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ANOTACE:

ZACI JSOU SCHOPNI NAPSAT PROFESIONALNI STRUKTUROVANY
ZIVOTOPIS, VYVARUJI SE TYPICKYCH CHYB PRI JEHO PSANi. DOKAZOU
POPSAT SVE POTENCIALNI PRACOVNI ZKUSENOSTI.
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GENERAL TIPS

o Mention only relevant experience!

Omit the jobs not specific to the position you're
applying for.

Because of this, it is sometimes better to choose
FUNCTIONAL CV instead of classic
CHRONOLOGICAL CV.




FUNCTIONAL CV

Good choice for fresh graduates or if you have
been unemployed for long periods of time

...or if you want to “restart” your career

Employment dates or company names are not
included or at least not highlighted

It concentrates on skills, duties, responsibilities



CHRONOLOGICAL CV

The most frequently used one

Prefer this one if your work history is stable
(when you do not change your jobs so often)

It is not a good choice if you do not have enough
work experience

You can also use a combination of these two
formats! When do you think it is the best choice?



GENERAL TIPS

o Prove your value!

Recruiters are looking for clues about what type
of worker you are.

Positive results for previous employers, you will
be seen as a desirable candidate.

o

o Emphasize your accomplishments and provide a
proof !




Explain obscure information.

If you are applying to a position outside of your
usual field, the person reading your resume
might not have a full appreciation of your former
duties. You can prevent this by including a few
sentences of explanation under each job title.V



USE ACTIVE VERBS!

o Instructed *t0 make a detailed study of something in
order to discover new facts

o Negotiated

to study or examine something in detail

o Designed in order to understand or explain it

o Researched
* to tell someone to do something,

o Analysed especially officially or as their employer

o Discovered . .
* to find out whether something works corr

o Recommended ectly or is satisfactory

© Tested » to try to reach an agreement by
(o) Diagnosed discussing something in a formal way

FIND DEFINITIONS FOR THE REST! ‘
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