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« Purpose of your CV

- How long a recruiter takes to
read your CV

« Where a recruiter looks on the
cV

« What makes a good CV

« What makes a bad CV

« The best structure for your CV
« What to write on your CV

« How to write high impact
sentences

« How to put it all together for a
top performing CV

ALISON BRIGHT
25 Green Street, EC3R 4PG, London, UK
Tel: 44 72365278953; email: a.bright02 @gmail.com

EDUCATION

London School of Hygiene and Tropical Medicine, MSc Nutrition for Global Health 2017-2018

Modules included: Basic Epidemiology, Statistics for Epidemiology and Public Health, Fundamental Public Health Nutrition, Nutrition in
Emergencies
Di jon: g study the effecti of nutritional intervention in three feeding centres in Yemen

SOAS, BA Development Studies, 2:1 2006-2009
Key modules included: Key Thinkers and Theories in Development, Comparative Studies in Development, Development and Conflict,
Issues in Gender and Development, Non-Gwemmenlal Omgamsatlons Developmenl and Change

Dissertation: A post-colonial of d P inter Africa during the 1960s

Fenchurch Academy, A levels 2004-2006
Government and Politics (A), Economics (B), French (B)

EXPERIENCE

Action on Hunger, Project Manager, Senegal Oct 2015-July 2017

Action on Hunger runs short-term feeding projects in conflict areas and long-term partnerships to bring about sustainable solutions in
areas with vulnerable food supply chains. Skills gained include:
* Leadership: as leader of a team of six | was responsible for determlnlng the strategic direction of a long-term project in
Easiem Senegal, Includlng securlng buy-in from donors and the NGO's head office team
« M ing and eval lished a robust framework for evaluating the project’s outputs, leading to three years’
renewed fundlng after the initial one year grant
+ Building partnerships: The Action on Hunger model is based on partnering with local or
warklng relanonshlps with Incal workers across the ten areas for which | was responsible
. tion: As well as developing relationships with local community leaders | reported directly to donor agencies, with
my monthly reports directly contributing to the renewal of our funding

1s and | d

d strong

Green Shoots, Programme Worker Dec 2009-Sept 2015
Green Shoots is a small NGO working in Sub-Saharan Africa to facilitate ity-led agricultural projects. | was placed in eight
different locations ﬁ::rpenuds of 1-6 months each, also spending periods of time in the London head office.
* Cross-cul ion: | was responsible for guiding and training new members to ensure all our activities and
interactions were culturally sensitive
« Building relationships: | was based at a new project in an area where Green Shoots had not previously worked, which
involved quickly establishing trust and good relationships with the local community
+ Organisational skills: When | was at the London head office | supported the teams at all our locations, acting as first point of
contact for any problems, dealing with queries where appropriate and escalating to senior managers where needed

P s in Devel Vice-President Sept 2007-May 2009
Partners in Devaiopment is a student-led society which builds links between SOAS students and NGOs to facilitate knowledge exchange
hrough student volunt ts and activities

VP
+ Empathic skills: Internship intermediary for 3 and 4" year academic students through listening to students' preferences and
assisting them in finding a placement
+  Publicity and marketing: Edited the society's weekly newsletter, ran social media igns to p our activiti
amongst students and potential partners
+  Negotiation: as Vice-President | was responsible for managing relationships with our link NGOs and encouraging them to
offer placements to students

Primark, Cust Service Assi Nov 2006-Aug 2008
. G ication skills: resolved customer queries and complaints
+*  Working under pressure: dealt courteously with customers of all ages and outlooks within an extremely busy store,
consistently meeting sales targets

ADDITIONAL INFORMATION

Languages: English (Native), French (Fluent spoken/intermediate written) Spanish (Conversational)
IT Skills: Good knowledge of MS Office (Word, PowerPoint & Excel) and SPSS

INTERESTS

Field hockey, running, winter sports, reading, social activities with family and friends, music, travelling

REFERENCES ON REQUEST
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« To get you through to the next stage of the
recruitment process

 Give recruiters what they want...
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7.4 Seconds

Source: Eye-Tracking Study, L adders 2018


https://www.theladders.com/static/images/basicSite/pdfs/TheLadders-EyeTracking-StudyC2.pdf
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Recruitersscan the left side
of the CV evenly, picking out
titles and reading
supplementary information
as necessary
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Clear, simple layouts with clearly marked section and title
headers - recruiters spend more time focusing on job titles
than on any other element

Layouts that take advantage of F-pattern and E-pattern
reading tendencies e.g. bold job titles supported by bulleted

lists of accomplishments

An overview or mission statement at the top of the first
page of the resume

Clear fonts



"Good" Example
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Recruiters did not
spend significant
amounts of time on
any one element.
Rather, they
scanned the left side
of the resume
evenly, picking out
titles and reading
supplementary
information as
necessary.
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« Cluttered look and feel, characterized by long sentences, multiple
columns, and very little white space.

- Poor layout that did not draw the eye down the page i.e. little use of
section/job headers to catch the eye

- Evidence of keyword stuffing—while this strategy can help for
automated resume screening, a successful resume will ultimately have
to be read by a real person. So keywords should be presented in
context
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What is the best structure

Name & Contact Details

Mission statement (2-3
lines, who you are, what
you're looking for)

Relevant Experience (Job
title, Organisation, Location,
Dates, Skills gained,
Evidence, Quantification,
Achievements)

Education &
Qualifications

Additional skills (e.g.
Software, Languages)

Interests (if they match the
job description and add
value)

1-2 pages (max)
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ALISON BRIGHT

25 Green Street, EC3R 4PG, London, UK
Tel: 44 72365278953; email: a.bright02 @gmail.com

EDUCATION

London School of Hygiene and Tropical Medicine, MSc Nutrition for Global Health 2017-2018

Modules included: Basic Epidemiology, Statistics for Epidemiology and Public Health, Fundamental Public Health Nutrition, Nutrition in
Emergencies
Di jon: g study the effecti of nutritional intervention in three feeding centres in Yemen

SOAS, BA Development Studies, 2:1 2006-2009
Key modules included: Key Thinkers and Theories in Development, Comparative Studies in Development, Development and Conflict,
Issues in Gender and Development, Non-vaemmenlaI Omgamsatlons Developmenl and Change

of d <,

Dissertation: A post-colonial P inter Africa during the 1960s

Fenchurch Academy, A levels 2004-2006
Government and Politics (A), Economics (B), French (B)

EXPERIENCE

Action on Hunger, Project Manager, Senegal Oct 2015-July 2017
Action on Hunger runs short-term feeding projects in conflict areas and long-term partnerships to bring about sustainable solutions in
areas with vulnerable food supply chains. Skills gained include:
* Leadership: as leader of a team of six | was responsible for determlnlng the strategic direction of a long-term project in
Easlem Senegal, Includlng securlng buy-in from donors and the NGO's head office team
« M ing and eval lished a robust framework for evaluating the project’s outputs, leading to three years’
renewed fundlng after the initial one year grant
+ Building partnerships: The Action on Hunger model is based on partnering with local or
warklng relahnnshlps with local workers across the ten areas for which | was responsible
. tion: As well as developing relationships with local community leaders | reported directly to donor agencies, with
my monthly reports directly contributing to the renewal of our funding

1s and | developed strong

Green Shoots, Programme Worker Dec 2009-Sept 2015
Green Shoots is a small NGO working in Sub-Saharan Africa to facilitate ity-led agricultural projects. | was placed in eight
different locations lorpenuds of 1-6 months each, also spending periods of time in the London head office.
* Cross-cul ion: | was responsible for guiding and training new members to ensure all our activities and
interactions were culturally sensitive
« Building relationships: | was based at a new project in an area where Green Shoots had not previously worked, which
involved quickly establishing trust and good relationships with the local community
+ Organisational skills: When | was at the London head office | supported the teams at all our locations, acting as first point of
contact for any problems, dealing with queries where appropriate and escalating to senior managers where needed

P s in Develof Vice-President Sept 2007-May 2009
Partners in Development is a student-led society which builds links between SOAS students and NGOs to facilitate knowledge exchange
hrough student volunt ts and activities

VP
+ Empathic skills: Internship intermediary for 3 and 4" year academic students through listening to students' preferences and
assisting them in finding a placement
+  Publicity and marketing: Edited the society's weekly newsletter, ran social media igns to p our activiti
amongst students and potential partners
+  Negotiation: as Vice-President | was responsible for managing relationships with our link NGOs and encouraging them to
offer placements to students

Primark, Cust Service Assi Nov 2006-Aug 2008
. G ication skills: resolved customer queries and complaints
+*  Working under pressure: dealt courteously with customers of all ages and outlooks within an extremely busy store,
consistently meeting sales targets

ADDITIONAL INFORMATION

Languages: English (Native), French (Fluent spoken/intermediate written) Spanish (Conversational)
IT Skills: Good knowledge of MS Office (Word, PowerPoint & Excel) and SPSS

INTERESTS

Field hockey, running, winter sports, reading, social activities with family and friends, music, travelling

REFERENCES ON REQUEST




LONDON

How do you know what to write on your CV ik

&TROPICAL
MEDICINE

* Take the job description/ person specification...

What we're looking for:

. minimum predicted 2.1 degree in any discipline. Those from numerate
disciplines are especially encouraged to apply

. research and analysis skills

. project management skills

. organisational skills to meet deadlines and work under pressure

. presentation and influencing skills

. leadership and teamwork skills
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* Reverse engineer the information from the 'person spec' and map it directly onto
your CV

Person Specification section
of JD

What we're looking for:

1sc|pllnes are especially e
research and analysis skills

arganisational skills to meet deadlines and work under pressure
presentation and\influencing skills
leadership and teamwork skills

Your CV
\ﬁducation

rsity College London — M5c Management 2017-present
r masters course that covers the key areas of accounting; finance; organisational behaviour;

llege London — BA Geography 2014-2017 Achieved Grade 2.1

MMy degrae dealt with the impact of human beings on the environment especially in relation to consumer
nd huw it can be influenced. Relevant final year options: the effect of IT on post industrial

i 0 echnlques and project management units. Relevant skills gained:

8d a questionnaire and analysed around 200 ‘in-person’ and
monses. Utilised complex statistical techniques (SPS5) to analyse data as
well as creating excel-based pivot tables and graphs. Incorporated supporting results into a 40-
page dissertation report on issues relating to immigration.
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Table of Contents

Ability to INTIUENCE c.oniiiii i e cee e s s na e aat 4
Accountability ..o e 5
Applied Learning ... ..o e e a e 6
Attention to Detail ..o 7
Building a High Performing Teaml ... e s v saeaaea 8
Use the Harvard s o :
Building Trust ...... 10
- - Communication SKills ... 11
Continuous Learming ... ..o s e e as 12
n I V e r S I 2 Customer FOCUS ..o e 13
Diecision Making. ...t aa e aa s eaanaas 14

Delegation...... [

( :O m et enc Detvers Resuts

Embraces Change ................ccoeeueee.. s e 17

TNMOWVATIOMN - Lol it iiiieaiieiiiiaiiaiiiiaiiieianaas 18

Dictionary to e :
identify and

showcase your

Uses appropriate interpersonal styles and techniques to gain op of ideas or plans. Effectively
explores ali ives to reach that gain the support and acceptance of others.

relevant skills

*  Opens discussions effectively — Describes expectations, goals, or requests in a way that provides
clarity and excites interest.

PERFORMANCE MANAGEMENT PROCESS

¢ Develops others’ and own ideas — Presents own ideas; seeks and develops suggestions of others.

¢ Builds support for preferred alternatives — Builds value of preferred alternatives by relating
them to others’ needs; responds to differing views by emphasizing value; articulates problems
with undesirable alternatives.

e Facilitates agreement — Uses appropriate influence strategies (such as demonstrating benefits or

giving rewards) to gain genuine agreement; persists by using different approaches as needed to
gain commitment.



https://hms.harvard.edu/sites/default/files/assets/Sites/HR/files/Harvard%20University%20Competency%20Dictionary%20FY14%20-%20final.pdf
https://hms.harvard.edu/sites/default/files/assets/Sites/HR/files/Harvard%20University%20Competency%20Dictionary%20FY14%20-%20final.pdf
https://hms.harvard.edu/sites/default/files/assets/Sites/HR/files/Harvard%20University%20Competency%20Dictionary%20FY14%20-%20final.pdf
https://hms.harvard.edu/sites/default/files/assets/Sites/HR/files/Harvard%20University%20Competency%20Dictionary%20FY14%20-%20final.pdf
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Skill: Evidence + Quantification

Project management: designed
and delivered an impact strategy
work package for €4m innovation

grant with the European
Commission




Putting it all together looks something like

this

ALISON BRIGHT
25 Green Street, EC3R 4PG, London, UK
Tel: 44 72365278953; email: a.bright02@gmail.com

EDUCATION

London School of Hygiene and Tropical Medicine, MSc Nutrition for Global Health 2017-2018

Modules included: Basic Epidemiology, Statistics for Epidemiology and Public Health, Fundamental Public Health Mutrition, Nutrition in
Emergencies
Di )

g study the i of nutritional intervention in three feeding centres in Yemen
SOAS, BA Development Studies, 2:1 2006-2009
Key modules included: Key Thinkers and Theories in Development, Comparative Studies in Development, Development and Conflict,
Issues in Gender and Development, Non-Gi ital Organisati ] and Change
Di tion: A post-colonial t of devel interventions i sub-Sah Africa during the 1960s
Fenchurch Academy, A levels 2004-2006
Government and Politics (A), Economics (B), French (B)
EXPERIENCE
Action on Hunger, Project Manager, Senegal Oct 2015-July 2017

Action on Hunger runs short-term feeding projects in confiict areas and long-term partnerships to bring about sustainable solutions in
areas with vulnerable food supply chains. Skills gained include:
* Leadership: as leader of a tearn of six | was responsible for determining the strategic direction of a long-term project in
Eastern Senegal, Includlng securlng buy-m from donors and the NGO's head office team

+ Monitoring and lished a robust framework for evaluating the project’s outputs, leading to three years’
renewed fundlng after the initial one year grant
+ Building partnerships: The Action on Hunger model is based on partnering with local organisations and | developed strong

working relationships with local workers across the ten areas for which | was responsible
+ Communication: As well as developing relationships with local community leaders | reported directly to donor agencies, with
my monthly reports directly contributing to the renewal of our funding

Green Shoots, Programme Worker Doc 2009-Sept 2015

Green Shoots is a small NGO working in Sub-Saharan Africa to facilitate ity-led agricultural projects. | was placed in eight

different locations for periods of 1-6 ths each, afaospendmgpemdsofﬂmemmemndmheadoﬂ'me

Itural ication: | was responsible for guiding and training new members to ensure all our activities and
interactions were culturally sensitive

+ Building relationships: | was based at a new project in an area where Green Shoots had not previously worked, which
involved quickly establishing trust and good relationships with the local community

+ Organisational skills: When | was at the London head office | supported the teams at all our locations, acting as first point of
contact for any problems, dealing with queries where appropriate and escalating to senior managers where needed

+ Cross

P. s in Devel Vice-President Sept 2007-May 2009
Partners in Devaiopmen”s a student-led society which builds links between SOAS students and NGOs fo facilitate knowledge exchange
gh student volunt, ts and activities

« Empathic skills Internship intermediary for 3 and 4™ year academic students through listening to students' preferences and
assisting them in finding a placement

*  Publicity and marketing: Edited the society's weekly newsletter, ran social media igns top our activiti
amaongst students and potential partners

= Negotiation: as Vice-President | was responsible for managing relationships with our link NGOs and encouraging them to

offer placements to students
Primark, Cust Service Assi Nov 2006-Aug 2008
. G ication skills: resolved customer queries and complaints

+*  Working under pressure: dealt courteously with customers of all ages and outlooks within an extremely busy store,
consistently meeting sales targets

ADDITIONAL INFORMATION

Languages: English (Native), French (Fluent spoken/intermediate written) Spanish (Conversational)
IT Skills: Good knowledge of MS Office (Word, PowerPoint & Excel) and SPSS

INTERESTS

Field hockey, running, winter sports, reading, social activities with family and friends, music, travelling

REFERENCES ON REQUEST
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e (CVs section on LSHTM Moodle here

o Example CVs

olnformation sheets

oTip videos

oThese workshop slides & recording

« CVVideo (UCL Careers): 8 Steps to a Spectacular CV

« Skills dictionary from Harvard here


https://ble.lshtm.ac.uk/mod/page/view.php?id=187030
https://www.youtube.com/watch?v=7HBiUi8PbzI
https://hms.harvard.edu/sites/default/files/assets/Sites/HR/files/Harvard%20University%20Competency%20Dictionary%20FY14%20-%20final.pdf
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« Clinton Health Access Initiative (CHAI) - Careers Information
Session, Fri 23 Feb 13:00-13:30(online)

* Alumni panel: working with UN and other international
organisations - Mon 4 Mar 17:30-19:00

* Interviews - Tues 12 Mar 13:00-13:30, repeated Fri 15 Mar 13:00-13:30

See the Careers Moodle page 'Forthcoming workshops and events'
for full information.



https://ble.lshtm.ac.uk/course/view.php?id=1070&section=3

LONDON

SCHOOLof

We value your feedback CrrOmONT
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Please complete the feedback form - the link is in the

chat

box! https://forms.office.com/Pages/ResponsePage.aspx?id=0akKtcild7U6xIPh0
V3cUnib6FT5JU2IKm1h1jmhk5TFUQTNBQ1gyMkZNTEdINjBKMOtJQjQ3MINTSY
4u

Thank you for your time!

And now let's move to
your questions.....



https://forms.office.com/Pages/ResponsePage.aspx?id=oaKtcild7U6xlPh0V3cUnib6FT5JU2lKm1h1jmhk5TFUQ1NBQ1gyMkZNTEdINjBKM0tJQjQ3MlNTSy4u
https://forms.office.com/Pages/ResponsePage.aspx?id=oaKtcild7U6xlPh0V3cUnib6FT5JU2lKm1h1jmhk5TFUQ1NBQ1gyMkZNTEdINjBKM0tJQjQ3MlNTSy4u
https://forms.office.com/Pages/ResponsePage.aspx?id=oaKtcild7U6xlPh0V3cUnib6FT5JU2lKm1h1jmhk5TFUQ1NBQ1gyMkZNTEdINjBKM0tJQjQ3MlNTSy4u
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