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Some	applicants	also	include	personal	statements	as	an	introduction	to	their	CVs.	This	statement	essentially	sells	you	to	the	person	reading	it,	and	highlights	your	experience	and	skills.Some	people	choose	to	list	their	education	at	the	beginning	or	their	CVs,	and	others	further	down.	A	shorter	summary	of	your	responsibilities	should	be
sufficient.Length	and	LanguageTime	is	precious	to	potential	employers,	so	it’s	important	to	be	clear,	concise	and	keep	your	CV	to	no	longer	than	two	pages.	You	could	also	list	other	achievements,	such	as	your	GPA,	dissertation	titles	or	research	work	performed.Employment	HistoryThe	section	for	employment	history	should	begin	with	your	current
position,	and	then	list	employment	history	in	reverse	chronological	order.	Try	to	show,	in	your	summary	of	recent	employment,	that	you’ve	had	a	positive	impact	in	your	position.If	you	have	many	years	of	experience	in	your	industry,	you	don’t	have	to	elaborate	as	much	on	your	older	positions.	This	article	will	highlight	the	importance	of	each	of	these
sections,	and	give	tips	on	how	to	make	your	CV	stand	out.Personal	StatementFirst	and	foremost,	you	should	research	the	company	you	are	applying	to.	Not	only	will	this	be	helpful	when	writing	your	CV,	but	it	will	also	benefit	you	if	you	land	an	interview.	You	should	use	this	statement	to	focus	on	your	best	qualities	and	tailor	it	to	the	job	you’re
seeking.The	skills	section	of	your	CV	should	highlight	pertinent	skills	that	can	help	you	excel	at	the	job	in	question.	MORE	FROM	QUESTIONSANSWERED.NET	This	article	will	provide	you	with	some	tips	to	help	alleviate	the	anxiety	that	comes	with	writing	your	CV	and	some	tricks	to	help	it	stand	out	to	potential	employers.Personal
StatementEquipping	your	CV	with	a	personal	statement	will	help	it	stand	out	to	employers.	Regardless	of	where	you	include	your	education	and	qualifications,	you	should	list	your	degrees	and	accomplishments,	with	the	most	recent	being	listed	first,	per	the	UCLA	graduate	website.	You	will	want	to	customize	your	CV	to	the	beliefs,	values	and	needs
of	the	company	and	the	position	you	are	seeking.	You	should	list	the	company	you	worked	for,	the	dates	you	were	employed	and	the	responsibilities	you	held.	You	want	to	catch	the	attention	of	the	employer	so	that	they’ll	bring	you	in	for	an	interview.	This	should	be	a	concise	list	of	interests	that	give	the	reader	a	better	picture	of	who	you	are.
Researching	the	company	and	the	position	you	are	applying	for	in	advance	will	help	you	tailor	this	section	to	the	potential	employer’s	needs.SkillsThis	section	of	your	CV	can	be	utilized	to	show	potential	employers	the	other	skills	that	you	are	proficient	in	and	can	bring	to	the	job	to	ensure	success.	Use	language	that’s	positive	and	shows	that	your
current	or	most	recent	responsibilities	can	translate	to	the	job	you’re	pursuing.	You	should	target	your	skills	to	the	job	you’re	applying	for.	Older	PositionsEmployers	will	focus	most	of	their	attention	on	your	most	recent	employment.	So	it’s	crucial	to	make	this	section	as	detailed	as	possible.	You	should	aim	to	list	those	activities	and	interests	that
show	that	you	are	well-rounded	and	reflect	who	you	are,	according	to	the	UCLA	graduate	website.	During	the	interview	you	will	have	the	opportunity	to	elaborate	on	your	skills	and	expertise.ResearchAs	you	should	always	customize	your	CV	to	the	role	you’re	pursuing,	researching	the	role	and	company	are	key.	Job	hunting	alone	can	be	a	stressful
process	without	having	to	worry	about	if	your	CV	is	written	appropriately.	Relevant	research	or	teaching	experience,	publications	or	computer	skills	are	examples	of	what	you	would	list	in	this	section	of	your	CV.Interests	and	HobbiesYou	may	choose	to	list	personal	hobbies	or	interests	at	the	end	of	your	CV.	As	this	is	the	section	that	potential
employers	will	study	to	see	how	well	your	qualifications	and	experience	fit	the	job	they	are	trying	to	fill,	you’ll	want	to	make	sure	it	is	comprehensive.	If	positioned	at	the	top	of	the	first	page,	it’ll	be	the	first	thing	that	employers	read	and,	if	worded	attractively,	will	entice	them	to	keep	reading.	You	should	always	include	the	name	of	the	school	you
attended,	the	dates	you	were	there	and	the	degree	achieved.	Show	that	you	have	good	communication	skills	by	using	professional	language	—	and	always	use	spell-check	prior	to	sending	it	forward.	MORE	FROM	QUESTIONSANSWERED.NET	The	purpose	of	a	curriculum	vitae	(CV)	is	to	provide	a	prospective	employer	with	a	summary	of	your
education,	employment	history,	skills,	achievements	and	interests.	Whether	it	is	advanced	computer	skills,	team-building,	written	or	verbal	communication,	or	problem	solving	skills	make	sure	they	relate	to	the	job	you	are	pursuing.	Always	include	your	name	and	contact	information	at	the	top	of	your	CV.	Another	way	to	make	this	section	stand	out	is
to	utilize	bullet	points	when	listing	these	skills	to	give	readers	a	quick	and	focused	snapshot	of	the	skills	you	have	to	offer.Recent	Employment	vs.	You’ll	want	to	know	in	advance	what	the	company	prides	itself	on	and	the	qualities	needed	to	be	successful	in	the	position	you	are	applying	for.
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