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Ouabra Cmaruna, Jlapuca JIroonmoBa
How to nail a job interview and
stand out from other applicants

Chapter 1: Introduction

The importance of preparation for a job interview

We would like to talk about the importance of preparation for a job interview. Many of us feel
nervous and anxious when we hear about a potential job opportunity. However, proper preparation
can help us overcome these emotions and increase our chances for success.

The first step in this process is researching into the particular company we are eager to work
for. We should learn about its values, mission, and goals. It is also helpful to learn about its products
or services, competitors, and current industry trends. This will help us understand what skills and
knowledge are in demand and prepare for relevant questions.

It is also important to prepare safe answers to common interview questions. For example, we
may be asked about our strengths and weaknesses, our work experience, or why we want to work
for this particular company. Carefully-prepared answers will help us express our best qualities and
motivation, as well as show that we are well-prepared and interested in the job.

Additionally, we need to practice our communication skills and self-confidence. We can
rehearse with friends or family to receive feedback and work at our mistakes.

It 1s also useful to learn basic interviewing skills such as active listening, clear and concise
expression of thoughts, and the ability to answer questions specifically and with examples from own
experience. Let's remember about appearance and etiquette since the outfit should be not only neat
and clean but appropriate for the chosen industry and position. It is important to arrive on time for the
interview and show respect to an interviewer by listening attentively to their questions and answering
them thoughtfully. Overall, interview preparation is a key factor in achieving success. It helps us feel
confident, demonstrates our professionalism, and shows our enthusiasm for working for this particular
company.
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The ways this book will help you
succeed in getting a job of your dreams

Are you feeling anxious about an upcoming job interview? Do you want to ensure that you are
fully prepared and confident in your abilities to answer any question that comes your way? In this
book, we will provide you with valuable tips and strategies to help you excel in your job interview.

We understand that preparing for a job interview can be overwhelming, but with the right
guidance, you can turn it into a rewarding experience. We will guide you through the most common
interview questions and teach you how to create impressive answers that will make you stand out
from competitors. Our comprehensive approach covers not only the content of your answers but also
the delivery and body language which can greatly impact the impression you make on an interviewer.
We will share practical techniques to help you project confidence and professionalism throughout
the interview process.

Additionally, we understand that every job interview is unique, so we have included tips on how
to tailor your answers to different types of interviews. Struggling to create a professional and effective
CV in English? Want to ensure that your resume stands out and impresses potential employers? In
this book, we will guide you through the process of crafting a well-written and impactful CV step
by step. Creating a CV can be overwhelming, especially when it comes to presenting your skills and
experiences in a concise and compelling manner.

Moreover, with our expert guidance, you will learn how to structure your CV effectively and
highlight your strengths in a way that captures the attention of hiring managers.

We will start by explaining the essential components of a CV, such as personal information,
education, work experience, and skills. We will provide you with tips on how to tailor each section to
showcase your qualifications and align them with the requirements of the job you are applying for.
Furthermore, we understand the importance of language proficiency in today's global job market.
Therefore, we will offer advice on how to accurately and confidently describe your language skills,
ensuring that potential employers appreciate your level of proficiency. Throughout the book, we will
provide you with practical examples and templates that you can use as a reference when creating
your own CV.

We'll also address common pitfalls and provide guidance on how to deal with difficult
conditions that may arise during an interview.

In the book, there is a section for IT specialists on preparing for interviews in English. This
section focuses on the most popular and challenging questions that are often asked during IT job
interviews. It provides sample answers to help IT professionals effectively communicate and show
their skills and experience.

The book offers the most appropriate answers, which demonstrate how IT specialists can
approach these questions with logical reasoning and systematic problem-solving techniques.

Overall, this section of the book aims at equipping IT specialists with necessary tools and
knowledge to excel at English interviews. By addressing both popular and challenging questions, it
helps IT professionals confidently navigate the interview process and present themselves as competent
and skilled candidates.

This book is your ultimate resource for interview success. By following our tips and practicing
your answers, you will be well-equipped to handle any interview scenario and increase your chances
of landing your dream job.

So, are you ready to take your interview skills to the next level? Let's dive in and start preparing
for your future success!
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Chapter 2: Highly professional and Effective Resume
(CV) — Components of a resume and their structure

How much you know about CV

The terms «CV» (Curriculum Vitae) and «resume» are often used interchangeably, but there
are some differences between the two.

A CV is typically longer and more detailed than a resume. It is a comprehensive document
providing an in-depth overview of your education, experience, published papers, and other relevant
information.

A CV is generally used in academic and research fields, as well as for applying to positions
in Europe and other international settings. On the other hand, a resume is a concise summary of
your skills, work experience, and education. It is typically limited to one or two pages and focuses
on highlighting your most relevant qualifications for a particular job. Resumes are commonly used in
the United States and other countries where a CV may be considered too lengthy or unnecessary for
certain positions. In terms of formatting, CVs often include sections such as publications, conferences
attended, and teaching experience, which are not typically included in resumes. Resumes, on the other
hand, tend to have a more standardized format, with sections such as objective, work experience,
education, skills, and certificates.

Before deciding whether to use a CV or resume, it is important to consider the expectations of
the employer and the industry you are applying to. In some cases, employers may specify whether they
prefer a CV or resume in their job postings. It is also helpful to research the norms and expectations
for job applications in your specific field or country.

Overall, while there are differences between a CV and resume, the key is to tailor your
information to the very job you are applying for and present your qualifications clearly and concisely.
Crafting a highly professional and effective CV is vital when seeking employment. It requires a
thorough comprehension of what distinguishes a standout CV and how to effectively highlight your
skills and experiences. Firstly, it is crucial to have a clear understanding of the job requirements and
the company's values. This enables you to tailor your CV to demonstrate the most relevant skills
and work experience matching the position and the company culture. Conducting research into the
company provides valuable insights into their goals and initiatives, allowing you to showcase your
ability to contribute to their success. In addition to customizing your CV, it is crucial to pay attention
to its structure and organization. A well-structured CV should be concise, easily readable, and include
clear headings and bullet points. It should encompass pertinent sections such as personal information,
education, work experience, skills, and achievement.

Furthermore, it is important to showcase your communication skills and teamwork abilities
in your CV. Highlight any experiences where you have collaborated with others or effectively
communicated with colleagues and clients. This demonstrates your proficiency in working well within
a team and conveying information effectively.

Another vital aspect of a strong CV is demonstrating problem-solving skills and innovation.
If the company values these qualities, showcase any projects or initiatives where you have displayed
creativity and analytical thinking. This exhibits to potential employers that you can bring fresh
ideas and solutions to the table. Finally, always remember to thoroughly proofread your CV before
submission.

Typos and grammatical errors can create a rather negative impression, so do not hesitate to take
the time to review your document carefully. Additionally, consider seeking feedback from reliable

7
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people who can provide valuable tips and suggestions for improvement. In conclusion, having a
comprehensive understanding of how to create an exceptional CV is important in today's competitive
employment market. If you tailor your CV to every job application, highlight your valuable skills and
relevant experience, and pay attention to its structure and organization, you will definitely enhance
your chances of standing out to potential employers. we wish you luck in creating a CV that will help
you get a job of your dreams!
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How to approach general questions

* The number of pages should be limited to 2. Your ability to be concise and only highlight
your most relevant skills and qualifications is revealed through your CV. If your CV is more than two
pages, the HR person may think ‘this person is unable to express themselves clearly and concisely;
this is not the kind of person I want working in my company’.

* The most common order is outlined below.

1. name
. personal details
. objective / personal statement / executive summary
. education
. work experience
. skills
. personal interests
. publications
. references

You should keep in your mind what exactly a company is looking for. They clearly want to see
the evidence on your CV that you are qualified in terms of both education and work experience for
the position that they have open. But they also want evidence that you:

* have a strong work ethic and that you work to meet deadlines (even under stress)

* can work in a team and are easy to get along with

* are both proactive and flexible

* have the technical, emotional and analytical skills for problem solving

* can give effective presentations

* have good communication skills

* can write reports and other kinds of documents

* are enthusiastic and passionate about what you do

* are professional, reliable, well mannered and appropriately dressed

* would fit in well with the company — both in terms of the environment and the core values

* You need to inject each section of your CV with evidence that you have the above attributes.

* You shouldn’t send the same CV to different companies. You need to tailor your CV for the
specific post you are applying for.

You could start by drafting a CV that contains everything that anyone could possibly find
relevant and interesting. Don't be afraid of the number of pages it might require. You then adapt this
draft CV to make it look as if it was specifically written for that particular company

o R INU AW

Adaptation consists of:

* deleting anything that doesn't sound relevant. This does not mean removing whole parts from
your Education and Work Experience sections, but simply removing elements that are not important
for this particular job. This means that you should highlight the key qualifications that you could
bring to the post you are applying for.

» modifying the text to make sure that it includes evidence of the skills that you will need for
the post you have applied for

* changing the layout and/or font so that it reflects the same graphic style as the company where
you want to work

* in order to get in a short list you should use a standard format / layout, i.e. a format that a
recruiter will have seen hundreds of times before and will thus be very familiar with, rather than a
format that is completely new for them and which will thus be more difficult to navigate
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» make good use of headings

* use plenty of white space

* ensure that you have not tried to include further information simply by reducing the font size
(10 pt should be the minimum)

» find out everything you can about your chosen company, and see how you can match the kind
of jobs they have on offer (if you are writing cold, i.e. not in response to an ad) or the specific job
(if you are responding to an ad)

* highlight in your descriptions of what you have done at each stage of your career (both
academic and work), those skills that you acquired that would be particularly relevant for the job
you want

* be honest about your achievements

* do not make any spelling mistakes. Just one spelling mistake is enough for your CV to be
rejected. Why? Because if you did not take the time to check your CV, this probably means you are
the type of person who does not check their work in general.

* consider your CVs like a short abstract or summary. Be concise, short and clear. Cut all
redundancy

* put the most important (and most recent) information first

* be relevant: tell recruiters only what THEY need to know, not everything that YOU know

* give maximum importance to what makes you different: sell yourself

» Using templates can be beneficial when creating a CV, but it's important to keep a few things
in mind:

1. Templates can make it easier for recruiters and HR professionals to locate information since
it follows a standardized format.

2. Modify the template to ensure your CV is concise, clean, and readable. Aim to keep it to
two pages and use a readable font (such as Arial or Calibri) with a font size no smaller than 10 pt.

3. Avoid modifying a template provided by the organization you are applying to. Stick to using
templates that are more general and adaptable.

4. Maintain consistency in your use of bold and capitalization. Use them for the same purpose
throughout your CV.

5. Only use color if you believe it will enhance your chances of securing a job. Be cautious not
to overdo it or make your CV appear unprofessional.

Double-check that you haven't left any text in your native language if you're applying for
a position where proficiency in another language is required. By following these guidelines,
you can effectively utilize templates while still personalizing your CV to make it stand out to
potential employers.

Personal data

TEMPLATES

Using templates can be beneficial when creating a CV. However, it is important to keep a few
things in mind:

1. Try and use templates it can make it easier for recruiters and HR professionals to perceive
information since it follows a standardized format.

2. Modify the template to ensure your CV is concise, clean, and readable. Aim to keep it to
two pages and use a readable font (such as Arial or Calibri) with a font size no smaller than 10 pt.

3. Avoid modifying a template provided by the organization you are applying to. Stick to using

templates that are more general and adaptable.
10
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4. Maintain consistency in your use of bold and capitalization. Use them for the same purpose
throughout all your CV.

5. Only use color if you believe it will enhance your chances of securing a job. Be cautious not
to overdo it or make your CV appear unprofessional.

6. Double-check that you have not left any text in your native language while applying for a
position where proficiency in another language is required. /

By following these guidelines, you can effectively utilize templates while still personalizing
your CV to make it stand out to potential employers.

THE FIRST WORDS

The initial section of your CV should prominently display your name, allowing the recruiter
to easily identify your CV.

To achieve this, we recommend the following:

1. Write your name as indicated before.

2. Use a larger font size compared to the rest of the CV.

3. Apply bold formatting to make your name stand out.

4. Center your name or position it in a noticeable location.

By implementing these suggestions, your name will be effectively highlighted at the top of your
CV.

E-MAIL ADDRESS

To enhance your professional image, it is important to have a suitable email address. Avoid
using email addresses that include personal interests or unrelated information, such as the name of a
favorite band or movie, or your birth date. Instead, create an email address that clearly distinguishes
your first name from your last name.

For example: Olga.Smagina@gmail.com

PERSONAL DETAILS

Name:
Write First name + Surname (e.g. Ivan Ivanov)
Never use any nicknames.

Personal details:

Write contact details (one email address and one phone number are enough).

Email:

Make sure you have a standard professional address containing your real name, preferably
without any numbers.

Remember: you are not required to include the following information: age, gender, marital
status, nationality.

However, if you feel that it will increase your chances of getting a particular job in a particular
company, don’t hesitate to do it

Other details: if you wish you can give links to your LinkedIn profile or your website.

11
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THE PHOTO

There is no special requirement to use your photo.

Nevertheless, a simple black and white photo is not supposed to divert attention from your CV
and moreover, it will make your CV more attractive and interesting.

Remember that it is acceptable to have only head shot on a white background.

Make sure your face and hair as well as any visible clothes look presentable.

Try to look friendly and open, preferably with a light smile.

It goes without saying, the photo should be recent and reflect your current appearance.

12
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How to Highlight your strengths and hide weaknesses

When it comes to showcasing your strengths and downplaying weaknesses in a CV, there are
several strategies you can utilize to present yourself in the best possible way. Here are some tips:

1. Tailor your CV:

make your CV fit the specific job you are applying for by highlighting the skills and experiences
that are most relevant to the position. Emphasize your achievements in these particular areas to
demonstrate your strengths.

2. Start strong:

start your CV with an irrefutable objective or summary statement highlighting your key
strengths and qualifications. This will immediately capture the reader's attention and demonstrate
your value as a candidate.

3. Prioritize your strongest qualifications:

List your most impressive qualifications and accomplishments first, whether it's education,
work experience, or certifications. Place these sections at the top of your CV to ensure they are
noticed right away.

4. Determine your achievements with numbers, percentages, or other measurable metrics to
illustrate the impact of your work. This helps highlight your strengths and provides concrete evidence
of your abilities.

5. Use positive language:

Frame your experiences and accomplishments in a positive light by using strong action verbs
and confident language. This will create a favorable impression and showcase your strengths.

6. Downplay weaknesses:

While it's important to be honest in your CV, you can choose to minimize or omit certain
weaknesses that are not relevant to the position or would detract from your overall qualifications.
Focus on highlighting your strengths instead.

7. Highlight transferable skills: If you have skills transferable to the position you are applying
for, make sure to emphasize them in your CV. This can compensate for any perceived weaknesses
in other areas.

8. Seek feedback: Before finalizing your CV, consider getting feedback from colleagues
you trust, supervisors, or professional CV writers. They can make valuable insights and ideas for
highlighting your strengths and minimizing weaknesses. Remember, the aim of your CV is to
present yourself as a strong and qualified candidate. By strategically showcasing your strengths and
minimizing weaknesses, you can create a compelling document that demonstrates your gravity to
potential employers.

13
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How to state the correct objective

An Objective determines what kind of job you would like to have. Generally, it is used when
you are not responding to a specific advert but sending your CV so that a recruiter or HR manager
will have a suitable job for you.

An Objective is placed under your personal details.

For example,

Helen Brown

Helen.brown@virgilio.it, +39 640 7898 3456

Objective: Position as an editor of drama novels aimed at a female audience.
You may simply wish to state what your career objective is, e.g.:

A career in physics with a special focus on engineering.

A position in teaching, specializing in helping children with learning disorders.

An Executive Summary

An Executive Summary is made up if a person applies for a specific advertised job. It is a
summary of who you are and enables a recruiter to get an instant idea of your qualifications and skills
only by scanning your CV.

The secret of its success lies in highlighting your unique skills and achievements that will
distinguish you from other candidates.

An Executive Summary can be sometimes called a Personal Profile, or Career Highlights.

Like an Objective, it should be placed immediately below your personal details.

No heading is necessary but it can be put either on a light grey background or in a box.

Remember: you are trying to sell yourself to the reader by writing your Executive Summary
or Personal Statement. However, you should not exaggerate your abilities as otherwise you will seem
less trustworthy. Thus, avoid filling your statements with adjectives such as amazing, best, outstanding
unless you can provide true evidence of such attributes.

Try to use words with positive connotation such as achievement, active, evidence, experience.

Avoid using negative words such as bad, error, fault, hate, mistake, never, nothing, problem.

14
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How to impress an interviewer with your education

If you completed your education several years ago, the Education section should appear after
the Work Experience section and contain fewer details than the Work Experience section.

Here are some guidelines for the Education section:

— Start and end dates: Include the start and end dates of your education in reverse chronological
order.

— University details: Provide the name and location of the institute, along with a web link to
the institute or department.

— Degree type: Specify the type of degree you obtained.

— Coursework details: Briefly mention the coursework you completed during your education.

— University prestige: If you are sending your CV outside your own country, provide a link
to a relevant page on the university's website to give the reader an idea of the level of prestige of
the university or organization you attended. Here is an example of a typical layout for the Education
section:

Education: 2020-2023 University of Manchester,

UK — Doctor of Philosophy in Information Engineering

— Research in greening the Internet.

Elective coursework included enhanced Internet architecture employing
advanced communication service paradigms, protocols, and algorithms targeted
at the optimization of energy consumption. Dissertation "A radical energy-aware
application for wireless energy reduction” advised by Professor Giuseppe Verdi.

2017-2020 University of Santiago, Chile — Bachelor of Science degree (5-
year course) in Electrical Engineering — Engineering coursework included continuous
and discrete systems and signal processing, analog and digital circuit design, and
computational theory.

Undergraduate thesis project "Wireless Enabled Context Awareness for the
Future

Internet.”

Note from the example above:

— The information is in reverse chronological order.

— The candidate has not mentioned her high school.

— The candidate completed a 5-year course for her Bachelor's degree, which is longer than the
standard 3-year course.

— The candidate only mentioned her thesis title without providing further details because it
is self-explanatory. If you finished your education after your first degree and are now looking for
your first job, it is normal and acceptable to include your high school. However, if you subsequently
completed a Master's or PhD, mentioning your high school may not be necessary.

If the name of your high school is in your native language and does not provide useful
information to the hiring manager, you can simply mention the specialization or write "generic
studies" if there was no specialization. You can also include your final score or percentage if
applicable. Additionally, you may include other relevant courses you attended that are pertinent to
the job you are applying for and would benefit the position you are seeking. Provide details about the
course, what it was focused on, and any notable achievements or skills gained during the course. In
summary, the Education section should be organized in a reverse chronological order with necessary

15
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details about your education and highlighted coursework or additional courses relevant to the position
you are applying for.

16
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How to make your work experience sound relevant

If you finished your education several years ago, it is advisable to place this section before your
Education section and provide more comprehensive details.

When describing your work experience within a company, use the same format as in the
Education section.

Start by stating the company's name, location, and your position within the organization. Then,
provide a detailed account of your responsibilities and accomplishments, highlighting how they align
with the requirements of the job you are presently applying for. Just like the Education section, make
sure to present everything in reverse chronological order.

2020 - Present:

Tshwane University of Technology (www.tut.ac.za), South Africa University
Lecturer

— Prepare and teach software engineering subjects, including Systems Analysis
and Design, OO Analysis and Design using UML, SQL & PL/SQL, Data Engineering,
0O Programming, Object-Oriented Software Engineering, and Project Management.

— Design and develop distributed Systems for 2nd and 3rd year students, as well
as Advanced PL/SQL for Final Year Computer Science and Software Development
Students.

2017-2020: Vodacom Congo SpRL, DRC Information Systems Specialist
(Intern)

— Wrote and debugged programs and complex SQL queries for customer
consumption forecasting. As part of my role at Tshwane University of Technology,

I have developed a Java stream processing application running on the S5
platform for detecting algorithmically generated domain names in DNS queries.

I have also standardized procedures regarding 'Scalable and Elastic Event
Processing' (SEEP) and secured applications by enforcing Information Flow Control
policies within middleware.

The majority of companies and recruiters are known to use applicant-tracking systems so as to
scan CVs for particular key words that can be seen in the job description.

Thus, if you plan to apply for an advertised job, you should analyze the job description and
detect these key words in order to insert them naturally into your CV.

Remember: the more matches the system finds between the job description and your CV, the
more likely your CV will be considered by a real recruiter.

Let’s imagine that you want to build up your career in the field of web management. Here is a
good example of how to achieve it with the help of obvious key words.

It’s worth mentioning that if you write some of them with initial capital letters (e.g. Web
Producer), it will make your keywords stand out to the human recruiter (but obviously makes no
difference if your CV is scanned automatically). Quite the reverse, if you manage to include one of
the key words-web several times in your CV (in such combinations as website, Web Producer, Web
Developer, web content, web services, etc.), a recruiter’s software will be able to find them increasing
the chances of having your CV selected

Summary: Work Experience

We recommend:

separating each experience so that it will look the following:

1) date

2) company/organization

17
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3) position

4) key roles played (plus a web link to the company, so that an HR manager can find out more
about your working places

— putting dates in a reverse chronological order.

— using verbs without pronouns at beginning of sentences (e.g. Improved rather than [
improved).

— Inserting as many key words as possible.

— Avoiding using personal pronouns

— Making your experience look both relevant and dynamic.

18
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How to present your skills correctly

SKILLS TECHNICAL SKILLS When writing your resume, it is important to include technical
skills that meet the job requirements or that you believe would be beneficial for the position you are
applying for.

LANGUAGE SKILLS When you describe language skills, you can use the following terms:

— Mother tongue

— Fluent (spoken and written)

— Good working knowledge (indicating that you have enough proficiency to carry out your
work)

— Scholastic (only mention if the job specifications specifically mention these languages and
you believe it would increase your chances of getting the job).

To demonstrate your language skills, you can list the English examinations you have taken, such
as the TOEFL exam, IELTS and other international exams

19
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How to attract an interview’s attention by personal interests

Personal interests are crucial as they provide insights into your personality and character that
may not be evident in the rest of your CV. They are unique and can give HR professionals a better
understanding of who you are as a person. When mentioning your personal interests, it is important
to consider the following:

1. Showcasing your social conscience: Include any voluntary or charity work you have done, as
it demonstrates your commitment to helping others.

2. Highlighting leadership skills: Mention any experiences where you have been a team captain
or sports trainer, as it reflects your ability to lead and motivate others.

3. Demonstrating communication skills: Include activities that require effective
communication, such as public speaking or debating.

4. Fun and positive connotations: Mention hobbies that are enjoyable and have a positive impact,
such as salsa dancing or playing the saxophone. Also, include interesting and creative activities like
acting, pottery, or short story writing.

5. Indicating responsibility: If others consider you to be responsible, mention activities like
babysitting or pet-sitting.

6. Unusual without being strange: Include unique hobbies like acrobatics, which can make you
stand out without seeming odd.

Avoid mentioning common activities that most people do, such as reading or traveling.

Instead, be specific and mention your favorite books or destinations. Avoid activities that are
political, religious, or contentious, such as hunting or shooting. HR professionals are interested in
your ability to work in a team and your social skills.

Therefore, avoid mentioning solitary or nerdy activities like computer games or stamp
collecting. Be cautious when mentioning activities that may be perceived negatively by some
companies. For example, being a blood donor may require time off work for which the company has
to pay you, which may not be ideal for them. Lastly, avoid mentioning activities that people tend to
have strong opinions about, such as board games or role-playing games. These can be divisive and
are best avoided.
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How to write correct references and reference letters

REFERENCES AND REFERENCE LETTERS Including references in your CV is a common
practice that allows potential employers to verify your background and learn more about your skills
and personality. It is an important part of the screening process for HR professionals. To include
references in your CV, make a section titled «References» at the end. List three or four individuals
who can serve as your referees and provide the following information:

1. Name: Include the full name of each referee.

2. Relationship: Specify the nature of your relationship with each referee, such as a thesis tutor
or internship supervisor.

3. Workplace: Mention the organization or institution where each referee is employed.

4. Email address: place the email address of each referee so that the HR person can easily
contact them.

5. Website: If your referees have personal or professional websites, include the URL so that
HR can gather more information about them.

Here is an example:

1. Professor Pinco Pallino (my thesis tutor), University of London Email:
p.pallino@londonuni.ac.uk Website: www.pincopallino.com

2. Professor Zack Madman (in whose lab I did a 3-month internship),
University of Harvard Email: z.madman@harvard.edu

Website: www.harvard.edu/madman

Remember to inform your referees beforehand and seek their permission to include their
information in your CV. Additionally, ensure that the contact details provided are accurate and up-
to-date.
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How to use a template for writing your CV

IT CV example for IT professions

[Tpumep ToOro, YTo JOMKHO OBITH B BallleM pe3ioMe, €U y Bac MaJlo OIbITa. B 3TOoM ciydae
Jydmie ACjiaTb aKICHT Ha BalllMX HpO(l)eCCI/IOHaHbeIX Ka4yeCTBaX U CUJIbHBIX CTOPOHAaX. Here is an
example of a professional CV based on a candidate who is a recent graduate with limited experience:

Professional summary

Recent graduate with a BSc in Computer Science and Information Technology seeking an
entry-level position as an IT technician. Highly motivated and skilled with an understanding of a
number of different coding languages such as HTML and Python. Trained in software and hardware
installation with great attention to detail and the ability to work both independently and as part of
a team.

Work experience

3-month internship with a small IT firm in Paddington.
Learned how to fix a number of hardware and software issues.
Learned how to onboard clients and assess their needs.
Gained an understanding of how to meet tight deadlines.

Education

in BSc Computer Science from the University of London.
Modules included: Artificial intelligence principles, software engineering principles,
programming languages and practice.

Certifications

Microsoft Certified Technology Specialist

HTML

Certification PCAP — Certified Associate in Python Programming
Skills and strengths

Advanced computer skills: During my degree, I worked as a part of a team to successfully
create a teaching software application and passed all of my relevant exams with an A.

Adept understanding of programming: I earned both an HTML certification and PCAP
certification. I also recently became a Microsoft Certified Technology Specialist.

Please note that none of the companies, institutions or organizations mentioned in this article
are affiliated with Indeed.
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How to write a CV for an IT specialist

HawnOornee ucronb3yeMsblii XpOHOJIOTHYECKUI (DOpMAaT, Kak MpaBuiio, Oe30TKa3eH JIJIsi OpraHu-
3anuy “H(GOPMAIIUK B BallleM pesioMe. PekpyTepbl MpernoynTaoT ero, T.K. 3T0 Haubosiee mpocToi
CrIoco0 03HAKOMUTBCS C Balllel TPYIOBOH JESITEIbHOCTHIO, IIEPEYUCIICHHON B 0OPaTHOM TOPSIIKE OT
CaMBbIX TOCJIEAHMX K CAMBIM PAaHHUM JaTaM.

Ho, eciu B siBnsieTech camozansaThiM U T-crieruanuctom v 3aHMMaeTech He3aBUCUMOI pado-
TOW, BO3MOKHO, BBl 3aXOTUTE PACCMOTPETh (PYHKIIMOHAIBLHBIN (popmat pesiome. OHO MOMOKET BaM
BBIJISJIUTD BAlllK HanOoJIee CUIIbHbIE CTOPOHBI B COOTBETCTBUM C TIpoeKkTaMu. [ mopuaHbie (KOMOMHU-
poBaHHbIe) (POPMATHI pe3toMe — ellle OUH YHUBEPCAIbHBI BAPUAHT, BKJIIOYAIOIINIA KaK XPOHOJOTH-
YECKUE, TaK 1 prHKLII/IOHEUIbH])IG DJIEMEHTHI.

Mbl cobupaemcst pacCMOTPETh BCE JIEMEHTHI pe3ioMe C IpUMepaMu, KOTOpbie Bbl MOXETe
UCTIONb30BATh.

1. KpaTtkoe pe3ome UT-cnenuanucra

Kak 1 B OOJBIIMHCTBE TUIIOB pe3ioMe, JTydllle BCEro BKIIIOUUTh B CBOE pe3ioMe KpaTKoe coiep-
kaHue. Ecm BBl B3MIsIHETE HA MPUMEPHI pe3ioMe, TO YBHIHUTE, YTO CBEPXY OOBIYHO MOSIBIISIETCS
KOPOTKHUH a03all, B KOTOPOM KPATKO U3/Iaraercs Bce pe3ioMe.

Kparkoe comepxanue pe3iome — elre OO1MH OTIMYHBIN CrIoco0 BBIISIUTH Baie pesiome. [Ipo-
(eccroHasIbHOE pe3ioMe JIOTKHO ObITh EMKHM, T10 CYIIECTBY M AE€TATM3HMPOBAHHBIM.

HesaBucumo ot TOro, ecTh y Bac peaibHblid OnbIT padoThl B IT-MHAyCTpUM WM HET, BbI BCe
PaBHO MOKETE COCTABUTh PE3lOMe, YKa3aB CBOU LIEJIU, HABbIKM U CEPTU(UKATHI.

[Tpu Hammucanuy pogeCCUOHATIBHOTO pe3ioMe He 3a0yAbTe COCTaBUTh €ro TaKMM 00pas3oM,
YTOOBI OHO TIOKA3bIBAJIO, UTO Bbl MJICATLHO MOAXOAUTE IJIst 9TOM padoThl. [TokaxuTe, 4TO BbI JICH-
CTBUTEJIbHO CIICIUAJIUCT B 06_HaCTI/I TEXHUYECKON MOOACPIKKH.

For a fresh IT graduate, here’s an example of a professional summary.

A. S. Computer Information Technology graduate seeking an IT specialist
position in Max Software Solutions, Inc. High level of knowledge in IT security and
IT support systems with specialty certifications as Help Desk Technician and Internet
Security Specialist. Completed 360 hours Internship Program with Min Software
Solutions, Inc.

You can try this type of professional summary if you already have some work experience.
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CDP, CISSP and CCIE certified IT professional with experience in maintaining
Mac 0S8, MS-Windows, and Ubuntu computer systems. 5+ years of experience
as Internet Security Manager and trained 30+ staff members. Successfully
launched Zeus E-Commerce Co’s largest computer security software which
resulted in faster and safer operating systems for employees and customers.

2. CoBeTbl, Kak BbIeJUTH pa3aea ''"Tpynosoii crax"

BonpimmHcTBO KOoMmanuii uinyT U T-crieruanrcToB ¢ onbiToM padoTel. Eciu y Bac ermme Her
O(bUIMATIBHOTO ONbITa PadOTHI, HAYHUTE CO3JaBaTh CBOE MOPTGOIMO W COBEPIICHCTBOBATH CBOU
HaBBbIKHU MPSIMO cefyac.

[MockomnbKy GOMBITUHCTBO KOMIIAHUH, OPHEHTUPOBAHHBIX HA TEXHOJIOTUH, B 3HAYUTEIHHOU CTe-
TIeHU roJiaraloTcst Ha cBoit I'T-niepcoHalt, Bbl JOIKHBI ObITh TOTOBHI K pab0Te B KOHKYPEHTHOM Cpeie.
B Heii Her mectra onmmOkam. [Tostomy metoabl Ipod M OMIMOOK B 3TOM OTpaciid He CpadoTaloT.
OpHa yrnyIeHHas JeTajib MOXKeT ITPUBECTH K OrPOMHOM ITpodiieMe, KOTopasi, B CBOIO OUepeib, MOKET
MOBJIMATH HA BeCh OM3HEC U €ro KJIMEHTOB.

Beinenute cBo TpyIOBOM CTak B pe3iome. Pacckakute o cBoeM OmbITe, KOMIIAHUSIX, C KOTO-
PBIMH BbI Pa0OTAITH, U TIOJIOKUTENILHBIX pe3yJIbTaTax, KOTOPHIX BbI JOOUJIHMCH B paboTe.

JlenaiiTe akIIEHT Ha TOM OIIbITE, KOTOPBIN UMeeT OTHOIIEHUE K BaKAHCUU.

Kpowme Toro, Bel JOJIKHBI OCTOSIHHO COBEPIIIEHCTBOBATHCS U OOHOBJIATH 3HaHUsA. [TOCKOIBKY
WHHOBAIIMU B TEXHOJIOTHSIX POUCXOMAT N30 THSA B JICHb, TO, YeMY BbI HAYUFITUCH S JIET Ha3al, CerOIHS
MOJET OKa3aThcs Oecrosnie3HbM. [1oaToMy OyabpTe yBepeHsbI, UTO Bbl OOHOBJISIETE CBOW 3HAHUS U TIPO-
JOJIKAeTe YUYUThCS KaX/IbIA JIEHb.

Coger: Mcnonb3yiiTe pesieBaHTHBIE KJIIOYEBBIE CJIOBA M CIIOBOCOYETAHUSI B CBOEM pE3IOMeE,
YTOOBI OHO OTOOPAKAJIOCHh B MOKCKE, KOTJIa MEHEKEPBl 10 HAMY WIIYT KOHKPETHbIC HABBIKU WU
OIIBIT.

[Tpu HanvicaHWK BAIero OMbiTa Pa0OTH YKAKUTE HA3BaHUE KOMITAHUY U €€ MEeCTOHAXOXICHHE,
a Tak>ke JIaThl, KOT/1a BbI ¢ HUMU padoTaiiu. [Io0aBbTe Takke CBOM OCHOBHBIE 33JaUH, KJTIOUYEBbIE TIOKA-
3aresid 3(PPEKTUBHOCTH U TOCTUKEHUSI.

Bor npumep:

IT Support Team Leader

ABC International, Inc., Sacramento, CA

January 2019-Present

Managed major internet and software security for the executive department

Trained 50+ Junior IT support specialists

Managed a team of 10 Senior IT support specialists

Network and hardware troubleshooting

Eliminated security breaches by updating software versions and installing new
software when necessary.

Calculated system capacity for new server installation for 300+ desktop
computers

Senior IT Support Technician

XYZ Company, Los Angeles, CA

September 2015-January 2019

Promoted to Senior IT Support Technician from Junior Position 1 year from
hiring date
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Trained 20+ Junior IT support technicians and specialists

Preferred IT support personnel of XYZ Company’s CEO and top executives

Responded to [Type] customers experiencing connectivity issues and provided
step-by-step instructions to resolve issues including rebooting hardware.

Internet and software security management

Eliminated security breaches by updating software versions and installing new
software when necessary.
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasinen OO0 «JIutpec».

IIpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB II0OJHYIO JIETaJIbHYIO Bepcuio Ha JluTpec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
coOom.
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