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CURRICULUM VITAE

	Name:


	

	Address:


	

	Home phone:


	

	Work phone:


	

	Cell phone:


	

	Email Address

work:

home:


	


IMPORTANT POINTS TO REMEMBER BEFORE STARTING!

· Resumes should be 6-7 pages long.

If it’s under that you probably aren’t offering enough information.

If it is more you are probably putting in too much irrelevant detail.

· The greatest detail in your resume should be on the work you have done in the last 1-3 years. This is because it is the work you have done RECENTLY that you are usually leveraging off to secure your next position. 

· Using the STAR Approach :
Your CV should follow the STAR format – Situation/ Task, Action, Result 

By using the Star approach will assist you when you confront a Behavioural Interview situation that is frequently used by Government Depts and Corporate clients.

Situation/ Task – This part sets the scene and provides the context of your example .

Action – This part should be approx 80-90% of your CV.  It is where you tell the steps you took in the example you are giving.  The CV will use the word “I” a lot.  This is because they are interested in your actions within the specific circumstance.

Result – This part of your CV that tells what happened in the end.

So essentially you are recounting a specific situation.  

(By specific we mean that the panel does not want a general response about what you would do or have always done.)

Try to keep your examples as recent and relevant as possible.

The best prep you can do is to review the Competencies in the Job Profile, consider the bullet points and think of specific times when you have exhibited those actions.

SO, to keep your resume a document that is both relevant AND manageable in size, offer much less detail on the work you did more than 3 years ago. 

TECHNICAL SUMMARY
NOTE: this section applies to those who are IT technical specialists in development or infrastructure.

Those who are Business Analysts or who are in project management or operational management roles WON’T need this sort of technical summary.

For the technical specialists:

You should group your technical skills together in sets e.g. all your programming language skills in one set, your database skills in another, your operating systems skills in another, etc. 

For Infrastucture specialists please refer to Ratings in the Infrastructure section for guidance.
NOTE: only list the technologies that are currently supported. The only time you would list older technologies is if they are specifically asked for in a job advertisement. 

Example:

	Programming languages
	Skill rating 

(1-10, 10 being highest)
	Years of Experience

	· MS .net
	7
	2

	· Java
	6
	3

	
	
	

	Databases
	
	

	· SQL Server V 7
	8
	8

	· Oracle
	5
	3

	· Sybase
	3
	2

	
	
	

	Operating systems
	
	

	· Windows 2000
	7
	7

	· Windows XP
	5
	3

	· Novell Netware
	4
	2

	
	
	

	Tools
	
	

	· SQL
	7
	5

	· WinRun
	2
	0.5

	· Rational Unified Product
	8
	4

	· Automated testing tools
	5
	2

	· Crystal reports
	5
	1


Employment History

Most recent position goes first.

Your current and most recent positions should include the greatest level of detailed description in your employment history. (If you left your last career position as a result of say, redundancy, and that was some months ago, make a brief note of that fact. Also note what you have been doing since then e.g. "travelling in Europe, casual work waiting tables at ……., office temping assignments for ………. or whatever you believe is appropriate. The thing to avoid at all costs, though, is leaving an unexplained gap in your resume). 

The greatest emphasis in your employment history should be the work you have done in the last 3 years.

You want a potential employer to understand a great deal about your recent experience. It's the way you will convince an employer that you are a strong candidate for the role they are seeking to fill. 

Dates:
month/year started - month/year finished or "till present"

Organisation:
include city you worked in AND country if outside NZ

Offer a simple description of the organisation that is one or two sentences long. What they do, how many people they employ worldwide, how many people they employ in the branch/office you work/ed in, annual $$ turnover if it’s a commercial organisation.

Position:


Reported to:
title (but NOT the name) of the manager you reported to

Responsibilities:
describe what your role involved 

ABOVE ALL, paint a picture for the reader so that they understand the scale, depth AND range of work you have done.

NOTE: only put in discussion of the sections relevant to you. 

Infrastructure specialists

Give an outline of the technical environment that you were working in, e.g. Windows 2000 operating system, Windows XP on desktop, UNIX.

How many users were you supporting?  What was your role in the environment? If you were carrying out, say, network or systems administration, what did you cover? Note your involvement in areas like Active Directory, MS Exchange, firewalls, security, group policy etc. Note the number of the number of people in our own team.

Give a description of any network or systems PROJECTS you were working on – what was your role, how long did the project last, how many people in the project team?

Ratings

The following is a guide to the tasks associated with each grade and is provided to assist you in your self-assessment

1 – Open and install product
2 – 4 Understand configuration and breadth of product
5-6 has installed in commercial environments and in commercial use, product depth growing
7-8 Full understanding, dripping with knowledge, can architect the solution
9-10 2+ years’ commercial experience/implementation and support
Development

If you were actively involved in development work, in say VB.net DON’T limit your description to ‘programming in VB.net”. DESCRIBE in detail what type of programs you wrote. 

If you developed in an n-tier environment, make sure you cover the layers you developed in. Make a note of the size and complexity of the programs.

Testing

If you have used automated test tools make sure you describe your experience in this area.

Describe the TYPE of testing you have done e.g. regression, UAT etc.

Business analysis

The requirements for describing what you have done are similar to those noted in the project management description. 

You should make sure that you note the use of any modeling tools such as Rational.

Project Management

Be very clear about the size, duration, scope and budgets involved in projects completed.

Be specific about what YOU actually did in the project and DON’T limit your description to what the project itself was about.

Include details of any major projects, how many people were in the team, duration and other areas of the organization you had to work with.

Put emphasis on your most recent projects and your most notable. If you have any project management qualifications or strong methodology knowledge, note them here and in your educational area.

Be specific - spell it out! 

And never, ever think that the reader being an information technology professional will automatically mean that they will assume that since you did X, you've also automatically done Y.  More likely, if you don't spell it out, they'll assume you haven't done it.
Technology used:
List the technologies you used in this particular position, noting the ones 
you used most often first, and least often last

Major achievements:
Briefly note any successful projects you contributed to or any ideas you 
offered or implemented that had a positive outcome

THEN follow the same process as above for the positions you have held prior to your most recent role. 

You should list ALL of your employment history.  However, the less recent work needs to offer less detail. 

REMEMBER - most of the time, it's your most recent position that will provide the basis for your next role, so that's where the most emphasis should go. IF you have been in your present role for less than two years, put an equal amount of detail into describing the role you did prior to that one.

Once you are going back more than 4 years in your work history, you can afford to offer the bare bones of data. So note your employing organisation and the city you worked in, dates you worked there and your position. 

EDUCATION/QUALIFICATIONS

Completed qualifications:

Institution:


City/Country:


Qualifications:


Year completed:

Partially completed qualifications:
Describe what you are studying for, and when you expect to sit the final exam to gain the qualification.

TRAINING COURSES ATTENDED:
ONLY list the ones you have attended within the last two years.

PROFESSIONAL MEMBERSHIPS

HOBBIES/INTERESTS
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