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CV cheat sheet

Your CV is the most powerful tool you have to
captivate recruiters and secure your dream job.

GETTING STARTED

1 RESEARCH THE COMPANY 2 ANALYSE THE JOB DESCRIPTION 3 REFLECT ON YOURFIT

Conduct thorough research on the
company, understand its values, mission,
and culture

Analyse the job description for key
requirements, skills, and qualifications

Let your CV mirror precisely why you are
the perfect fit for the position

Identify the challenges or goals specific to Tailor your experiences & achievements to
the role to better showcase your ability to align with the company's needs and
provide value & solve problems values

Explore their online presence, recent
news, and employee testimonials for

insights

KEY ELEMENTS TO KEEP IN MIND

PERSONAL SUMMARY

Always include a Summary section in
your CV

Keep it brief, ideally around 3-4
sentences

Make it bold & captivating

Include your professional essence
and aspirations to engage the
recruiter

Craft the statement as a persuasive
narrative, a brief sales pitch of who
you are

Highlight your unique qualities and
career goals succinctly

EDUCATION

Highlight your most recent degrees &
relevant certifications

Ensure completeness and clarity
when listing your university & degree
information

Excluding high school details is
acceptable if you are more

ACCURATE CONTACT INFORMATION

Ensure your contact details are
accurate & complete

To include:
Your current location

v Country & city
x Don't put your full address

Your phone number with the country
code

Professional-sounding email address

Correct links to relevant personal
websites & LinkedIn

SKILLS

Showing your skills & focus on the
competencies relevant for the job you
are applying for

Use qualitative descriptors to convey
your level of expertise Example: expert,
advanced, proficient, intermediate,
beginner

WORK EXPERIENCE

Detail your work history starting with the
current/most recent role

Use dynamic action verbs & concrete
achievements (if applicable)

For internships & student jobs - highlight

skills learnt, e.g. teamwork & customer
engagement as a waiter

To include:

Company names, locations,
employment dates & your roles

Describe your responsibilities in 3 bullet

points (or up to 5 if you are more
experienced

HOBBIES & INTERESTS

Include extra-curricular activities to
convey your values and allow recruiters
to connect on a more personal level

Mention any volunteering, sports, or
creative communities you have been
part of

experienced x Avoid quantifying proficiency with
subjective numbers
BONUS TIPS
YOUR PERSONAL TIMELINE & GEOGRAPHY DESIGN & FORMATTING GRAMMAR CHECKS

Include time ranges and locations for
academic and professional experiences

Prioritise visual appeal with clear section
delineation, appropriate margins, and a
professional font

Ensure impeccable grammar through
thorough proofreading

lllustrate the trajectory of your academic &
career journey to showcase global
perspectives & adaptability (if applicable)

Seek feedback from peers for clarity and

Use bullet points for organisation consistency

Consider using Al tools for final checks (e.g.

Consider using Al tools for a standout CV
Grammarly)

(e.g.canva)

Make sure the timeline is uninterrupted.
Don't leave any unexplained gaps, be it a
year you took off to travel, maternity leave or
6 months spent on self-learning

More career tips & resources?
careersinternational.com/resources
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