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Making career services work!



CV CHECKLIST
	Use this checklist to assess the quality of your CV

Answer each question by ‘√’ in ‘yes’ or ’x’ in  ‘no’ column
	Yes
	No

	Does your name appear at the top of each page?  Have you included your current address, contact telephone and email details to create a letterhead?
	
	

	Is your Career Objective the first item? Have you used bullet points, have you started each statement with ‘To’ followed with an action verb?
	
	

	Does your Career Objective properly reflect your ambitions and the role you are seeking in employment?
	
	

	Are your strengths and skills listed in order addressing what the advertised job is highlighting as most important?
	
	

	Have you shown practical application when listing those strengths and skills? ie copy typing – 45 wpm – letters, documents, reports
	
	

	Is your most current work experience shown first under the heading Work Experience/Tertiary Education, again listing the skills/tasks the prospective employer is seeking in a priority ranking?
	
	

	Have you listed all community services, voluntary work, professional memberships that will demonstrate your personal strengths and interests?
	
	

	Have you included at least 2 referees who have agreed to be contacted – ideally one is a work-related Manager, the other can be a character reference?  
	
	

	Have you checked the spelling, grammar and all bullet points, tabs etc are exact and consistent?
	
	

	Does your CV tell the prospective employer what you can give rather than what you want?
	
	

	Is it easy to read and laid out with visual appeal – ie using lots of white space, bullet points and clear headings?
	
	

	Does your CV fit on 2/3 pages?
	
	


	Monday – Friday 9am – 4pm term time. J110,JK L Block, South Campus  Ph: 968 8615 for an appointment
                                                                                      ... or just drop in. 
PS: Go to www.manukau.ac.nz/careerscentre and  www.careers.govt.nz for all the career tools you might need!











