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7. Preparing Resume /%
¢,y Curriculum Vitae _
u are invariabl)’

o

F O

As you si{\down to make your Resume, YO
and a volley of self-questions:

with a dilemma
What is a Resume?
How long should it be? One page/tWo pages?

What should it include?
What is the difference between . a Resu

e
ulum

. -
me and 2 Curric
Kim Isaacs, a

Vitae ?
me better than
« 4 Resume should be a
dull career

d pmot 4

el

\-.3/

—~+No one could have defined a resu
ing to him,

& Resume Expert. Accord
3 persuasive marketing piece an
biography”.

- 1eli wer
That definition alone gives you the guidelin€s and ans

your questions.

However, here are a few pointers.

1. Nowadays, the olden thumb rule of a Resume should only b€
a one pager does not hold good, if you have more matter
(relevant) to convey, you can cover it in two pages.

nal, Educational and

A Resume should include your Perso
) details, along with any Extra

=
Work Experience (if you have
Curricular Activities (sports, art, voluntary service).

3. As a freshman, with no work experience, how does one€

prepare a Resume?
In this case, you highlight your academic scores (if it is

®
- good).
e Highlight your Industrial Training which forms a part of

your Curriculum (the duration, the areas you worked I,

the skills you learned).
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: hever arca apphnes o you,

ork experience, then
nce first and later your educational gy

_ your Resume is @ mere attractive Wwindow

o’ kindle interest in your prospcc&ive employﬂ'/
m\'_‘ & ’ a .

pre e wanting take it to the next level.

ersity _
0 e customer who enters a shop
not buy anything. similarly.

, not lead 1O an lntervicwljob.

1o
upon secing
your

The primary difference between a Resume and

yitae 18 the Length.
¢ the most a two pager.

whereas a Resume is a one pager Or
m Vitae is longer. with more than WO pages. A CcV

3Cumculu
r professional and Academuc

i more detailed synopsis of you
sackgrounds; 1t also includes other details pertaining '@
the post applied €.8- research experiences. publw.

ecognitions, €tC.

A Resume 1S brief, concise,
A C\'alsoconmjnsmObjeaivcutheM”.m

-ontain similar personal information
Sas etc.






, List in a chronol Ment gy
order. starting rm:.':." Order,
posjtion details and dn'.‘bﬁ
where no work e s
,nduslrill Training.

Educﬂtion i )
. Like above, list chrong | | |
order . Include year, ML:“:.",' but N reve Lo

.8 Posigraduation, Grad degrees, -

professional Qualifications/Skilly aaq Toos .
cg Diploma in French Nivega g = @@ g
Cerufication in j.n. w' : -'..-h_‘
Auended a Two-month m".“‘k.(_:p.; B
French, Hindi and Kanada -

N :

u =

personal
Sex
DOB
Nationality
Marital Status
Passport No.
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‘Bond’ quali
. If sending a hard copy, ensure that you use Bond' quality

paper, and staple the pages together.

n wi
« Do not clutter the page; ensure a balan::d m]:r:a;er;t.atlo i
sufficient white spaces to make it easy

« Highlight in bold or italics, where required; use bullet points
to emphasize key statements. ‘

« Update your CV periodically: remember 10 a:du;h;; rney\:‘ll);
acquired skill or change of job (this will comh g
work experience) or change of address or telephon >

« Let your Resume or CV reflect the ‘Real }{ou‘; as a confident,
skilled, sincere, well balanced person, in other word’s. one
who would be an asset to the company. Do not ‘fake’ skills
that you do not possess!

Lastly, your Resume or CV is a Written Communication
representing you, your skills. How you present it, reflects your
personality (Non-Verbal Communication).

Prepare it yourself; you may seek help, but the end product
should be your very own, because, your Interview will be based

on your CV, so you should be comfortable with the content-
matter!

So it follows that the success of your interview depends on
how effective your CV is! :

Exercise
Answer the following questions.

1. Make your own Resume.
2. Make your own Curriculum Vitae (CV) and Covering Lenter
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» I'am a committed Pro .

a Team player
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Best regards 57 L g
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Gaurav Sharma

B el
gints for Preparing Resume/CV

, Your Resume or Curriculum Vitae is your ‘Passport’
Interview’, sO ensure that all the details are fm'nhbedr“ %

Take your time to prepare your CV. T
Follow the Four golden rules: Drafting— : ifying—
Rcvising—’Fairing.

proof read the final document carefully, looking for grammatical

errors elcC.
Have someone else read and check it.
academic details. The HR

. Do not leave gaps between job/
screening process may not accept and reject applicants where

years or months are not accounted for.




ests
Reading,

Obbies

Playing Tennis, Adventure Sports etc.
Reference

Available Oon request.

(remember to sign at the end, bottom, right-hand side
COrner)

o , .
Covering Letter el

A Covering letter is as important, if.not more, than yofir Resume
Or Curriculum Vitae, because that is the first thing the HR manager
Is going to read before he turns to leaf through your Resume or
Curriculum Vitae. A

Hence, your Covering Letter is as effective a tool as your
CV, in creating a positive and lasting impression in the mind of
the Recruiting Authority. ~ ' e

So, once again, you are going to apply the prlnc1pl.¢§ of
effective communication i.e. to be: Brief, Concise, Positive.

Sample of a Coverin-g Letfer

Name
Address

E-mail /7 ID
Date

Ref : Your advertisement in, (name of the Daily/magazine)
for the post of (insert Job Title) .

Dear ... (insert Name , Mr. Deepak Chaudhary / Ms. Leena
Patil; if name is unknown, insert S_ir/Mad_aI}_l_)“

I am writing to eéxpress my interest and keenness in applying

for the said post, for, I feel that, my qualifications and

experience perfectly meet the ‘requirement for the post
advertised. :




