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What is a CV / Résume? o

CV (Curriculum vitae) or résumé s a It is a kind of packaging that you prepare to
written text that describes you to the make yourself noticed by business entities
business community in a certain format. and sell your competencies to them.

CVis not a guarantee of a good job. Itis just
a summary that will help you stand out
from the other candidates and be noticed.

How Should a CV / Résumé Be?

CV should be concentrated and brief.
CV should only include true / real information about you.
CV should help the reader to visualize / picture you outside of work.

€@ Justasthereis more than one position that suits you, different CV formats should be
prepared according to the positions.

In the CV, reverse chronological method should be followed and all the information in
the CV sections should be written from top to bottom in reverse order of occurrence,
listing the most recent information first.

@ CVshould always be kept up to date. ISU @MER
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Points to Considerina CV Text &

The firstimpact is very important. A professional If necessary, bold or italic font can be used.
and stylish format should be used.

€ A4size and one-sided paper should be used. 4@ Fontsthatare easy-to-read such as Times New
Roman, Arial and Calibri should be used.

It should be maximum 2 pages long. ¥ Fontsize should be between 10-12.

@ Spelling and grammar should be checked. We recommend that your CV include a passport-size

photo.
I_ist'J @MERJ
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Sectionsof CV-1

Education

Personal Info Work Experience

U You should write
ashort
paragraph in
which you will
indicate your
personal career
objective and
explain your
characteristics
suitable for the
position you
apply for.
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Sectionsof CV-2 o

References

Activities Certificates —  Interests /| Hobbies —

\,
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Suggestions to Prepare a Good CV e

Easy-to-read, well organized, concise / brief
and professional format

One-page-long CV in your student life and in
the first 3-5 years after graduation

Using enough spacing between CV sections
for easy reading

Your current address (could be your school /
dormitory / home address), an up-to-date
telephone number and a professional e-mail
address where they can reach you

0000

Hard-to-read fonts

Spelling mistakes and typos, grammatically
incorrect sentences

Exaggerated and false information

Unprofessional photo and / or format
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What is a Cover Letter? e

Cover Letter is a cover page inserted in front of your CV. It includes;
U Why you are applying for the position,
U Why you are suitable for the job,

U Your career objective and goals.

How to Write a Cover Letter

Ql First, ask yourself what the needs are of the company to which you will send your CV. ‘
U Think of your features that can add value to this company and and briefly explain them.
U Write down why you are applying to this company and the information you have about the company / position.
U Your letter should be maximum one page long (3-4 paragraphs). Try to explain yourself briefly.
U It is important that you customize your letter for each position / company you are applying for.
U You have to create the opinion "This candidate is different from the others " in the employer.

U You have to persuade the reader to have a look at your CV. x
»
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Contact info:

Istinye University Career Office
kariyerofisi@istinye.edu.tr

Umur Calikoglu: ucalikoglu@istinye.edu.tr
Buse Naz Yilmaz: busenaz.yilmaz@istinye.edu.tr
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