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• CV Writing

• Interviewing Tips

• Small group breakouts for additional guidance and questions

What We’ll Cover



CV Writing
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Think first, write later

Research your ideal roles: use 

LinkedIn and Indeed as a starting point

Note the skills and knowledge: 

Browsing through job sites like 

LinkedIn and Indeed are a good 

way to identify roles you are 

interested in. Look for the industry 

specific skills and technical skills 

they are looking for and consider 

where you’ve used these skills in 

any of your previous experience.

Think about where you have used 

those skills or knowledge areas: e.g. 

applying for a job as a virtual assistant 

and you have worked in restaurants, 

you can think about pulling out 

attention to detail, organisation of 

shifts. If you are writing a blog, can you 

use that to demonstrate your writing 

skills – or your commitment to posting 

blog content twice a week.
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CV Layout

Personal Statement/Profile

Name and Contact Details

Work experience, most recent first

Education, certificates

Don’t need to include your address, date of birth or a 

photo
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Tips…

• Tailor your CV to the job you’re applying for

• Easy to read: Put the important information at the top

• Make it noticaabble

• Things will change: your CV and interview style will change over time

for the right reasons: use spell check and grammar check



Interview Tips
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Before the interview…

Research the 

organisation and 

look up your 

interviewers on 

LinkedIn

Prepare for the interview, if you’re 

interviewing virtually think about 

your internet connection, audio 

(wear a headset) and your zoom 

background!

Questions for them: 

think about what you 

want to know about 

the organisation
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Tell me about a time…

• Persuaded someone to do something

• Solved a small problem before it turned into something large

• Worked well in a team

• Worked in a team where not everyone was putting forth the same amount of effort

• Showed leadership amongst your peers

• Learned a new skill in order to advance your personal development

Preparing for Interview Questions




