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Self-Evaluation:
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|. What are you looking for: money, power,
prestige, fravel opportunities, security,
spare time<¢

2. How important are salary, environment,
benefits, and stabilitye

3. Do you enjoy working with people,
information, or thingse




Self-Evaluation:
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| . academic strengths and abilities, for
Instance:

good at mathematics, good at computers,
speak three languages

2. skills, such as:

management, communicafion, research
and fechnical skills

3. tfransferable skills, like:
typing, computer literacy, composition skill
4. personality or character traits, including:

creativity, zeal, energy, patience,
friendliness




Top 10 Skills Wanted

Verbal Communication
Team Work and Social Awareness
Commercial Awareness
Analysis and Investigation
Initiative and Proactivity
Drive and Determination
Written Communication
Planning and Organization
Flexibility

10. Time Management
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- long - short

- covers your entire - no particular format
career rule
- static - highly customizable

http://jobsearch.about.com/od/curriculumvitae/qt/curriculum-
vitae-cover-letters.htm




CV layout

o NAME,
contact details

o OBJECTIVE

o PERSONAL PROFILE - — 4

o EDUCATION =

o EMPLOYMENT

o PROFESSIONAL MEMBERSHIPS

o SKILLS \
o FURTHER INFORMATION
o REFEREES



http://jobsearch.about.com/cs/curriculumvitae/f/cvresume.htm

RESEARCH

o Brief summary of current research + names of supervisors

o Emphasise creative and innovative aspects of your research
where possible.

o Where is your research goinge Where would you like it to go?

o Your potential employer might well know your supervisor —
that will give connections and employer may well know
methodology of supervisor

o Incorporate conferences and posters SN

o Collaborations - highlight your name even if it is third or fourth
in list of contributors I

o How have you disseminated your research to a wider
audience?

Conducted archival research

Evaluated and selected the appropriate approach to identify
key features of the research

Conceptualised the problem

Planned and managed the research project

Ability to deal with different methodologies and theories
Recorded, analysed and interpreted data

OO0
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TEACHING

o Teaching/demonstrating experience both paid and
unpaid — including anything of relevance.

o Training, mentoring, facilitating

o Supervision of students — undergraduatee Post
graduatee Yeare

o What teaching materials have you designed or prepared?

o Seminar experience?¢ How many hours and how many
sfudentse

o Have you organised any fieldwork or tripse

o Any involvement in course organisation or preparation
o Lab supervision

o Any informal mentoring or supporting students

o Have you supervised any dissertation work or thesese
o Have you been involved with tutorials

o What lectures you have delivered

o Evaluation technigques




ADMINISTRATION

o Responsibility for planning conferences

o Committees (Board of Studies — even as an
undergraduate perhaps?e) and student associations

o Marking, assessment and related paperwork — did you run
a lecture coursee

o Examinations - perhaps you have helped with invigilation
or marking?

o Writing up research or checking other research work
o Ability to prioritise workload and to meet deadlines

o Have you made any changes to procedures which have
improved the efficiency of the research project or
departmente

o Administration related to involvement with course work or
degree schemes

o Have you helped out at Open Days?

o Planned or organised conferences?

o Involvement in writing research proposals
o Excellent verbal and written skills




MATON

FURTHER INFOR

o Brief biography o Presentations and
o Scholarships lectures

o Training o Exhibitions

o Study abroad o Awards and honors
o Dissertations o Grants, fellowships,

and assistantships

o Technical, computer,
and language skills

o Professional licenses

[ T/

o Theses
l o Bibliography
B o Research experience

o Graduate fieldwork and certifications
o Teaching experience Memberships
o Publications o Hobbies and Interests




Half of employers
admitted

to only spending
four-seven seconds
looking at each CV
(Rex)

...or to pore
over...tofal time
takes < 25 seconds
(Forbes)
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This is where
a recruiter’s eye goes first: (< 25 seconas)

o Name

o Current Position: Title, Company, and Dates of
Employment

o Previous Position: Title, Company, and Dates of
Employment

o Experience

o Keyword Search

o Gaps

o Personal Online footprint
o Organisation




applications : average :

received time: 1 7 o/o

: ﬁ)%ﬁi':g chance that
seconds : SEHRIAI AT ASA A
after a job : 5-7: letter will
is posted : seconds : be read

.
-
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

68%

: of employers
: will find you

spelling or : on Facebook

grammar : 760/0

mistake and : /O

your CV will : fgnof;,gfg
be thrown in if your e-mail
the trash can : address is

unprofessional

an average of

250 89% M:=
: o LinkedIn
’ : of businesses

CEVIS are’ : oiihedto nse 60%
received for : gocjal media :
each job : networks for 50%
pOSlthn : recruitment in 2011 Ymnao

88%

job rejection
rate if you

have a photo
of yourself on

your CV

1in3.

employers rejected

candidates based :
on something :

they found about
them online

427K

CV's are posted
on Monster

That is approx
the population
of Luxembourg

every week.




Remove from your CV

Recommended by Forbes
o Middle and High School Information
o Average or poor GPA(Grade Point Average)
o Passive language
o Photos
o A series of shot-lived jobs
o Objective statement
o Really obvious skills




Top 10 CV faux pas:

o 1. Bad grammar

o 2. Spelling mistakes

o 3. Poor formatting

o 4. CV longer than two pages
o 5. Casual tone

o0 6. Use of jargon
o /. Unusual font style or size
o 8. Exam grades listed in full

o 9. Generic interests listed such as cooking or
reading

o 10. Lack of activities related to personal
development




Expertise




Cover/

Covering




Cover Letter is the substantial part of the
application form which fortifies the CV.

o A solicited cover letter iIs one sentto a

definite, announced job opening. |
| oAn unsolicited or "prospecting" letter is J
- one sent to a company that has not 7

announced an opening, but for which you
feel you have the necessary employment
gualifications.




90% of hiring managers don't read
cover letters, but yet

53% of employers prefer candidates
who send a cover letter (Forbes)

hitp://www.forbes.com/sites/ashleystahl/20
16/01/08/8-common-cover-letter-mistakes-
to-avoid/2/#3f5aé6e2c/7a92

[ T/




Cover Letter Layout

o Opening

o Reasons for writing

o Introducing yourself

o Talking about your education & experience
o Why you are the best for this position

o Closing comments

o Signing off




Opening

o Dear Mr. Franklin.
o Dear Hiring Manager.

o To Whom It May Concern, /
Dear Sir or Madam




Reasons for writing

o | am writing to express my interest in the position
of...

o | wish to apply for the position of...

o | am writing in response to your advertisement
for...

o | am writing to enquire as to whether there are any
vacancies...




Introducing yourself

o | am currently working as a .../ | am currently
studying...

o At present, | am working for XXX where | am
responsible for ...

o | have been working in my current position for the
past (time)




Talking about your
education and experience

o | graduated from ABC University with a degree/
master’s degree in....

o The nature of my studies has prepared me well for
a position such as this one.

o As you can see from my CV, | have worked ...and
P gained experience ...

o My mother tongue is English and | am fluent in both
French and German




Closing comments

- Thank you for taking time to consider my application
- | am available for contact and / or interview at any
time. l
- However, if there is any further information you
require in the meantime, please let me know.

- If you wish to contact me, you can do so on
+39546890765.

- Please find CV attached (emails)/ enclosed (letters).




Signing off

o | look forward to hearing from you.

o Yours sencererly, (if you know the name
“Dear Mr. O.Brien”)

o Yours faithfully, (if you are writing to “Dear Sir
or Madam”)




Practice makes perfect
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Cover Letter

To: Lorem |psum
Recruitment Consuitant

20 december 2014

Dear Mo lpsum,
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Powerful words for Cover Letter

adapted
assessed
certified
coached
collaborated
conducted
coordinated
counseled
delivered
demonstrated
designed

v

developed
disciplined
distributed
educated
enabled
empowered
evaluated
facilitated
formulated
generated
Influenced

Informed
iIntfroduced
instructed
lectured
moderated
monitored
motivated
presented
summarized
trained
tutored




Common Cover Letter Mistakes

o Focusing too much on yourself

o Sharing all the details of every single job you've
ever had .

o Writing about something uncomfortable
o Writing a novel (Writing too much)

o Rehashing your resume

o Being too trite

o Being a super fan of the company

o Typos or grammatical errors.




Personal Online footprint



OR code _

(abbreviated from Quick Response Code) is a machine-
readable optical label that contains information about the
item to which it is attached. A QR code uses four
standardized encoding modes (numeric, alphanumeric,
byte/binary, and kanji) to efficiently store data; extensions

may also be used
[=]:

[ T/



https://en.wikipedia.org/wiki/Kanji

Create your QR code

o http://ua.gr-code-generator.com/
o http://barcode.tec-it.com/ru

o hitp://grcodes.com.ua/

o http://grmania.ru

o https://arcode.trustthisproduct.com/free-
ar-code-generator.ohp<lang=ru



https://qrcode.trustthisproduct.com/free-qr-code-generator.php?lang=ru

OLENA KOVALCHUK

Current Position: Doctor of Pedagogical Sciences, Professo
Department, Head of Life Long Learning Centre of Lutsk National Technical University,
LNTU (Lutsk, Ukraine)

WORK EXPERIENCE:

ontact: 2008 - Lutsk National Technical University

present  teaching English for specific purposes;
'9/17 Karpenka- o teaching Business English to International Economics students;
hiroho str. ©(2015) Management of Life Long Learning Center: postgraduate training;
tsk, 43024 preparatory studies; professional educational courses, trainings, workshops.
raine 2006 Missouri Western State University, (St. Joseph, the USA)

March o Lecturing Journalism students on Ukrainian Studies

el e Public lecturing for University faculties

38 050 438-0308 ~ Lutsk University of Liberal Arts
1999 . . - .
38063 182-9982 [N e teaching English for business, for specific and general purposes to the students

majoring in International Economics and Management;
Skype ID: o teaching English for general purpose;
alenkad091 « (2004) Head of the Chair for Humanitarian Studies.
1998- Lesya Ukrainka Volyn State University (Lutsk, Ukraine)
2000 o teaching legal English to the students majoring in Law;

bnguages:
krainian,
RUEEI T EDUCATION AND TRAINING

nglish (fluent), -

rench 2015 - Manager Specialist Degree, post-
intermediate) present graduate training (Lutsk

e teaching English for general purpose.

bolish (basic)  [PIIEY NTU);
a Doctor in Pedagogical Sciences Doctoral Degree (Lesya
2015 . ”
of more info: Ukrainka EEU, Lutsk );
' 2001- Ph Degree (Institute of
2004 PhD in Pedagogical Sciences

Pedagogics, Kyiv)
1992- Teacher, Interpreter of English and Master’s Degree (Lesya
1996 French Languages Ukrainka VSU, Lutsk)

PROFESIONAL SERVICES

2015 - Ukrainian Educational Research Association council member

present

2012 - BELMAS, Sheffield, UK member
present

2003 — European Forum on Educational

present Administrators, Barcelona, Spain council member
2000 — Ukrainian Forum of Educational

present  Administrators, Kyiv, Ukraine President

RESEARCH AND PUBLICATIONS

Scientific achievements: 3 manuals; 2 monographs; 53 scientific publications, 15
teacher training materials, self-study reference books.




Barcode scanner: _

http://play.google.com

o hitps://www.linkedin.com/in/olena-
kovalchuk-
/6aa?2bdéetrk=nav responsive tab profile

PIC



https://www.linkedin.com/in/olena-kovalchuk-76aa2b46?trk=nav_responsive_tab_profile_pic

DMITRY

MAKARUK

Senior Consultant

| have 5+ years experience working
as aproject leader inscience and
innovation industry, akko within
international projects. Also | have
experience in co-ordination of the
regional program of innovative
development and aeation of rating
of innovativeness of enterprises and
regions.

Projects were realized in the field of
building, ecology, power
engineering jointly with scientific,
educational and commercial
organizations of Kazakhstan,
Poland, Ukraine, Lithuania,
Germany, Italy, England and other
countries of Europe. Final amount of
projects under the direction is about
7 million Euros.

| have experience in analysis of
market environment, including the
experience in the field of banking
and finance as well as microfinance
services market on the basis of
statistical and scientific analysis.
There is a resource for behavioral
analysis and forecasting customer
behavior using artifical intelligence
technologies.

HEAD OF R&D CENTER 8rSTU

Management of research and mnovation actvises of lame techmcal
umWersity: project manacement, analyss of powental markets and
commeroaizaton of mventons. marketng and sale= of nrovatve
poducts n the dome stic and lorogn makets

BUSINESS CONSULTANT

Work as the conmitant m the following are as- mtroduction of new products
0 3 market, market mseanch, fnancial and stategic planning business
reoganisation. Partopation n he organisaton of new business arcas
and cpenng of ofice s in maorinematonal companes

EEET A SCIENTISTIN THE FIELD OF BUSINESS

Rezeaxcheson n cRmm manage as the bams for the
formaton of compettiveness of oo rprze s in stagnatng makers. The
stodes umed methods of statsscal and sconbfic analy s

CRISIS MANAGER

Reorqamesaton and kqedason of more than 10 ame and medum-=zed
enterpises i the feids of industrial producton, agacutwre, banking market
and othem. The work was camed out within the gouwp of marages

POST.GRADUA TE STUDY

® es

CRISIS MANAGER

MANAGER PHD STUDY ¢ =s1U

ACCOUNTING AND ANALYSIS BACHELOR'SDEGREE

e —
Br aegic plannng ———— T POLSH — TS
Markotng remoar ch —————— TS ENGLISH  ees— 70
BgDaa &5 [ s0
=B Iy = S —

{yoxdmdgBgmad.com
+375297288627
Dzmece Makkandk

v R




Funny CV templates

Jahtara | NEG_NG Employment History

(416) _ Province Of Ontario, Milton, Ontario 2000-2001
Prisoner; duties included lashing out hysterically, fossing prisoners” salads, throwing flaming
Hi. I'm looking for a job. Only for the summer though. Cause I gotta go back to school.  toilet paper and occasionally working in the kitchen.

Tnx.
Frontline Magazine, Grimsby, Ontario - 19992000
What do T have to offer? Comp&d:nn; g‘::trt:;p::dcd with other correspondents over drinks, watched girls unnate
- e Imgood with ppl
e [ wear your clothes High Earth Orbit, Quter Space 1998-1999
e Imamodel so I can sell the clothes UFO Abductee. Duties included being snatched from my home in the muddie of the night, taken !
to an alien laboratory, and forced to eat cold cuts.
ki i ] Self-Employed, Toronto, Ontario 1992-1995
gl preamang Bencivarmer: Talked to self while siming on the park bench, fod dead pigeons 1o other pigeoas.
e Good sense of humor
¢ Good with people Self-Employed, Kitchener, Ontario 1990-1003
o Good with infants and children Son of a Birch: Dunies included borrowing stuff and never remumung if, picking fights, and
pusswing my friends” wives,
’ Hobbies —
* Hunting Caspentry (like Jesus), smiling politely, carving false 1dols, fomenting rebellion, fergning
o Lasertag concem, reigning supreme, coveting things, laying the foundations for a small cult, drinking my
¢ Animal training mulk before the expiry date.
o Eyebrow tweezing
o Tattoo assistant Other Accomplishments
; : ¢ 48-hour porno marathons
o I donated my hair to charity o Can count well over 100
¢ Successfilly conquered skin rash in 'special area”
Volunteer experience
o  Wrapping gifts at the hospital Education History

¢ Wrapping gifts at centerpoint mall
e L School of Hard Knocks 1977 - Present

o Wrapping presents at the bay Ma . .
e Touring children around the school and gave them snacks like coke and cookies ogfmr: :: gmcm ;:‘u;:;;;m mml_ o Lok i

I hope you think I could work at this job. I think I would do well because im a good GED 1999
person with a good soul and will work hard and good. Passed test on fourth try. Word.
Thanks




Funny Cover Letter

this guy just applied for a job a.as aflash developmer, |AMNOT JOKING! [ |x 1nbox |x @

I o creative show details 9:04 AM (4 minutes ago) | & Reply | v
**WARNING THERE ARE SWEAR WORDS*****

Hi, douche, they call me Mike -

| am a flash developer with 8 years experience. If there was one word to describe me it would be "Da-bomb". If you think your good at flash, news flash,
you're fuckin' wrong. Cause | will rock your shit right outta your ass with my mad skillz. You want banners? Fuck you, those bitches are already done.
You want "E-learning" ill make a new catagory call "E-takin'youtoschoolSON". You want a video player? I'll bone your wife, punch you in the heart,

perpare a 5 course meal of salmon and steak with a side of crisp buttered parisian asparagus that have just a hint of nutmeg cause its my fuckin'

cooking tradmark, take a massive life-altering mega dump, then when all thats done, i'll karate-powerbomb an email your way saying that shit was

done 2 hours ago and to stop wasting my amazing-as-fucking-shit time. |~
’ Do | want this job? Yeah...Fuck yeah | do. I'm willing to go down for this shit, If you catch my obvious drift. Im talking, swallow the gravy, times are

tough.

So use your face and listen to me through you eyes. If you want a normal developer, i can take a single hair, put it in a pot of dirt and grow you a 5"9',
235 pound awesome developer name Larry who likes to go by Lars, has a dog, an ex-wife, 4 kids, a slight liquor problem but hell, who doesnt love a
good drink now and then! Certainly not me, | love lots of drinks, all the fuckin time! So you can do that and be ok, or you can hire me, a demi-god that
likes coke. Your choice.

Fuck You,

Mike "Da-bomb" |
FuuckYoulmMikelllll @gmail.com

You can call me at 1-416-JJ ask for "Liam"

Also, dont text me, its gay.




Good luck
with writing
your successful CV

Olena Kovalchuk



