
CV & Skills Workshop



Schedule
1. Professional emails/contact

2. CV workshop

a. What is a CV? 

b. Content 

c. Layout 

d. Identifying skills 

e. Questions 

f. Workshop! 



Professional Emails





CV Formatting



What is a CV?
An outline of your education, qualifications and experience? 

A job-seeking tool? 

A marketing document? 



What is the purpose of a CV?

•Join the culture of the organisation

•Add value & demonstrate the ability to do the job 

•Someone who will stay with the company 







Header



Education



Work Experience



Leadership Experience



Involvement and Skills



Don’t forget to check...
1.Page count 

2.Prioritize information 

3.Educational background 

4.Consistent formatting 

5.Proof reading 



Before you send off your cv...
-Does it make a strong visual impact? 

○ Consistent design – alignment, spacing, fonts 
○ Not too long: one or two sides of A4 usually enough 

-Is it structured, clearly presented and easy to read?

○ Use headings to guide your reader?
○ Recent and relevant information on first page?
○ Does it show that you possess the qualities and skills required?
○ Emphasise the most relevant?
○ Does it use powerful language such as action verbs? 
○ Have you paid attention to detail? 



Steps of a cv
-Identify your key message[s] 

-Research the organisation you are applying to - what are 
they looking for ? 

-Work out how you match up against these requirements. Think 
about your evidence .. 

-Ask someone to read through your CV



workshop!
-Choose a partner.

-Make a list of attributes that you think employers look for (dependable, reliable, 
resourceful, etc).

-Switch CV’s and begin workshopping.

1. Check and correct their format.
2. Draw a line through any irrelevant information that you think they should omit.
3. Put a + sign where you think they should elaborate.
4. Replace words with words from the list.
5. Note any grammatical errors!


