Tips for Press work
Readability

- keep uniform look, font size may vary, make limited use of italics or bold to highlight key competencies 

- make it max 2 pages in the requested format (for Europass 3 pages max)

- avoid sentences, use precise expressions and active (transitive) verbs

- always send in PDF format

Presentation

- add a current formal photo so they will remember you

- put the month and year of your CV in the footer of your CV  in case the company saves it in a database

- plus in the footer the page number as Page 1 of 2 and CV of YOUR NAME so second page won't be lost

- write your phone number with country prefix

- include working professional email address which will be yours later (school or office email can change)

Structure

- general structure: Objectives/Personal statement/Highlight of qualifications, Personal info, Education, Experience, Language, Extracurricular activities/Volunteer activities, Computer skills, Interests, References

- check the usual customs for CV format/content for the particular country, e.g. in UK you never put your photo, nationality and date of birth

- Highlight of qualifications e.g. highly relevant university degree or specialisation; proven research experience in the area required; or the fact that you speak perfectly all three languages required for the post.

- use the time-line from most recent towards the oldest, write starting and ending dates, location

- at academic history, list key elements of the Master or PhD programme (focus of studies)

- if you have little professional experience (recently graduated) list "Awards and achievements" such as scholarships, honours, contests you participated in and what you achieved

- if you had relevant trainings or other type of competence building that reveals specific qualifications and interests - you can have a few entries (or even a separate section) on that

- list extracurricular activities such as volunteer work, membership in professional bodies

- list a few interests at the end and try to link them to the specific characteristic or quality that you want to stress. E.g. “I enjoy expressing my creativity through writing/acting/painting”

- with education and particularly job entries, put your clear responsibilities and achievements, i.e. produced 5 reports

Adaptability

- adapt your CV to the job requirements e.g. irrelevant or very old job experience can be omitted

- in case you have diverse relevant experience use the header “Relevant Experience” followed by a subheading 
indicating the first area of expertise, for instance “Project and Programme Management”. A second subheading (e. g. “Policy and Governance”) further down can be used to list your second area of expertise. Try to limit it to two subheadings.

- if you are applying for publisher, editor or academic positions definitely list Publications

- if you are a designer or applying for a creative job you can give a hint of your creativity with a stylish layout but do not let the design take all the attention from the content

Language

- list your native language, no matter how small country you are from

- when putting your language knowledge, you can indicate what sort of scale you use, for example “fair - ability to hold conversation on casual topics” “good - ability to hold conversation in most professional situations”, etc.

- You can use the official 
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Grammar

- make a clear name for the files - Good: CV_Kate_Maddy and Cover_letter_Kate_Maddy Bad:: CV_final3, CV_template 

- use past tense for previous jobs and continuous tense for ongoing tasks

- avoid using acronyms, if you do so, include the complete name the first time you mention it

- avoid spelling mistakes, grammatical errors; ask someone to proofread it for you

Absolute DON’Ts

- unprofessional email address (e.g. pussycatdolls@hotmail.com, anne18@freemail.net)

- sending with empty email body, always write a little introduction that could show professionalism

- lying about experience, language knowledge etc. if it turns out in an interview it's very embarrassin.

06.08.2011, ETS Festival Ziegenhain, Stepan Cerny, YMCA CZ

Cover Letter 

Readability

- The letter must be suited for a quick read

- Use spacing in order to enhance readability 

- Avoid long sentences. 

- Use key phrases in the beginning of the paragraph to introduce your main point

- Align addresses to the left and right, respectively

Presentation

- Always send the letter in PDF format, just like the CV

- Never longer than one page

- Use a certain template for a neater look

Structure

- Addresses: Sender (upper right corner) ; Addressee (below the sender, left hand side)

Ideally 3 paragraphs: 

- First paragraph: express and motivate your interest in the position

- Second Paragraph: motivate your suitability for the job 

- provide relevant examples from your experience that best fit the job description: specific tasks/publications/ research interests

- provide results where suitable

- avoid being redundant: your letter should complement your CV

- Third paragraph: closing remarks:


- express interest in further contact

- express availability (email / telephone)

Adaptability

- Use only relevant (preferably recent) examples that make you fit for the job
Language

- A quick read implies efficient wording

- Key phrases to start paragraphs indicate good writing skills in particular

- Avoid jargon, unless it is a technically-oriented position

Grammar

- Spell check before sending

- Pay attention to tense use, punctuation and linking words

- When unsure, check with a second reader

Absolute DON’Ts

- Stuffy / crammed look, lengthy paragraphs
- Abusing  word use - keep it simple and professional

- Colloquial language

- Lying about job experience

