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What is a CV?Curriculum Vitae

Latin TranslationLatin Translation
“The Course of one’s life”

Dictionary Translationy
“Outline of a person’s education 
& ”& career summary”
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CV vs. ResumeC.V.
A detailed biography

RResume
a brief written account of personala brief written account of personal, 
educational, and professional                    
qualifications and experience.

ProfileProfile
A paragraph explaining about yourselfA paragraph explaining about yourself 
and your experience.



Why do we need a C.V.?y

First ImpressionFirst Impression

To get to the interviewTo get to the interview

Critical Fact:Critical Fact:
Employer scan CVs 
in 10 seconds !!!
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What should a C.V. contain?
Personal Information

OBJECTIVE

EDUCATION

EXPERIENCE

OTHERS



What should a C.V. contain?

Personal informationPersonal information

ObjectiveObjective

EducationEducation

TrainingTraining

ExperienceExperience

OthersOthers



What should a C.V. contain?

Extracurricular ActivitiesExtracurricular Activities

LanguagesLanguages

Computer skillsComputer skills

HobbiesHobbies

TravelTravel

ReferencesReferences



How to write each section?
Personal Information

Name

AddressAddress

Telephone

Mobile

Email

Marital Status

Milit S iMilitary Service



How to write each section?
Objective Statement



How to write each section?
Objective Statement

Avoid over generalized statements:
to obtain a position that allows me to use my p y
knowledge and skills in various sectors.

Avoid statements that focus only on what a company y p y
can do for you:
A position where I learn through extensive training 

d i i i ki litand gain experience in working on quality 
assurance.

Make the statement a Win/Win situation:
To obtain a position which allows me to apply my 
b k d i i i d hi h t kill tbackground in engineering and high computer skills to 
cost control, quality assurance and project management. 



How to write each section?
Education



How to write each section?
Training



How to write each section?
Experience



How to write each section?
Languages

Arabic : Mother tongueArabic : Mother tongue

English : Fluent spoken and writteng p

Others : Conversant in French 

Good Knowledge of Spanish

Good Reading, Writing and Verbal skills 
in Germanin German



How to write each section?
Skills

Self related skills
Accurate Honest Tolerant Meticulous

T f bl killTransferable skills

Communication Leadership CreativityCommunication,  Leadership, Creativity, 
Analytical, Organizational

Job-related skills

Technical know-how



How to write each section?
Computer Skills
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DON’Ts in C.V.
"I have lurnt Word Perfect 6.0 & spreasheet progroms."
"Am a perfectionist and rarely if ever forget details." 
"Received a plague for Salesperson of the Year." 
"Wholly responsible for two failed financial institutions." 
"Failed bar exam with relatively high grades." 
"It's best for employers that I not work with people." 
"Let's meet, so you can 'ooh' and 'aah' over my 
experience." 
"Marital status: single. Unmarried. Unengaged. 
Uninvolved. No commitments." 



DON’Ts in C.V.
- "I have an excellent track record, although I am 
not a horse." 
- "I am loyal to my employer at all costs. Please 
feel free to respond to my resume on my office 
voicemail." 
- "Note: Please don't misconstrue my 14 jobs as 
'job-hopping'. I have never quit a job."job hopping . I have never quit a job.  
-"Finished eighth in my class of ten.“
-“ Worked on enhancing HJGY through applying-  Worked on enhancing HJGY through applying 
the MSBC while working in the XDF consulting 
firm”firm . 



DON’Ts in C.V.
1. Photos

2. Any sort of failure

3 Th d I h3. The words I , he , me , my,…

4. References

5. Reasons for leaving each job

6 List of your schools6. List of your schools

7. Salary information

8. Patterns and graphics

9. Abbreviations9. Abbreviations

10.Typing mistakes



Things to DO in your C.V.g y

• Highlight your strengths
S• Structure your resume like a pyramids

• Be sure your resume is easy to read• Be sure your resume is easy to read
• Keep your sentences shortp y
• Keep your resume to one or two pages
• Help your readers know what to read



C.V. Stylesy

Chronological formChronological form
job experience lists in reversej p

chronological order

–Advantage: clear  & logicalg g
–Disadvantage: with limited 

experience, gaps are evident 



C.V. Stylesy

Chronological formChronological form



C.V. Stylesy

Functional formFunctional form
arrange work experience according g p g

to areas of skill

–Advantage: draws attention to g
accomplishments

–Disadvantage: Some employers 
are suspicious of gapsare suspicious of gaps



C.V. Stylesy
Functional form











COVER LETTERSCOVER LETTERS



What is a Cover Letter ?

A letter that should be sent with your 
CV when searching for a jobg j

Also known as

Letter of introduction

Letter of application

Broadcast letter



Why do we need a Cover Letter?y

• Explains why you’re sending your CV

• Highlights your main aspectsg g y p

• It gives a sample of your writing skills



What does a Cover Letter contain?

Employer infoEmployer info
Sender’s Info

Introduction

BODY

Closingg



Types of Cover Letteryp

• Invited Cover letters
Replying to an ad.p y g

U i it d C l tt• Uninvited Cover letters
Taking a proactive approach

• Referral Cover letters• Referral Cover letters
Product on networking



Invited Cover Letter



Uninvited Cover Letter



Referral Cover Letter



DO’s in a Cover Letter

• Address your letter to a named person
• Send an original letter to each employerSend an original letter to each employer
• Use simple language
• Keep your letter brief (one page)
• Answer the question of the employer “Why• Answer the question of the employer Why 

should I hire this person?”
• Speak to the requirements of the job



DON’T………
•Use a sexist salutation “Gentlemen SirUse a sexist salutation Gentlemen, Sir, 
Madam,…..

•Depend on the employer to take action. 
ASK for actionASK for action

•Make spelling mistakesp g

•Beg for any job



Examples of closingp g



The 7 Elements of a Highly Effective 
Cover LetterCover Letter

1. ADDRESS your cover letter to a REAL PERSON

2. OPEN with an attention-grabbing first sentence

3 Less is MORE Clear focused short sentences get the3. Less is MORE. Clear, focused, short sentences get the 
interview

4 FOCUS h t d t th l4. FOCUS on what you can do to the employer

5. CHOOSE WORDS that show enthusiasm and passion

6. REQUEST ONE ACTION to be taken by the employer

7 END your cover letter with enthusiasm7. END your cover letter with enthusiasm



Try to see your experiences as 
a professional would

• UNDERSTATED
– Answered phonep
– Wiped tables

• PROFESSIONAL
– Acted as liaison between 

clients and legal staffclients and legal staff
– Created healthy 

environment for customersenvironment for customers 
and maintained positive 
public image



Resources

SAMPLES
b t / l tt l ht• www.e-bestresumes.com/coverlettersamples.htm

SOFTWARE
• www.web-resume.org/down.htmg

KEYWORDSKEYWORDS
CV, Resume, CV templates, Cover letters, 
CV samples



Questions &   iscussionsD



ألا أشهد وبحمدك اللهم سبحانك اللهم وبحمدك أشهد ألاسبحانك
إليك وأتوب استغفرك أنت إلا ياله توب إ فر و ت نت   إ 



www ZEDNY orgwww.ZEDNY.org



Thank You


