Writing  Preparing fora job: CVs and interviews

You want a job. Answer the following questions.
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Your CV ShOUld be: ° word—procassed
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:_ e no longer than two pages of A4 papzr
> You should include:

4 Personal details )
The employer wants to know who you are and how 10 contact you (essential information only).
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Education )
Work experience Don't just describe the job — stress what you achieved and what you learnt.
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Positions of responsibility
If you do not have a lot of work experience', this section will show employers your potential.

3 Skills Be positive about your ability — never undersell your experience.
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o) Interests Stress any significant achievements related to your interests.
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Referees !

s Current students and recent graduates should choose an academic referee and a personal
one (this could be an employer). _

e Get your referees’ permission first and tell them what you are applying for and what you 3
would like them to stress in a reference. o8
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