CURRICULUM VITAE 




How to write your CV with some useful tips!

HINTS: 

· Hard copy of the CV should be bound or put in a presentation folder if you are approaching the recruitment consultant or meeting the HR personnel directly

· Soft copy of a CV should be written in a format that is compatible with most computers

· An ideal CV should be a maximum of 3 pages

· You can also make a header and footer with your name so that it is more scannable 

· A Key Skills section would not only validate your experience but also make your CV searchable where in a company has a database of resumes.  It is important to mention key words that a job requires, for e.g.  If there is an IT help desk role, applicants with IT help desk experience or qualification would show up on the database.

· It is optional to  mention your birth date, gender, marital status, age, photo, religion, race or ethnic background

· The purpose of writing an objective is to make a recruiter aware of your interest in a particular role for an organization.  If you have already mentioned in your cover letter about the area you would like to work in, there is no need to repeat the objective in the CV. 

· Only apply for jobs that are relevant to your visa status.  

· Be proud of your achievements and state them where necessary in the relevant places. Also state your non-professional experience-community or voluntary experience as employers see it as a positive part of the job application process
A summary of how to make the resume in order and an example of a resume below

Step: 1         Objective: An example 
To work in the…….. (Write the industry that you want to work for e.g. software, hospitality) as a ……… (Write the position that you are focusing on for e.g... software sales/ Bar Manager, IT help desk support) utilizing my skill………… (key skill e.g. IT sales/ customer service skills or experience) to contribute professionally to the goals of the company

Step: 2         Key skills 

· Here write some of the key skills that you have and that the job requires. 
· Avoid being general here and avoid generic statements like “a good team player, motivated and enthusiastic worker, maintain high quality work, good communication skills” but mention specific skill sets “able to create professional presentations”, 6 years experience in managing a restaurant with NZ professional bar managers certificate,   8 years professional experience managing a logistic company, a 4 years experience in handling a call centre and working as a It help desk support personnel.

· For IT experience you could make a separate section on the IT technical skills summary and work experience. Refer to the sample DIC resume for IT students.
Step: 3        Career Summary
· A career summary page is a good idea, giving the employer a snap shot of your career at a glance and will entice them to read on for more detailed information.

Step: 4         Employment History


· Mention all your jobs in a chronological order(latest job on the top)

· Include a detailed description of the job Responsibilities. Keep it clear and concise

· Also give a brief description of the organization if the organization is not well known or an overseas firm
Achievements 

· Here mention some key achievements and make it specific. For example               “ increased sales revenue by 29% for year ending March 2006”

Step: 6        Educational Qualifications 
· If the job requires the qualification that you would be putting up here ensure that you mention your educational qualifications at the beginning of the resume before the Career Summary. Information should include the institute you attended, the qualification attained and the dates of study.
· You can also make a separate section on the courses that you have done outside the traditional academic institutes be it continued professional education, certificate courses or personal interests. You could keep the heading for that section as Courses or Professional Certificates. 

For example: EMA, 2008                      Certificate in Health and Safety

· Also if you have any Volunteer Work do add here with a separate section in your CV. Do not undervalue the importance of volunteer work since this not only reflects what the other skills you have but also takes a look at your work ethic and interests.

Step: 7          References

· The most common form of references that are in New Zealand are the verbal references. Questions that the prospective employer may ask your references are feedback on your employment history or if non-work related references they would ask strengths and weakness, work habits, punctuality and personality. Ensure that you put the organization of the references and their designation/position and preferable contact numbers and time. It is perfectly appropriate to provide references when asked by the recruiter and not on the CV.
· Last but not the least please be honest when providing the information on your skills and experience, either in the CV, application form or at the interview. Even though rare, where proof of dishonesty is found by the prospective employer in the CV process may dismiss the prospective employee.
 John Smith    (Your name here)
_______________________________________________________________________________
St. Lukes Rd., Mt. Albert, Auckland 
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Mobile 021 

Email @yahoo.com



To utilize my customer service/ 3 years supervisory experience in handling a retail store with business and IT towards a management/ IT support personnel role in your bookstore.
Key Skills
· 7 years retail management experience  
· Ability to interact with multicultural customers and cater specific advertisement and product catalogues to them 

· Prepare consumer survey and feedback questionnaires
· Create consolidated statistical reports using the SPSS software
· Qualifications in Diploma in IT/Business and Retail Management

Career Summary                or     Technical skills          for IT students
All Brown Industries 


2006-till date


Sales representative

Bart Hotels

 

1999-2001


Duty Manager










· All Brown Industries 

(give a brief description of the organization if appropriate)      Oct’ 2006 – Till Date           
Managing Supervisor


 

Responsibilities 



· Plan and coordinate the operations of the four retail outlets at 

· Manage a team of approximately seven staff

· Take direct responsibility for the profitability of the four stores at  by making sure that each store achieves their sales targets and that wage costs are kept within budget 

· Staff planner schedule 

· Maintain target deadline, Data entry & Stock take

· Handling phone calls and administration work

· Cash handling, solving customer queries & customer order

· Comply with company policies and procedures

· Order, returns & claims of Magazine, International News Paper
Achievement

Won the best employee award for 2006 for Overall Outstanding Performance for a supervisor

· Bart  Industries 
(give a brief description of the organization if appropriate)

            1999 – 2001           

Duty Manager

Responsibilities 

· Receiving phone calls and administration work 

· Cash Handling

· Selling Special Promotions

· Maintaining Health and Safety standards

· Identifying and Controlling Hazards

Aug’ 2003 – May’ 2005          Lecturer 

 
                College, India

Responsibilities
· Maintaining computer lab as system administrator & some administrative work 

· Examination and sports coordination
Nov’ 1999 – Aug’ 2000          Marketing Executive 
             PC media, India 

Responsibilities

· Achieving sales targets

· Face to face customer service during sales


Diploma in Business




Feb’ 2009 – Dec’ 2009

Newton College of Business and Technology, Auckland

This course covers the operations and management of a Small business in New Zealand

· Some of the core course subjects are Strategic/Financial Management, Marketing and HR

Master of Computer Application


Aug’ 2000 – Aug’ 2003

University, India. 

Bachelor of Science




Jun’ 1997 – Apr’ 2000

University, India. 

Details can be provided when needed. 

Career Objective





New Zealand Career History





Education Qualification





Referees





International Career History








