
[image: Cover]


[image: image]

THE CV COACH

Hilton Catt and Patricia Scudamore


CONTENTS

Meet the coaches

How to use this book

  1.  What do you want your CV to do?

  2.  Putting your CV to work

  3.  Getting the structure in place

  4.  Attacking the competition

  5.  CVs for mailshots

  6.  CVs for agencies

  7.  CVs for business

  8.  How CVs go on working for you

  9.  CV management

10.  Cover letters

11.  Moving into the future

Help desk

Action plan

Appendix: Putting together a CV to facilitate a change of career


MEET THE COACHES

Patricia Scudamore and Hilton Catt have 35 years’ combined experience of interviewing and preparing candidates. Between them they bring the perspective of both recruiter and interviewee. From backgrounds in HR management, they set up their own business in 1988 and began writing on careers subjects 15 years ago. They have now written more than 20 books based on their experience of what it takes to make careers work in today’s rapidly changing and uncertain world.

Patricia and Hilton were among the first to embrace the idea of people taking on the job of managing their own careers as opposed to leaving it to employers to do the thinking for them. They have seen for themselves the richness and diversity modern careers can offer and one of the recurring themes in their work is exploiting this richness and diversity to the full. They view writing books as the best way to spread their messages to the greatest number of people. Their other books in the Teach Yourself series include Successful Career Change In A Week (2013), Successful Cover Letters In A Week (2013) and Successful Job Applications In A Week (2012).


HOW TO USE THIS BOOK
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OUTCOMES FROM THIS CHAPTER



	•    Understand the importance of the CV in the contemporary job market and how this has come about.


	•    Appreciate the key features of this book and how to make it work for you.


	•    Begin to think about your attitude towards CVs in general and your own CV in particular by undertaking your first ‘coaching session’ – a simple questionnaire.




Those of you who are old enough can probably remember a time when most people didn’t have CVs. The standard way to apply for a job was to write a letter in which you gave details of your education, qualifications, work experience and so on, along with information to explain why the position interested you. Sometimes this did the trick and you got a letter back asking you to attend an interview. Sometimes the employer sent you an application form to fill in first.

CVs in the early days tended to feature only at the very top end of the job market – for example senior management positions in top companies. Even here, it was not unusual to find that the CVs in question had been prepared not by the people concerned but by the consultants who had been retained to advise on the appointment. It was a way of parading the candidates they had sourced to their clients, and it looked good or, more to the point, it made the candidates look good (and, on occasions, better than they really were). However, it wasn’t long before everyone got in on the act to the extent that, today, someone who doesn’t have a CV is a comparative rarity. In most cases the reason for this is either that they haven’t been active on the job scene for a number of years or, for one reason or another, they are complete newcomers to the world of work.

THE CV REVOLUTION

So what brought about the big change? What made it possible for more and more people to aspire to having a professional-looking CV? The answer is to be found in two late twentieth-century developments:

•  the growth in home PC ownership and the availability of relatively low-cost, high-quality inkjet or laser printers

•  the advice now widely available on how to produce a CV – advice that comes in the form of numerous books on the subject, tips and even ready-made CVs that can be downloaded from the Internet, not to mention people like outplacement counsellors and the support provided by bodies such as public employment services.

Yet with the good also comes the bad. While, on the face of it, there’s nothing wrong with standard templates, they can and do introduce an unfortunate tendency for everyone’s CV to look the same. Where the idea is to make your CV stand out from all the others, this sameness works against you – a point you need to consider when you’re attacking competitive job markets and one that will come up again as you work your way through the book.

The other factor that has a big bearing on the spread of CVs is the way employers deal with job applications. This has changed since the days when the ad invited you to write in with details of your age, qualifications and work experience. Now most of these ads ask for a CV, so, if you don’t have one, you will be faced with a problem straight away. The first port of call for people who are embarking on a journey into the job market, therefore, is to get a CV prepared or, as is more often the case, to bring the one they’ve already got up to date.

What other reasons could there be for needing a CV? CVs are normally seen in the context of making job applications, but this isn’t the whole story. For example, self-employed people who are trying to source work are sometimes asked to submit a CV as evidence of their skills and competence. What this serves to demonstrate is that CVs are there to do what you want them to do and this is a central message of this book.

WHAT’S IN IT FOR YOU?

So, assuming that you’re like most people and you’ve already got a CV, two questions will be figuring in your thoughts as you pick up this book and start to read it:

1.  Am I going to learn anything new?

2.  How will this knowledge benefit me?

The book is a mixture of interactive exercises (‘coaching sessions’) and commentary text. The exercises are not just there to make you think. The idea is to involve you in the process of acquiring a better understanding of the subject matter by relating it to your own thoughts and experiences.

Each chapter has the following features:
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OUTCOMES FROM THIS CHAPTER




A bullet list at the start of each chapter sets out exactly what you will have got from that chapter by the time you have finished it. This is in terms of both what you will have learned (e.g. from the running text) and what you will have done (e.g. in the ‘coaching sessions’).
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COACHING SESSIONS




These are the key, meaty features within each chapter that will get you really working on, and interacting with, the ideas given in the commentary text. They include self-assessments, checklists and reflective questions.
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COACH’S TIPS




These are key, ‘snappy’ pieces of advice, often drawn from our own experience.
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NEXT STEPS




This section is an end-of-chapter bullet list summarizing what you have learned and placing that learning in the context of the chapters that follow.




	
[image: image]

	
TAKEAWAYS




Reflective questions at the end of each chapter will help you focus on how what you have read and done in that chapter has helped you, personally.

What counts at the end of the day, after all, is what you get out of the book, what you take away with you when you’ve finished reading it, and how much of what you’ve learned is information you can use.

The book therefore starts with the all-important task of deciding what task you want your CV to perform. Do you want to use it, for example, to attack overcrowded areas of the job market where competition from other candidates is going to be the biggest concern? Or are you thinking about sending off a mailshot to selected employers in the hope they might have something suitable for you? Once you’ve decided the aim, you can turn your thoughts to what needs to go in your CV and what, in some cases, to leave out.

As soon as you’ve got your CV down on paper, you can start to look at putting it to use, remembering all the time that a CV is only any good if it gets you the result you want. By following the advice in this book, you will be able to create a great CV ready to tailor to all your job applications.
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COACH’S TIP




Know your aim

First decide the aim, then design a CV that will achieve the aim.
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COACHING SESSION 1




CVs: myth or reality?

Here is a list of ten statements that represent commonly held opinions about CVs and how they should be written. In each case say whether you agree with the statement or not by ticking the appropriate box.

You can look at the list again when you have finished reading the book. It will help you to see where your ideas may have changed.
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