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OBJECTIVES

Learn how to create well-organised and impactful CVs.

Equip with techniques for preparing for interviews.

Interview mistakes and provide solutions to avoid them in future. 

Share external resources that participants can use to 

continuously improve their CVs and interview skills.
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YOUR 
CURRICULUM 
VITAE

It is a detailed document that outlines 
an individual’s qualifications, 
experience, skills & accomplishments.

Helps prospective employers  assess 
your suitability for a position that 
needs to be filled.

It gives the first impression to 
potential employers. 



COMPONENTS OF A WELL-STRUCTURED CV 

1. Contact Information

• Ensure your name, phone number, and professional email address are up-to-date.

• This should be at the top and easy to read. Double-check for accuracy.



2. Professional Summary/Objective

• A concise statement at the beginning summarizing your qualifications 

experience and career goals.

• A 2-3 sentence summary that highlights your key skills

COMPONENTS OF A WELL-STRUCTURED CV 



3. Work Experience

List all relevant places of 

employment and roles held, 

emphasizing the 

responsibilities in reverse 

chronological order, starting 

from your current position. 
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4. Educational and Professional Qualifications

• Outlines your academic background, including degrees, 
certifications, and relevant courses.
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COMPONENTS OF A WELL-STRUCTURED CV 
5. Skills & Competencies

• A list of abilities and expertise that are relevant to the job you're applying for. 

Skills can be divided into technical skills (e.g., software, programming 

languages) and soft skills (e.g., communication, teamwork).



COMMON MISTAKES ON CVs
• Too Long – more than 2 pages.
• Spelling and grammatic errors
• Unclear professional summary
• Poor formatting
• Inconsistent dates & gaps in 

experience
• Overloading with jargon
• Omitting or providing incorrect 

contact information
• Not tailoring CV for each job



RESOURCES FOR BUILDING A WINNING CV
RESOURCE USE

RESUMEGENIUS.COM Create A Professional CV And Offers A Guided Process And Personalized 

Tips Based On The Job You're Applying For.

JOBSCAN.COM Helps You Optimize Your C.V.  For ATS By Scanning It Against Job 

Descriptions And Providing Tips For Improving Your Chances Of Passing 

ATS Filters.

LINKEDIN LEARNING Linkedin Learning Provides Courses And Tutorials On How To Optimize Your 

CV

TOPRESUME.COM Offers A Free C.V. Review Service, Where Professional Writers Assess Your 

Resume And Provide Detailed Feedback On Strengths And Weaknesses.



INTERVIEW SKILLS



TYPES OF INTERVIEWS

1. Traditional 

2. Competency Based



ACING AN INTERVIEW

1. Preparation is key

• Conduct research on the company/ department 

and what they do.

• Review the Job Description and seek clarification 

of questions you have. 

• Practice common interview questions that relate 

to the role.

• Prepare 1 or 2 simple questions that show your 

interest and understanding of the role.

• Dress Appropriately & Arrive on time.



ACING AN INTERVIEW

2. Body Language and Verbal Communication

• Your non-verbal cues speak as much as your 

words. Maintain eye contact, offer a firm 

handshake (if applicable), and sit up straight. 

• Use clear and concise language and avoid filler 

words like "um" and "like".



ACING AN INTERVIEW

3. Understanding the Questions

• Before you provide a response to a 

question, ensure you fully understand 

what is being asked. 

• Take a moment to think, and don't be 

afraid to ask for clarification if necessary.

• Ensure that your response highlights your 

strength.



INTERVIEW TIPS

1. Avoid Talking Too Much or Too Little.
2. Don’t be Late.
3. Avoid Being Negative.
4. Know the information you have put on 

your CV, especially dates and names of 
places. 

5. Tailor answers to address questions 
asked.

6. Never argue or Interrupt the Interviewer.
7. Do not Ignore Feedback or Cues from 

the panel.
8.  Be honest in all your answers.



RESOURCES FOR ACING AN INTEVIEW

RESOURCE USE

GLASSDOOR.COM Glassdoor offers a large database of real behavioural and 
technical interview questions from companies.

MYINTERVIEWPRACTICE.
COM

This platform allows you to practice answering competency-
based interview questions through simulated interview 
sessions.

LINKEDIN LEARNING LinkedIn offers a free interview preparation tool that includes 
sample questions, especially for competency-based and 
behavioral interviews. 

INTERVIEWBUDDY.NET Interview Buddy offers free mock interviews with feedback. 



Q & A SESSION
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