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Tips for CV or Resume
Difference between CV and Resume

CV: A summary of one's education, professional history, and job qualifications, as for a prospective employer.

Resume: Shorter form of CV within 2 pages in length. 

How to start?

Identify your:

· Abilities

· Interest

· Skills 

· Career Objectives 

Important…………
· Be Concise and Omit Irrelevant Information

· Put Your Objective First  

· Write a Powerful Opening Statement

· Customize It: Focus on your benefit to Employers

· Include Keywords

· Use Action-Benefit statements

· Avoid Boring List of Job Responsibilities

· Quantify Your Achievements 

· Be Professional, Not Personal

· Keep a Positive Tone

· Be Honest

· Be Organized and Logical

· Omit Salary Information

· Avoid Writing in First Person ("me" or "I")

· Use A4 or Letter white paper

· Do not fold your CV  or Resume
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