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			Preface

			While working  with  young  people  as  a careers coach,  helping them to ﬁgure out their next step and supporting them through their challenges,  I  recognised that  when they  asked me  about how to write their  ﬁrst  ever CV, I  would take  them through  the process that I  am going  to share  with you  in this book.  What is often a really daunting task – selling yourself on the page – can be  introduced in a very creative way  so that you can transform the skills that you have accumulated to produce a workable CV that will hopefully secure a part-/full-time job, a voluntary opportunity, or some  work experience. This book will therefore relate  to you  if you  have never created  a CV.

			I am always  seeking out books  that I can add  to the library  and yet I ﬁnd there are  few books  that relate to starting from scratch. Yes, there  are  a handful of books  geared to the ﬁrst timer, but greater   quantities   of   the   titles   out   there   are  geared  to developing your  CV further, for undergraduates, postgraduates and  professionals.  Contained  in this mix is a selection  of  small handbooks that  are  put  together  by  schools,  careers services and specialised companies, including online information, which tend  to be  focused on how  to  build  a chronological CV, with little or no discussion about integrating skills and strengths into it.

			I  don’t  sit  in this  camp.

			From where  I sit, young  people, who don’t necessarily have an employment history, can still enthuse about, declare and portray the strengths  and  skills they  have gained  from  their  life into a CV document,  the  diﬀerence being  that  their  reference point might  start from their school  life  and  local  community.  This  is known as your  ‘frame  of  reference’.

			The  same would  be  true  if you  were  creating  your  CV having just   been   in  one  job  since  leaving   school   (and  you   were fortunate to secure this without a CV). Your ‘frame of reference’ will be  based around  the  experiences you  have gleaned  from your ﬁrst job, previous educational experience and local community   involvements.  Let’s not forget the  international community, now that the majority of people are  online and interacting  with  forums,  blogs  and sites  all over  the world.

			Consequently, the key is to combine  a timeline of education and work experience, which speaks for itself, alongside skill groups that you choose in order  to summarise your  strengths, abilities, traits, and experience. In this format, you’ll be  selling  yourself – totally. Your  CV will express the  experiences you  have had. They might not be in a work environment, but they still highlight your  characteristics,  uniqueness,  personality and individuality.

			That ’s  all that  you  can  aim to achieve.

			If  you  can  capture these  traits  and  provide evidence to show and prove your  distinctiveness, then you will shine to a potential employer.

			Whoever reads your ﬁnished CV, whether they are  an employer for full-time or part-time work, an organisation or a charity for voluntary placement,  or even a short stint of ad hoc shadowing, you will be able to capture their attention. What you believe are your  strengths  can  be  supported  by  examples  of  how you  can help support  their  small business,  company or organisation.

			As a result,  in thinking all this  through,  I  then began to  break down   the  seven   steps   I   introduce   to   my   students   into   a recognisable formula,  so  that  you  too can  follow  it. Let it be known that this is a creative journey and not just about transcribing educational achievements onto a piece of paper.  You have to dig deep and reﬂect on your own self, asking others for their thoughts too.  You will ﬁnally achieve  a document  that  you will be very proud to show to others – one that sums you up in a great  way.

			The CV market  is awash  with templates. I’m not going  to focus on the template but I’m going to help you discover your own strengths and skills, revealing aspects about your life and experiences to date.

			Templates are  great,  but you have to know what to put in them, right?

			You can  always  ﬁt a template around  the writing. It ’s diﬃcult to do it the  other  way  round.

			So this is aimed  at you. You’re starting from scratch. You might have a few lines of qualiﬁcations and contact details written somewhere on a Word document,  hidden in the depths of your computer.  But that ’s  about  it.

			I  sincerely  hope that  you  ﬁnd this  book  a creative  approach to building  your  CV and  that  you  surprise  yourself  with  who you are  and  what  you  have to  oﬀer. Wishing you  the very  best  of luck as you  progress.

			Julia Dolowicz Liverpool www.juliadolowicz.com

			 

			 

			 

		

	
		
			Foreword

			There are many  strange and  remarkable elements of our education  system  but  nothing  is  more remarkable  than how much  energy and  time  is  spent  by  students,  counsellors and trainers  learning  and developing skills which are never made clear   or  communicated   to   any   prospective  employer.  We spend   hours,  days,   and  even   years learning  things  but  only minutes developing a strategy and document  to make sure that what  we know,  have  learned and  can  do  is  communicated clearly and eﬀectively to prospective employers.

			The  result,  of  course  is  frustration.  An entire  generation  of young  people is unable to bring  all its talents and skills to bear on a competitive and global  job  market.  Many never have the opportunity  to  use their  skills or develop and  apply  what  they have learned.

			Julia Dolowicz has  done  every job  applicant  a huge  favour  by writing this practical,  common-sense approach to creating a CV for  the  very ﬁrst  time.  Schools  and  universities,  for  the  most part, fail  in their  task of teaching  students  how to  create  a CV, which explains not only what they have done but also what they can do. Like a good  CV, this book delivers its message, in part, through its own form.  It  is concise, practical  and to the  point.

			Most  applicants  use a template  to  write  a CV. The  results  are documents that tend to be too long, focused too much on qualiﬁcations and far too little on what the prospective employee can  do for  the prospective  employer.

			Ms Dolowicz’s  experience as  a counsellor,  careers coach  and author  have all contributed  to  the  usefulness of this  innovative book which is certain to help men and women get the jobs that challenge and inspire them.

			Hans van Mourik Broekman

			Principal

			Liverpool  College

			HMC Independent IB World School for girls and boys aged 3-18

			 

			 

		

	
		
			Introduction

			Does this sound like  you?

			First things ﬁrst, it’s important that you’re here because you are creating your ﬁrst ever CV. Before you go any further, does this sound  like you:

			• You’re  currently  still in school  and  want to apply  for work experience.

			• You’re  currently  in school/college and  want to ﬁnd a part- time job – everyone keeps asking you to email your CV. You don’t have  one and you have  no clue  where  to begin.

			• You’re thinking of leaving  school after GCSEs and want to get a job.

			• You’re considering that, after sixth form and/or college, you don’t want to go to university,  but want to ﬁnd a job.

			• You want to ﬁnd and apply for an apprenticeship that you will love.

			• You have  a  job,  which  you’ve had  for a  while,  you  got  it through someone you knew and you now want to ‘move  on’ to another job. You don’t have  any support  with this.

			• You have been  out of the job market for many years, your CV is  pretty  outdated  and  you  don’t know how  to  sell  your strengths  and skills.

			• You are about to leave the services; you have a CV related  to your service career but you are beginning to search for jobs. Ideally, you want help in proﬁling your strengths and skills in a very positive  way  and  ultimately want to ﬁnd out how to transfer  them to a civvy  CV.

			Familiarise yourself with  terminology included in the  book

			CV Curriculum  vitae – (meaning  ‘courses of life’)

			Chronological A record of events  starting with the earliest and following the  order  in which they occurred

			Criteria Standards  for  judging  things

			Employee specification This is a list of criteria, which records what the employer is seeking. It  is often broken down into: Essential criteria (necessary), Desirable criteria (wanted, advantageous)

			Job description Describing the actual role of the job

			Speculative Exploratory. Often we send speculative CVs or letters to introduce ourselves to a employer when there isn’t necessarily a job being advertised

			Proﬁle An outline,  summary    or   overview   of   our strengths, experiences, skills and interests. Usually placed at  the  beginning  of  a CV

			CVs, being employable and the  job  market

			It  can   be  diﬃcult   to  create  a  CV  when  you   have   never attempted  one before.  It’s  even more diﬃcult  when  you  have little  or  no work  history  to  show.  We  are often  told  to create one, because ‘everyone does’.  The art of devising a CV is more about  the  research you  do  beforehand  and  the  types  of  jobs you  are  seeking. The  day  has  gone of  ‘one size  ﬁts  all’  or having   a   single   CV  to   send  to   countless   people.  In this competitive  environment,  it’s just  not  viable.

			Of course  there  are facts  and  information  about  you  that  a potential  recruiter  will want to read  and  this  has  pretty  much stayed the  same for  a long while. Things such as:

			• contact information;

			• education;

			• qualiﬁcations;

			• work history/experience;

			• relevant  skills;

			• personal interests;

			• references.

			For many years, CVs just contained  this information and nothing more. It  was  almost  a list  – in order  of  time,  so  that recruiters could  review where you’d  been and what you’d  done.

			CVs  have  morphed   into  various   formats.   I’m   not   going   to bombard you with all the diﬀerences; instead, I will give  you an overview of the diﬀerent types of CVs and how that is going  to be  relevant  to us, here and now.

			Types  of CVs

			CVs can be written in a number  of ways  and for this seven-step process, I  am going  to be  combining  chronological and skills- based CVs. I also want to share with you the whole new idea of interactive CVs – these  could  also  become  more available  in the recruitment process, especially in these technological years.

			Chronological CV

			In a nutshell,  this means  ‘an order  of  time’.  CVs written  in this way   are  a  record  of   events   starting   with   the   earliest   and following the order  in which they occurred. They will show any potential recruiter what you have done, featuring headings such as  education,  qualiﬁcations and employment history. These  will always be listed in date order,  starting from the most recent and working  backwards.

			
				
					
				
				
					
							
							If you’re starting  to write  your CV with  not  much  of an employment story to tell, then  using  only this  type  of CV might  mean that  the  page  may  look  ‘spacey’.  Too many ‘white  bits’  and  not  enough to show  and  tell.

							Using an  entirely  chronological  format,  you’ll  probably  find that  you will have  one  page  of A4. With limited  or no work history  this  could  be  you.

							Does  this sell your experiences and  skills? Do you want  to express  yourself  more?

						
					

				
			

			

			Skills-based  CV

			You choose your  ﬁve or six  top  skill categories  and provide a speciﬁc example, which highlights this skill, enabling  a future employer to see your  proof, straight away.  Skill categories can be for example: Communication – speaking; Communication – presenting;   Organisation   and  planning;  IT   and  media   skills; Using initiative  and solving  problems.

			A skills-based CV can be really  helpful if it is your ﬁrst ever CV and of course, combined with a chronology, it can prove to be an interesting  read.  When  writing  a CV that is based on your skills, you  will be  able  to sell  yourself  more favourably.  Often you  have had many  experiences throughout school,  college or community and maybe also your  ﬁrst job. Therefore, you need to organise these  strengths.

			CVIV  interactive  video

			Interactive CVs are becoming  more popular.  These  are visual and  often  stored   online  via  YouTube  and  Vimeo.  If   you’re aiming  to   get   a  job  within   a  creative   industry,   it   is  more acceptable to be  creative and develop a mini ﬁlm, which incorporates  diﬀerent  aspects  of  your  strengths  and  proﬁles your  skill set  to a  very high standard  (that’s  if  it  is  produced well, of course). An interactive CV is still a new adventure, but there are deﬁnitely more opportunities to provide an interactive CV along  with  a written  CV.

			The job market is changing  and the types  of jobs  available are reﬂecting  this interactive age.  Will the jobs of today be available in the next ten years? Will we have  a whole new realm of jobs? Thinking how  prevalent  Facebook, Twitter,  YouTube  and  the interactive/gaming industries  are,  we  might ﬁnd that interactive CVs will become more acceptable.

			For  now,  you  have   to  use  your  initiative  when  creating  an interactive CV but  you’ll  probably ﬁnd that  employers  will still want to  see a hard  copy  of a CV as  well.

			An example of  a  similar  type  of  interactive  CV that became worldwide  and  well  known  happened about  three years ago when  Tourism Queensland asked for a  60-second  video explanation  to be submitted as an application for ‘the post of caretaker on Hamilton Island in the Great Barrier Reef’. This was combined with the usual ﬁlling out of an online application form.

			It was  a six-month contract, with ﬂexible working hours and the successful candidate’s ‘key  responsibilities’  included  exploring the area  to  discover  what  was  on  oﬀer  and  to  report  back weekly via blogs, photo diaries,  video updates and media interviews.

			They received thousands  of video  applications  as  the job went viral  and  after  all the  shortlisting,  the  job  was  awarded to Brit Ben Southall. If you want to see this you can view his video application on YouTube. This job advertisement was unique and grabbed the attention of thousands of people (http://www.you tube.com/watch?v=PnosVJfDrpY).

			New tools, many of them related to the explosion in use of social media, are transforming the recruitment world. The way the job went viral was pretty phenomenal. Many individuals  applied  and it shows  us that employers are looking outside the box  when it comes to  recruiting.  Of course,  this  job on Hamilton Island lent itself to this creative application  process, but it is worth bearing in mind that  this may  feature  somewhere along  the line.

			If  you’re a creative  spark,  you  may  ﬁnd this could  be another string to your  bow.  It  adds  to the  new breed of  job  seeker.  If you  spend time  developing an interactive CV, make  sure  the production and editing are seamless and good  quality. With the equipment available these days,  it’s entirely possible to do this yourself.

			Another  example  of  a  CVIV  (a  curriculum   vitae  interactive video)  is that of Graeme Anthony, who needed to get a new job in PR in a hurry  when  he  moved from  Manchester  to  London. His YouTube video is simple yet eﬀective (http://www.youtube. com/watch?feature=player_embedded&v=9EzNll1U2N8).

			In this video,  Anthony sits behind a table pitching his skills and then links appear to more videos giving greater detail. ‘It brings me to life  in a completely  new way,’  he explains.  ‘It shows  oﬀ my personality  in a way  a paper CV can’t.’

			It  worked.  When  a London PR agency saw  the  video,  Graeme was  quickly  invited for  an interview,  and got  the job.

			It  is amazing  that  in this  day  and  age,  more candidates  don’t resort  to these kinds of hi-tech CVs and it is also  amazing  that, as  things have  moved  so quickly  from a technological  point  of view,  CVs are still  the same  as  they  were 10, 15 or  even  20 years ago.

			This book  is  not  about  developing  an  interactive  CV but  this type  of approach certainly  needs mentioning.

			YouTube throws up plenty of examples of the new breed of job-seeker,  promoting themselves  with video oﬀerings.

			Social  networking for  first-time job  hunters

			Social networking is becoming integrated into the recruitment process. There are positive aspects to using social media. LinkedIn is all about professional rather  than personal lives  and it  has  become the  place where jobseekers  come to display their wares and employers  check  out  their credentials.

			
				
					
				
				
					
							
							Getting  your social  networking profile  in order  is vital. That means making  sure  your visible profile  on  Facebook  is suitable. You  may  have  potential  employers viewing  it.

						
					

				
			

			

			Your profile – what is it?

			You’ve   heard   people  mentioning  the  term  ‘proﬁle’  and  you certainly   know  what  a  proﬁle   is  in  terms   of  social   media. However   in  the  CV context,  a  proﬁle  can  be   known  as  a ‘statement’, a ‘summary’ or an ‘overview’. It is a short paragraph that starts oﬀ your  CV and summarises key strengths, skills, abilities, characteristics and traits that you would like a potential recruiter to  view  – and view  it quickly.  When employers  read your  CV very  quickly  they  will often  read  your  proﬁle  ﬁrst.

			Your proﬁle  is  something  that  you  will compile  in Step  Four, when your CV is becoming more solid. By then, you will have  a clear  overview  of  your  skill categories and  evidence  and  you will begin  to choose what elements you would like to include. I have  read  many proﬁles/summaries/statements. They need to sound punchy  so it’s best not to write them ﬁrst but towards  the end  when you  have  so  much  more  awareness about  yourself, about   the   jobs   you’re  considering   and   about   the   way   to formulate your  words.

			The skill in writing your  proﬁle is to avoid  the ‘itsy bitsy’  words that we would add into a sentence; for example; ‘I have’, ‘I am’, ‘the’,  ‘and’,  ‘in’, ‘of’, ‘at’. This  we will look at  later  on, so  don’t worry  about it just now. Don’t expect to know how to write the proﬁle  at this beginning  stage. It  will all unfold in its  own good time.

			A step-by-step overview

			Before you begin the seven steps,  I want to explain more  about the actual stages, so I have created an overview. My aim for this book is for you to drop in and complete activities whenever you have   time.   You  don’t   have  to   complete   all  of  it   in  order; however, it will make more sense as I introduce to you diﬀerent topics  about  building  your  CV. It’s up to you.

			Step  One  –  Gather  It

			This step  is  all  about  collecting  the  material  to  start  creating your  ‘principal  CV’. Here you  will be introduced to the  idea  of creating a proﬁle, a short paragraph, about four or ﬁve lines at the  top  of your  CV, which  takes  all  your  skills,  abilities  and dreams, and places them right at the beginning  to catch the attention of a potential recruiter. It is a summary  of who you are and is often  the  ﬁrst  thing  an employer will read.  The  chapter will  explain   in  more  detail   why   having   a  principal   CV  is important  and how it will feed  into all your  future CVs.

			This step  is  all  about  collecting  the  material  to  start  creating your  ‘principal  CV’. Here you  will be introduced to the  idea  of creating a proﬁle, a short paragraph, about four or ﬁve lines at the  top  of your  CV, which  takes  all  your  skills,  abilities  and dreams, and places them right at the beginning  to catch the attention of a potential recruiter. It is a summary  of who you are and is often  the  ﬁrst  thing  an employer will read.  The  chapter will  explain   in  more  detail   why   having   a  principal   CV  is important  and how it will feed  into all your  future CVs.

			You will have activities  to  complete,  starting  with  Activity  1.1: Go get  it, where I  ask  you  to  begin  to write  down the  kind of jobs  you’re seeking. Following this is Activity 1.2: Go with the ﬂow, which asks  you to involve ﬁve other people in your life so that you  can  begin  to  discover  the  skills/traits/abilities  people see in you and therefore how you start to view yourself. Activity 1.3:  Start  your  time line, encourages  you  to bring  together information  from   your   timeline,   dates,   times,   addresses, telephone  numbers,  grades,  all  things  relating  to  education, examinations,  schooling  and qualiﬁcations. To ﬁnish oﬀ this ﬁrst step, in Activity 1.4: Pruning, you are asked to research further the types of jobs  that are relevant to you and here I ask  you to begin  to collect information from jobs  that are being  advertised locally,  nationally  and globally  in the  newspapers and online.

			Step  Two –  Develop  It

			We move now into a phase where you  take all the information you  have gathered  and  start  to  adapt  it.  By  now  you  have collected your job adverts. You will be introduced to what a job description  and  employee/person  speciﬁcation  look  like  and you  will be asked to ﬁnd this  for  jobs  you’re considering.  You will  choose  three  diﬀerent   jobs   that   are  enticing   you   and discover  all  the  relevant   job  information  from  them.  If   you haven’t  found  a  job,  work  experience  or  opportunity  that you want – just choose. Go on. Dream. If you’d  love to work for the Apple Store, then choose them, print oﬀ the job data for one of their roles.  I  will be  taking you  through  a selection  of activities that will help you  ﬁnd your  skills and strengths. In Activity 2.1: Craft  a ‘target  job  proﬁle’  you  will be shown  how to pick out all  the   important   words   used   in  the  job   descriptions  and employee   speciﬁcation,   learning  to   notice   the   similarities between  them.  This  activity  will  help  to  familiarise  yourself with the terminology  that they use to  describe  skills, strengths, abilities  and  attributes.  You’ll feel  more conﬁdent  about  what they are seeking  and the  skills they  are after.

			In Activity  2.2:  Taking  stock  of strengths and  skills  we  are going  to  look  at  your  skills  in a  little  more  detail  to discover which ones you feel conﬁdent  about and which ones you don’t. You will ﬁnd 78 questions split into 13 groups where you  have to score yourself depending on how you feel about each written statement. In completing this activity you will hopefully begin  to see where you  feel  conﬁdent  about  particular  areas, detecting your  strengths  and weaknesses.

			Next up is Activity 2.3: Five  chief  skill  categories – you  now have  the chance  to  choose ﬁve skill categories  you  feel  are your  strongest and those where you have the most evidence to show  to a potential  employer/recruiter.  You will begin  to  form headings,  preparing the ground  for giving examples. These ﬁve chief skills become the basis  of your  principal  CV and highlight the overlap between what you  have  discovered in your  ‘target job  proﬁle’  and  the  most  prominent  skill  categories that you have  found by  doing  ‘taking  stock  of strengths  and skills’.

			Step  Three  –  Prove  It

			Here you will begin to start thinking of speciﬁc examples where you  have used a  skill, a  strength,  shown  initiative,  or  realised your  potential.  Using the  Activity  3.1:  Reveal  more,  I  choose eight diﬀerent categories for you and ask you to think of speciﬁc instances  or occasions where you have  done something  like it.  I will demonstrate  by  giving  you  an example of  each one. This will begin  to  reveal  where you  exhibit  ability  and  proﬁciency. Using the headings of Communication – speaking, Communication – listening; Organising; Working independently; Team work; Information technology;  Using  initiative  and  solving  problems; and  Speciﬁc  talents, you  will be  beginning to prove how your potential has  been  realised.

			The purpose of this activity is to get the ideas  on the page.  You will ﬁnd employers are always  on the look out for examples and evidence of the above  categories.  As this  forms  your  Principal CV, you  will be  able  to tweak  the  skills  for  the  speciﬁc job you’re after, at a later  date.  In  Activity  3.2:  Skill surprise,  we take  this  further and  you  are asked to  think  of more examples and evidence  that  can  show  where you’re excelling.

			Step  Four – Draft It

			This step goes into detail of the shape our CV takes – the format, the style, the structure and the layout. In Activity 4.1: Draw  up your  CV structure, you will ﬁnd a blank outline, where you start to pull together  some of the evidence you have  been  collecting. We’ll also  discuss  more about  your  Proﬁle and  what are you hoping to achieve with it. At this point, you  will begin to outline your  proﬁle  in Activity 4.2.

			You  may  wonder   why  you  are creating  your  proﬁle  in Step Four. Often  we  think that  we can  create  our  proﬁle  earlier  on, when  in fact, it’s  more diﬃcult  to do  this because we haven’t collected enough information about ourselves and about the companies where we want to apply.  When we begin  to build a picture of (a) what we’re seeking, (b) what they’re  seeking, (c) what skills we  have  that  we’re good  at  and (d) what  skills they want, we feel  more conﬁdent  to  pitch  to them. I  use  the term ‘them’.  You may  not  be  applying  right  now for a  job.  But  you have  to have  in your mind’s eye an idea  of where it is you wish to work. What industry? Retail, hospitality, games, computing, fashion or even your  local  corner shop.

			
				
					
				
				
					
							
							That’s why you  are  building  a picture  of ‘them’. 

							To help  you build  a picture  of ‘you’

						
					

				
			

			

			This activity takes  the words/skills  that you  discovered in Activities 1.2,  2.1  and  2.3  and  you  start  to  create  a  small paragraph about  six  lines long.

			Step  Five –  Build It

			Here  you’ll  be  building  even   more, adapting  the  information you  have  gathered,  developed,  proved  and  drafted  so  far. Having  made   many   notes   in  the   previous  steps   in  your notebook,   you   will  now   follow  the  format   I    provide  and assemble your  principal  CV. You’re  going  to  begin  to build it. In  Activity   5.1:   Tweak   your   chief   skills,   you   will  write examples for  each of  your  chief  skills,  and  I  will show  you how to remove the ‘itsy-bitsy’  words  you  have  written in order to create evidence that sits snugly  on one line, making your ﬁnished  principal  CV format look neat and selling  your competencies beautifully.

			In Activity 5.2: Proﬁle  and  evidence MOT, you will ﬁnd some descriptive and action words  to help boost your  proﬁle or your evidence sentences. In this activity you  will ﬁnd a thorough list of 161 words;  some will appeal, others  won’t. In this activity the idea is to circle any words  that you think you could use to make your  own sentences  sound  more professional  and descriptive.

			Step  Six – Polish  It

			We’re on the last stretch and by now you hopefully have quite a lot  written   down.   You  may   be  surprised  by   how   much information   you   have   collected.  This  next   step   is   about adding,  subtracting,  reshaping  and  making  things  sound  as  if they make sense and noticing if you’re repeating yourself. If you don’t  feel  you  have  enough  evidence for your  ﬁve chief  skills categories, then I  suggest you  go back  and research the industries/companies  in  more   detail.   Find  out  what  skills, attributes, knowledge, strengths, and characteristics they want. If you  ﬁnd  you  don’t  have   enough,  you  could  be underselling yourself  and your  skills. Perhaps  you’re not  sure  whom you’re writing this CV for? Go back  to Step One and dig some more.

			In Activity  6.1: Here  come the hints  – I  will illustrate  what is acceptable and not acceptable in CVs and any written statement – things  that  relate  to  being  too repetitive,  being  too  general, using  the  word  ‘try’,  the  word  ‘nice’,  direct  quotes,  humour, telling ﬁbs,  using  colour  and  photographs.  Activity  6.2: ‘Bring on’  the feedback  – is a  supportive  write-up  because I  know you’re itching  to  release  your  draft  CV and  proﬁle  for family, tutors and friends to review. It’s important to hand it over  to someone you  feel  will highlight  the  positives  and negatives.  At this  stage,   there   is  always   room   for   a  nip/tuck.   You  want someone who can pick up on spelling mistakes  and any grammatical  errors.
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