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Visit our How To website at www.howto.co.uk

At www.howto.co.uk you can engage in conversation with our authors – all of whom have ‘been there and done that’ in their specialist fields. You can get access to special offers and additional content but most importantly you will be able to engage with, and become a part of, a wide and growing community of people just like yourself.

At www.howto.co.uk you’ll be able to talk and share tips with people who have similar interests and are facing similar challenges in their lives. People who, just like you, have the desire to change their lives for the better – be it through moving to a new country, starting a new business, growing their own vegetables, or writing a novel.

At www.howto.co.uk you’ll find the support and encouragement you need to help make your aspirations a reality.

You can go direct to www.how-to-write-acv-that-reallyworks.co.uk which is part of the main How To site.

How To Books strives to present authentic, inspiring, practical information in their books. Now, when you buy a title from How To Books, you get even more than just words on a page.


[image: image]


 

 

 

Constable & Robinson Ltd

55-56 Russell Square

London WC1B 4HP

www.constablerobinson.com

All rights reserved. No part of this work may be reproduced or stored in an information retrieval system (other than for purposes of review) without the express permission of the publisher in writing.

© 2009 Paul McGee

Second edition 1997

Reprinted 2000

Reprinted 2001

Reprinted 2002 (twice)

Reprinted 2003

Third edition 2006

Reprinted 2007

Fourth edition 2009

ISBN 978 1 84528 377 3
eISBN: 978 1 84803 591 1

British Library Cataloguing in Publication Data

A catalogue record for this book is available from the British Library

The moral right of Paul McGee to be identified as the Author of this Work has been asserted by him in accordance with the Copyright, Designs and Patents Act 1988.

Cover design by Baseline Arts Ltd, Oxford

Produced for How To Books by Deer Park Productions, Tavistock, Devon

Typeset by PDQ Typesetting, Newcastle-under-Lyme, Staffs.

Printed and bound by Bell & Bain Ltd, Glasgow

NOTE: The material contained in this book is set out in good faith for general guidance and no liability can be accepted for loss or expense incurred as a result of relying in particular circumstances on statements made in the book. The laws and regulations are complex and liable to change, and readers should check the current position with the relevant authorities before making personal arrangements.

Cover by Baseline Arts, Oxford


Contents

Preface

1   Who Needs a CV Anyway?

Learning to market yourself

Who needs a CV?

Making a CV work for you

Your chance to ‘sell’ not ‘tell’

Investing some time in shaping your life

Action and reflection

2   So What Have You Got To Sell?

There’s more to you than meets the eye

Doing a personal stock take

Evaluating your people skills

Evaluating your manual/practical skills

Evaluating your communication skills

Evaluating your mathematical/mental skills

Assessing your problem solving skills

Evaluating your creative skills

Identifying your achievements

Case studies

Action and reflection

3   Have I Got News For You

Reasons for rejection

How to sell yourself in 30 seconds

Presenting your career history

Dealing with or without qualifications

Making your training catch their eye

Using hobbies and interests to sell yourself

Putting across personal details

Using references

Case studies

Action and reflection

4   There’s More Than One Way to Present Yourself

Putting on the style – which approach to take

Getting the length and layout right

Making first impressions count

Example CVs

Giving the reader what they want to read

Case studies

Action and reflection

5   Getting the Introductions Right

Planning a great covering letter

Handwriting or word-processed?

Putting a positive letter together

Applying over the Internet

Analysing a job advert

Looking at some examples

Case studies

Action and reflection

6   Using Your CV to Open Doors

Tapping into the unadvertised job market

How to speculate

Using your contacts

Making yourself known – how agencies can help

Putting your speculating into action

Case studies

Action and self-assessment

7   And Your Chosen Subject Is . . .You – The Interview

Preparing for your interview

The two main types of interview

Discover what questions they’re bound to ask

How well do you know your CV?

Case studies

Convincing the interviewer you’re telling the truth

Case studies

Action and reflection

8   Some Final Thoughts

Discover the vital ingredient of success – attitude

Putting your CV to work

Adapting to the changing times

How to respond to change

The CV as a ‘pick-me-up’

Developing your dynamic document

Case studies

Action and self-assessment

More Sample Covering Letters

Another Sample CV

Glossary

Further Reading

Useful Addresses

Useful Website Addresses

Index

OEBPS/images/cover.jpg
I
WTI[E
i

REVISED AND UPDATED 4th EDITION

‘One of the best guides | have come across,
aimed squarely at the UK user.”

HEADER SU0TE

PAUL Mebict

g s by





OEBPS/images/title1.png
01

DDDDDDDDDDDDDDDDDDDDDDDDDDD

how!obooks





OEBPS/images/title.png
oW 10
e a )
hatworks





