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CV and resume are the same thing. 

Tips for resume writing
1. Resume should be no more than 2 to 3 pages in length 
2. No grammar or spelling mistakes 
3. Include creativity in the resume 
4. You have only 60 seconds of screening or looking at a resume

What to include in a resume?
· Email address should be formal 
· Aligned work experience including part time roles 
· The work experience section should outline the employability skills, not just contain a list of tasks 
· Education history starting with your most recent school/ course 
· Relevant extra-curricular activities such as volunteering, roles in a university club or other professional development such as First Aid training or short courses 
· International work experience counts 

DO NOT INCLUDE
· Marital status 
· Date of birth 
· Photos are not expected 

What is optional in a resume? 
· Personal details such as home address 
· Skill summaries, you must include a scenario of when you have represented the skill 
· Hobbies should be involved only when they are aligned with the job
· References should only be provided if asked. IT is acceptable to state “Available upon request”
· Visa Status 

Remember to add the detail of linked in on the resume and ensure that it is aligned with your resume. 

You must have privacy settings around social media profiles so that only close friends and connections can view them. 

Small editing and formatting make a huge difference

Structure of the Resume:
Name 
Phone number email 
Professional summary 
Education 
· Put the GPA and WAM if want to, it is not a must 
Professional experience 
· Provide a summary of the company so that the recruiter doesn’t have to google it
· Should show what the role involves 
· Involve all the skills 
Technology skills 
Community involvement 
Hobbies 
References- provided upon request 

How to write an effective professional summary?

Think about this as an elevator pitch 
Add skills and experience that are relevant to the role 
Think and identify your:
· Strengths and accomplishments 
· Career goals 
· Your purpose 
Tailor the summary to the position you are applying for 
Add specific descriptions 
Avoid clichés and empty statements like eg: highly motivated

BE YOURSELF!!!
