CVs and job interviews
1. Keep it short … but not too short!
· Your CV should be one to two sides of A4 paper. If you find you've got too much information, summarise and select the most relevant points. If it's shorter than a page, consider including more information about your skills and the responsibilities you had in your previous roles.
2. Use active verbs.
· When you describe what you have achieved in previous jobs, use active verbs for a strong positive effect on the reader. For example, to make a change from was responsible for, use verbs like led or managed (a team / a project); created or developed (a product / a positive atmosphere); delivered (results/training); and provided (support/training). 
. Fill in the gaps.
· Avoid leaving gaps in your employment history. If you were travelling the world, on maternity leave or looking after small children, include that in your CV.
4. Make sure it's up to date.
· Always ensure your CV is up to date. Include your most recent experience at the top of each section.
5. Don't exaggerate or lie.
· Your potential employer can easily check information about where you have studied and worked. Don't be tempted to lie or exaggerate about your expertise, because sooner or later this will be discovered and may result in you losing the job.
Spend time on the layout.
· Make sure your CV is clear and easy to read. Use bullet points and appropriate spacing, keep your sentences short, line up your lists neatly and use a professional-looking font (e.g. Arial font size 12). 
7. Check for mistakes.
· Mistakes on a CV create a bad impression. Use spell check, reread your CV and ask someone else to check it for you too before you send it.
8. Include a cover letter.
· When you send your CV to apply for a job, you should send it with a cover letter or email to introduce your application. The cover letter should show your personal interest in the role, highlight the skills and experience you bring and encourage the employer to read the attached CV. 
Job interviews
Conducting a Job Interview (for employers) 
· A. Introduction and setting the stage 
· B. Building rapport and establishing a comfortable environment 
· C. Asking open-ended and behavioral questions 
· D. Active listening and taking notes 
· E. Evaluating candidates objectively 
· F. Providing information about the company and position 
· G. Answering candidate questions 
· H. Concluding the interview professionally

Initial stage
· What made you interested in applying for this position?
· Can you walk me through your educational background and how it relates to this role?
· Tell me about any relevant certifications or training you have completed.
· How would you describe your career goals and aspirations?
· Can you provide an overview of your professional experience and key accomplishments?

Middle stage
· What are your strengths and weaknesses?
· How do you handle working under pressure or tight deadlines?
· Can you give an example of a challenging situation you faced at work and how you resolved it?
· Tell me about a time when you had to work collaboratively as part of a team.
· How do you prioritize tasks and manage your time effectively?
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Final stage
· What sets you apart from other candidates applying for this position?
· How do you handle feedback and criticism?
· Where do you see yourself in five years?
· Can you provide an example of a time when you demonstrated leadership skills?
· What are your salary expectations?

