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Y O U R  N A M E  
Present and Permanent Address 

Phone number - email address - website (LinkedIn profile URL it’s a huge part of your brand) 

 

Summary  

It's the most important aspect in the resume, it's a description of your career accomplishment in 

addition to your future ambitions   

  

You can use the acronym CEASE to help you remember what to include in your summary. Get 

this right, and you can “cease” looking for work sooner than later since you’ll land a job faster. 

Here’s a basic overview: 

Characteristics: 2-3 personal/professional traits that make you a good fit for the job and the 

company 

Experience: Number of years you’ve worked in the industry or other experience that makes 

you qualified for the position 

Achievements: 2-3 things you have a strong track record in accomplishing for previous 

employers 

Skills: 2-3 high value abilities you’ve demonstrated that are relevant to the position in question 

Expertise: Relevant education, certification, or special experience that other job candidates 

might not have 

The order in which you list these factors can vary. Put your strongest areas forward. For 

example, if you haven’t been working in the industry that long, you might not want to lead with 

the “experience” item. Whatever you do, keep it brief! 

KEY COMPETENCES 

 You need to sell yourself 

and demonstrate your 

skills and show how you 

are going to be a positive 

addition to their workforce 

 If you are unclear about 

what skills the job requires  

browse the net and note 

what other similar 

positions are looking for. 

And create a list of your 

matching skills and 

competencies. 

 There are three key skills 

types: 

 Transferable - skills 
learnt in one field of 
work that can easily 
be adapted to a 
different field. 
- Communication 

- Teamwork 

- Initiative 

- Problem solving 

- Flexibility 

- Computer skills 

- Technical skills 

 

 Job-related - skills or 

qualifications that are 

directly relevant to a 

specific job 

 Adaptive - skills that are 

difficult to substantiate 

because they cannot be 

proven by experience but 

by personality traits 
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PROFESSIONAL EXPERIENCE 

JOB TITLE2  From date to present 

Company Name  Location  

Include: Employer name, Employer location, Type of organization (optional), Dates employed, 
Job title, Duties, responsibilities and key results 

           Highlight the work experience that will be of most interest to the employer. 

List your jobs in reverse chronological order--the most recent position first, the next-most-recent 
second, and so forth 

 

JOB TITLE1  From date to present 

Company Name   Location  

If you really are a hard worker, prove it by backing up that claim with some data. Words and 
descriptors that most impress hiring managers include: achieved, improved, trained/mentored, 
managed, created, resolved, volunteered, influenced, increased/decreased, ideas, negotiated, 
launched, revenue/profits, under budget and won. 

 Tasks, achievements and Metrics   

 Tasks, achievements and Metrics   

MARKETING ASSISTANT  2005 to 2011 

Lakewood Wholesale Lakewood, FL 

Include numbers to be able to fully evaluate the scope of your bandwidth, metrics help employers 

determine if a person is capable of leading a team, managing clients, or growing the business." Metrics 

are also a great way to back up your achievements. 

 Tasks, achievements and Metrics   

 Tasks, achievements and Metrics   

 

EDUCATION 

 Indicate the title of your degree, diploma or certificate and then the name and location of the educational 

institution 

 List your education/training in reverse chronological order--the most recent educational experience 

first, the next-most-recent second, and so forth. Include completion date. 

 List any academic honors you received 

 List your minors and majors, if applicable to the position 
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 You may briefly mention successful school assignments if they demonstrate skills that can be applied 

specifically to the position you're seeking 

 Include professional training, relevant workshops and training received on the job 

 

Examples of format: 

 
BACHELOR OF BUSINESS MANAGEMENT  (B.B.M) from the Oxford College of Business 
Management, Orlando University (2003-2006). Specialization: Marketing 
 

CONFERENCES/SEMINARS/TRAININGS ATTENDED  

Name of Conference, Location, Date 
Name of Training, Topic, Location, Date 
Name of Seminar, Topic/Theme, Location, Date 
 
 

SKILLS/LANGUAGES/GEOGRAPHICAL EXPERIENCE  

Computer Skills 
 
Languages: Language 1 (mother tongue); Language 2 (fluent); Language 3 (professional proficiency) 
 
Countries of Work Experience: 
 

PRESENTATIONS AND PUBLICATION  

Depending on the field or position you're applying for, it may be useful to include links to your work (articles 
you've written, websites you've designed, photographs you've taken, etc.) 

 
1. Title of Paper, Location, Date 
2. Title of Paper, Location, Date 
3. Title of Presentation, Location, Date 
4. Title of Presentation, Location, Date 
5. Name of Publication, Location, Date 

 

PROFESSIONAL MEMBERSHIPS/AFFILIATIONS  

Board of Director, Name of Organization 
Chairperson, Name of Organization 
Member, Name of Organization 
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Key Points on how to write your CV:  

 Applicant tracking systems scan resumes before forwarding them on to hiring managers, it’s 

important to make sure that the ATS will approve your resume. This is a step to save hiring 

managers time and avoid looking at irrelevant resumes, but can accidentally weed yours out as 

well if you don’t meet the standards set by the ATS. Your best luck to make it through is to 

include keywords from the job description in your resume, and sprinkle them throughout to 

ensure a natural, relevant resume that reads well and aligns you with the company’s goals and 

needs. 

 Your Resume has to answer these questions: 

o Who are you? 

o Where do you fit in my organization/company? 

o Why do I care (will you solve my problems or meet my needs)? 

 The visual design, formatting, Spelling, grammar, punctuation and overall eye-appeal—is so important. 

 The email address you include should be professional, you can create a professional email address for 

the purpose of Job application. 

 You may Include or not include your Photo, this will be left to your own decision. 

 Be brief: two A4 pages are usually more than enough, irrespective of your education or experience. Do 

not exceed three pages. If you hold a degree, include your secondary school qualifications only if 

relevant to the job in question Include your Job Objective in your email application or cover letter  

 Eliminate the earliest jobs that has nothing to do with your career path or the job you are applying for. 

 Always adapt your CV to suit the post you are applying for  

• Highlight your strengths according to the needs of the employer and focus on the skills that match the 
job.  

• Do not include work experience or training which is not relevant to the application.  

• Explain any breaks in your studies or career giving examples of any transferable skills you might have 
learned during your break.  

 If you have gaps in your work experience, write what you were doing rather than leave a gap  
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o Full time Parent  

o Full time student  

o Maternity Leave and Family engagement  

 Have someone else re-read your CV so that you are sure the content is clear and easy to understand.   

 Do not forget to write a cover letter. 

 

 

 


