaborated with medical professionaks to devise and implement care plans.

Nursing Expericnce

James Lawrence

16 Town Street

Town
County, AB12CC
Mobile: 07791 858292

Email: jimlawrence1@email.co.uk Teacher Registration No:

Education and Qualifications
2014-2015  PGCE Primary 5-11 Special College of Higher Education
Developing the skills to become a confident, competent classroom practitioner who
can enable children to leamn effectively across the whole curriculum with a good
understanding of the demands of the National Curriculum, the Curriculum for the
Foundation Stage and other Government initiatives.
Special study: Numbers Can be Fun.
2011-2014  BA (Hons) 2.1 History University of England

vering medieval, early moder, and modern history, researching and writing about
history, addressing the issues of how we know what happened, and why historians
differ in the way they interpret the information available to them.
2004 - 2011 Main Park Comprehensive School
Adevel: History (B), Geography (C), English (C)
AS level: ICT (C)
GCSE: English Language (B), English Literature (8), History (B), French (8), Double
Award Science (BB), Maths (C), Art (C)

School Experience

2014-2015  City Infant School, London a small school graded as outstanding by OFSTED,
8 week placement in a Year 5 class.

* Teaching 50% of the timetable, taking full charge of the class.

e Teaching Literacy, Numeracy and Science every week.

Individually planning and teaching topic work and foundation subjects.

Carrying out formative and summative assessment.

Attending staff meetings and parents evenings.

Leading a group of 5 children on a school trip to Leeds Castle.

Helped with football coaching on Saturday momings.

2014 Town School, London a large primary school in a deprived area with a high number
of EAL pupils,6 week practice in a Year 4 and 5 class

e Team teaching with mixed age groups.

* Project work on the local history of the area, looking at primary sources and how

ICT could be utilised to enhance learning.




12/11/2018

CV’s need to be...

4. Easy to read!!!

* Use a legible font type and size

* Don’t have too many ‘blocks’ of text — break information down into
manageable chunks

* CV’s that contain spelling or grammatical errors are unlikely to receive
an invitation to interview

CV’s need to be...

5. Brief and concise

* No more than two sides of A4
* Use tables to present information if needed

6. Relevant to the job!
* Unfortunately, having a stock CV is not really any good...
* Needs to be written for the job you are applying for
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CV templates

* https://www.kent.ac.uk/careers/cv/CVtemplate.doc

* http://www.learndirect.co.uk/media/cv-template.doc

* http://www.ncl.ac.uk/careers/applications/cv/#examples

e http://www.uwtsd.ac.uk/media/uwtsd-website/content-
assets/documents/student-services/01a-CV-Guide.pdf

Hooray — your CV was a hit and
you have been invited to
interview...


https://www.kent.ac.uk/careers/cv/CVtemplate.doc
http://www.learndirect.co.uk/media/cv-template.doc
http://www.ncl.ac.uk/careers/applications/cv/#examples
http://www.uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/student-services/01a-CV-Guide.pdf
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Preparation

If you feel you have applied for a job that is right for you and you have been
shortlisted for interview, then you should feel confident of having a
reasonable chance of being considered for the job.

Majority rejected at application stage.

In the weeks / days leading up to the interview, focus on the job
specifications and remind yourself of the interest in the job and what you
can offer.

* Avoid negative thinking.

First Impressions

* Look clean and smart
* Beontime.

* Ensure your right hand is free in order to shake
hands.

* No matter how you feel, smile and appear relaxed.

* Look pleased to meet the interviewers (be
professional).

* Shake Hands — Firmly / but don’t break their
hands!

* Eye Contact.

* Listen —so you hear names.

* Move Calmly, don’t crash into furniture — spill
water.

* Take sips of Water (if provided) to calm down and
gather thoughts.

* Sit upright and alert during interview.
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Answering the question.

* Aim to complete any answer given in one or two minutes, consider
the question and avoid both one word answers or unnecessary
waffle.

* The interview stage usually lasts 20-30 minutes so avoid just waffling.

* Employers may award points for each question.

Keep it Simple and Be Prepared

Arrogance is not usually
a desirable
characteristic,
showcase talent
without being arrogant.

Avoid trying to hard to Show calm, interest and
impress. enthusiasm

Brief but clear answers Be prepared for

Keep it relevant.

and to the point predicable questions.

Answer the question.




Typical opening questions.

* Have you had a good journey?

* Tell me a little about your yourself?

* Why do you want this job now?

* Where do you see yourselfin 3 /5 / 20 years time.
* What do you find interesting about (job type).

* Why do you want to work for (the firm, the location).

How to finish an interview?
* Interviewers like to ask if YOU have any questions for them

* Prepare a set of questions before you even get to the interview so
that this last question doesn’t throw you

* Remember the primacy-recency effect; the last thing you say will
stand out in their minds just as must as your first impression — so
make your question a good one!
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