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Recruiters take around six seconds to review a CV, so these tips can help get you noticed: 

 Your CV should be easy to read and free of spelling and grammar mistakes.  

 If you decide to include a photograph it should be head and shoulders, you should be 

dressed suitably and smiling and does not make you look like a rock star.  

 Use action words such as developed, planned and organised.  

 Try to match your skills to the job. A finance job will involve numeracy, analytical and 

problem solving skills so focus on these whereas for a marketing role you would place more 

emphasis on persuading and negotiating skills. 

 Even work in a shop, bar or restaurant will involve working in a team, providing a quality 

service to customers, and dealing tactfully with complaints.  

 Don’t forget or underestimate your volunteering experience and extra-curricular 

activities. Work experience does not have to be paid to be relevant and frequently is one of 

the main ways to build up work experience.   

 Use reverse chronological order so potential employers can immediately see what you're 

doing now and have been doing recently.  

 Say if you were the netball/football team captain at school, as it shows you are competitive. 

 List your achievements in 2-5 bullet points per job/experience, saying how you contributed 

or supported the team, projects, etc. finished the project early, on time, under budget, etc. 

 Use white space to highlight your goals and qualifications, but be careful not to leave holes 

between pieces of information in your CV. Check by printing it before your send it. 
 If a company is interested in you, they’ll look you up, so include a link to your professional 

online profile (eg Linkedin) so they see what you want them to see. 

 Make sure you regularly check the email address on your CV.  

 When you send your CV to a prospective employer, put your name on it: Rossi Francesca 

CV.  Don’t ever send it unnamed or call it CV in English, My CV, My CV in English, etc.  

 

Check list 

Yes No 

CV file named: CV Rossi Francesca  CV in English, Europass CV in English, RF CV 

CV is under 300k 1 MB, 2 MB, etc 

My CV reflects the skills and requirements in the 
job/internship profile 

My CV is good for any profile 

Put Skype address on CV because I know my interview 
will be on Skype 

I don’t have a Skype account 

Ask to connect to the company on Skype a week or 
several days before my interview 

Ask to connect to the company on Skype a few 
minutes before my interview  

Cover letter written to the person who will be reading 
my application 

Dear sir/madam - because I don’t have time to 
check the name 

http://www.businessinsider.com/heres-what-recruiters-look-at-during-the-6-seconds-they-spend-on-your-resume-2012-4
https://www.kent.ac.uk/careers/cv/actionverbs.htm
https://www.kent.ac.uk/careers/compet/skillquest.htm
https://www.kent.ac.uk/careers/tests/mathstest.htm
https://www.kent.ac.uk/careers/sk/problem-solving-skills.htm
https://www.kent.ac.uk/careers/sk/persuading.htm
https://www.kent.ac.uk/careers/sk/teamwork.htm
https://www.kent.ac.uk/careers/sk/excellence.htm
https://www.kent.ac.uk/careers/sk/excellence.htm
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Have a look at this example CV and the comments next to it. 
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University of Kent Careers and Employability Service 
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Skills Map  

The skills on this map represent what employers look for in a business student. Do you have any of 

these skills on your CV? Can you add some?  What examples can you make? What are your 

strengths and weaknesses? What areas do you need to work on? 

 

 

Interviews  
 

You must show you: 

 know something about the company, what they do, their website, Linkedin profile, FB page 

 understand what they are looking for (put yourself in their shoes) 

 are keen and want to learn 

 have a plan, 3 month internship, masters, work abroad, etc … 

 can work alone and in a team 

 can keep a conversation going 

Ask yourself. Why should they choose me?  

    

 

          

   

 

Why me? 
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E U R O P E A N  
C U R R I C U L U M  V I T A E  

F O R M A T  
 

 

PERSONAL INFORMATION 
 

Name 

Address 

Telephone 

E-mail 

                                           Skype: 

Nationality 

Date of birth 

 Name surname 

home address, Turin - Italy 

+39 mobile phone number 

xx.xx.1992@mail.com 

Skype ID 

Italian 

xx/xx/92 

 

 

 

 

 

 

WORK EXPERIENCE 
  

• Dates   Since 2010 

• Name and address of employer  Solo i migliori srl,  

xxxxxxxxxxxxxx Torino - Italy 

• Type of business or sector  Manufacturing company specialised in hand crafted fashion accessories 

• Occupation or position held  Assistant manager 

• Main activities and responsibilities   Design and creation of company web-site (www.soloimigliori.com) 

 Business communication (business cards, flyers, packaging, etc..) 

 Design of new styles 

 Planning and realisation of work space (show rooms, trade fair stands, shop windows) 

 Sales  

 Presenting samples  
 

EDUCATION AND TRAINING 
 

• Date  Since 2009 

• Name and type of organisation 
providing education and training 

• Subjects studied                       

 SAA School of Business– University of Turin, Italy 
 

Economics and Business administration, Marketing, Private law, Public and commercial law, 
Maths, Sociology, Finance, Computer studies, English and French. Lavazza marketing project. 
My electives included “Anti-Discrimination Law” (in English) and “Web Marketing” (in French) 

• Title of qualification awarded  Final year student in business information and communication management.   

   

• Date  From 2002 to 2007 

• Name and type of organisation 
providing education and training 

• Subjects studied 

 Rubinetti Scientific High School, Turin, Italy 

 
Italian and English literature, Maths, Science, Philosophy, History, Arts, English 

• Title of qualification awarded  Diploma (Applied sciences) 

• Level in national classification  90/100 

 

 
  

 

http://www.soloimigliori.com/
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• Date Summer holidays 2004 to 2006 

• Name and type of organisation 
providing education and training 

 ABC School of London, Neal Street 

• Title of qualification awarded  English language courses 

 

PERSONAL SKILLS 
AND COMPETENCES 

 

MOTHER TONGUE  ITALIAN 

OTHER LANGUAGES 

  ENGLISH (B2 LEVEL) 

• Reading skills  Very good 

• Writing skills  Very good 

• Verbal skills  Very good 

Certificates    FCE with merit 

 Trinity College Examination, oral exam 8/12 levels 

 BEC 1 with distinction (acknowledgment of B2 level) 

   

FRENCH (B2 LEVEL) 

• Reading skills  Good 

• Writing skills  Good 

• Verbal skills  Good 

   

Certificates  DFP des affaires 

 

SOCIAL SKILLS 

AND COMPETENCES 

 Thanks to experience at work and university, I have developed my people skills, like listening 
and understanding as well as appreciating the importance of working together. 

 

ORGANIZATIONAL SKILLS  

AND COMPETENCES   

 Having worked since I was a teenager, I am used to working towards goals, being under 
pressure and meeting deadlines. 

 

TECHNICAL SKILLS  

AND COMPETENCES 

 Good knowledge of MS Office and main social networks, Google Analytics, Linkedin.  

I passed the European computer license at High School.  Basic knowledge of photo editing 
software. I make short videos for friends. My Linkedin profile is at ………………. 

 

ARTISTIC SKILLS 

AND COMPETENCES 

 From the age of 6 to 14, I attended an acting course that helped me develop my self-confidence 
and public speaking.  I did ballet for 16 years which taught me discipline, self control and how to 
work in a team. 

 

DRIVING LICENSE 
 

 

 

 I have a car driving licence, but I also ride a scooter. 
 
 

 

 
 

 

 

 

 


