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Key Points in CV Writing |

* Your CV is your marketing tool. It tells who you are on paper in your absence
* Make your CV elegant and easy to read

* Proper formatting makes it easy for ATS to scan your CV

* Takes between 6 — 15 seconds for recruiters to review a CV for the purpose of consideration
* Tailor CV to job requirement as advertised

* Use clear and simple fonts and font size e.g Arial, Calibri, Times New Romans
e Avoid using calligraphic fonts

* CVis not just an artwork, avoid too much aesthetics/designs

* Remove irrelevant information

* Keep it short and concise but provide enough information to attract attention
* Match your CV design to the culture of the Organization you are applying to

e Save your CV in PDF Format except otherwise stated
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CV Content

* Contact Information: Name, Address, E-mail, Social Media handles
* Personal Statement: Summary or Career Objective

* Professional Experience:
» Begin with current and arrange chronologically in descending order
» State Job Title, Name of Organization, reporting line, Date, Summary of job profile or achievements on role

* Academic History: Begin with highest qualification and arrange in descending order chronologically
* Key Skills and Qualifications: summarize with key words

* Industry Awards: List if applicable

* Professional Certifications: start with most recent and relevant to the job role

* Publications

* Professional Affiliations

* Conferences Attended

e Additional Training
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CV Formatting r

* One-inch margin on the left and on the right

* 1.0-1.15 line spacing in between sentences

* Select a readable font and use same font throughout, ensure the font size is readable
* Create a professional CV header

e Divide your CV into section

* Your section headings should be larger and bolder than other fonts

* There should be space in between sections



Types of CVs

Skill Based/Functional CV

Emphasis is on skills & competencies

Used by job seekers in creative industries, for
career change

Can be adopted by candidates with flaws or
gaps in their career history

Recruiters can perceive it as camouflage to
hide something

May not be scannable for ATS

Reverse Chronological CV

Emphasis is on work experience & education

Used by most professionals with quality work
experience

Professional & traditional in nature

Easy to read and universally accepted
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CV Formats - Skills Based

Thomas Blumenthal

Public Relations Specialist

Address 55 Ealing Broadway, WWW www. ive.co.uk
London, LinkedIn linkedin h
W5 5)Y,
UK Twitter twitter.com/thommybloom8&1

Phone 07366 124151

E-mail thomas com

Iam a results-driven King’s College grad in and Soctal C seeking to ge two years of internship and
freelancing PR experience with Newton C Team. Exp in producing engaging online content (see my
portfolio here) and press releases for tech start-ups and local IT companies. Non-profit blogger at www, com. |
am mainly In digital PR i the of via Al-based email campaings and
chatbots.

Skills Summary

RESEARCH

Able to work with many kinds of clients in a wide variety of fields. Excellent at researching clients’ brands, industries, and markets very
quickly and efficiently.

WRITING
Skilled ar writing all types of Public Relations texts: press releases, blog posts, bulletins, emailing campaigns (outreach emails, sales
emails, engagement emails). Able to produce up to 1,500 words of great, unigque content on a daily basis.

CREATIVITY

Able to come up with innovative solutions to all types of problems and crises. Excellent in designing and implementing both ATL and
BTL Public and in with graphic designers and art directors.

SOCIAL MEDIA RELATIONS

P at social media across all major social media platforms: Facebook, Twitter, Instagram, LinkedIn, Pinterest,
Tumblr, Google+.

Experience

201809 - present Public Relations Intern
Adidas Originals, London, UK

2016-06 - 2017-08 Office Assistant
Ogilvy and Mather, London, UK

Education
201508 - 2018-05 King's College, London, B.A. in Journalism and Social Communications

Software
MS Office Suite EEEEE
Wordpress EmEN
Adobe PS (1 1]

InDesign 1 ] ] ]
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CV Formats — Reverse Chronological

James Cordon
Public Relations Consultant

Phone 0044 {0) 7777 777777

Unkedin www inkedn. cominvzetyfamesconion

E-madl samesxcordong) rety com
Publc Relations and Publc Aars Consutant with 5+ yoars of exponenco manageg all 52ages of pubiic colatons and marketing COmmUnCaton

Highty shied in de

3 and ey

management. Secking 10 deliver Communcations axcefence at XYZ Power.

Experience

201507 - presem

Education

2017 - peosent

Public Relations/Public Affairs Consultant
U.S. Dopartment of State

Vs with major medke outess. Imgroving sockl meda sratogy. PR writing, and event

« Develop socisl meda strasegy (Twier, Facebook, YouTube, Linkedin, Fikck), including putilc engagement, trand

MESSAQING, MOMMONNG Neves Medka and SOCHN medi Covernge.

* Increased Twamer folower Dase fom 100 1o 20.000+ folowers TOuUGh Colebrty endorsement SUnegy

W the meda,

* Manage. suppoet and cultivaee key

Public Relations Associate
Acme Corp

poiacal offoals, and thow press offices.

* Dowveloped taring matonals st Coment Jor tho Campaon loam of SAMHSA Chidren's Mortal Hoalh insetve ©

Cobver SAMHSA sponsoned Bwnng comesically.

o Assinted with SAMHEA'S KSOC-TV and Vooe Awivds strategic planning and operatiors

« Developed KSOC-TV promotonal plans wih targeted socal media. tsery and promotoral emad messagng.

St gic C Speciali
Office of State Senaior John Doe

« Created a foundational poltical communication plaform 10
00 poltical matiers.

efuence pubic

bebets, and acton

* Developed a poltical Style and Usage Guide' pertaining 10 soCkl meda, press and media engagement wiln

Master of Arts in Political Communications, Goldsmiths University of London

Bachelor of Arts in Liberal Studies, Thomas Edison State University

Volunteer Experience

2017 - 2018
2017 - 2018

Skills

Software

Languages

Renegade and Longton UK

Brand Ambassador

Democrats Abroad UK
Black Cavcus Soo! Medks Coordnsor

Mecha Huodatons
Evert Management
PR Wrting
Socal Meaa Ansyss

SalesForce Sakes Cloud

201507 -

201501 -
201505

201409 +

James Cordon
Public Relations Consultant

Summary

Putic Felatons and Publc Alars Conmtant wih 5+ yeors of expenence
maragng o Mages of pubilc relatons e marketeg COMUTICAtGN.
Haghly shfled in deveiopeng and mantanng ey relatonshes with magor
Mo cutiots, IMDIoVRg SOCM meda strategy, PR wridng. and ovent
managoment Seekiny 10 deliver Communcations excelience at XYZ Powet

Experience

Public Relations/Public Affairs Consultant

U.S Deparimes of Stwe

» Dewtdop social moda strategy (Twimer, Facebook, YouTube,
Linkedin, Fichr). Incuding putic engagement, trand messagng,
MONRoNnNg News modia and sockal medka coverage

* Increased Twaer lobower base rom 100 % 20,000« foSowers thiough
Calebrity-andorement seategy

= Manage. Suppert and Colsvaze koy neasicnsips wim the meda,
consulants, pOSLCAl OCals, and e press ofices.

» Agply relevant Qo podoes and ooures o
enswe , quedity, and yot
eforts. Create. colioct anc sehedube Compeding content for dgtal
CAMOWION elorns

Public Relations Associate

Acme Corp

* Doveloped tiriag matnsals sed coment k the campagn team of
SAMHSA Croicrens Mortal Hoalth hsatve 10 Cofver SAMHSA
sponsoned traesng domesticalty

* Assastod with SAVMMEA's KSOC-TV and Vouoe Awaros sanoegic planneg
AN Operabons

* Deveioped KSOC-TV promononal plans with terpeted socal meda,
2sery 2 PROSOtONAL il MOSSAGRY)

Strateglc Communications Specialist
Ofico of State Senalor John Dos
* Croaed & poltcas lamiom 10 sy aeg

Infuence pobic knowiedge, bekels. and action on poltical maters.
 Sroamined S medka operations of the offce by buddng the websse.
media lnt and comttuent outroach strategy Useng Nason Bluidor
» Duvwioped a polticsl Style aod Lisage Guide' perisrng 10 social media,
PIERs And Mmedka en0AQeMent With CONMENNNIL

Education

Master of Arts in Political Communications, Goldsmiths
University of London

Digital Diplomacy Concentrason

Bachelor of Arts in Liberal Studies, Thomas Edison
State University

Insernatonal Shudees Concentrabon

@ contact Details

Phone

oMy T I
E-mall
mesxcordong Tety com
Lshedin

W lededa. COmANYZeniamesconion

© swins

Meoa Relators.

L L Ll L)
Event Managemen

eseee
PR Wrtsng

L1l
Social Moda Anslysa

esee
' Software
Gaoogle Anadycs

00
SalesForce Saes Cloud

eeee
MaliCharp

LLLL L)
Adceo Campaige

eonee
. Languages
Crenese

LLJ

Working knowlodge

. Volunteer Experience
2017 - 2018
Renegade and Longton UK
Biang Ambassador
2017 - 2018
Democrats Abroad UK
Black Cavcus Socal Meda
Coorinance

James Cordon

Public Relations Consultant

Publc Relasons and Public Aflaks Consaltant with 5+ years of expenence managing al suages
of publc refations and marketing commumscation. Highly skiled in developing and maimtaning
ko refatonships with majorn meda outkets, Improving socinl meda strategy, PR wiiting, and
event management. Seeking 10 defiver communicatons excelence at XYZ Power

Experience
201507 - Public 'ublic Affairs C
prosent ULS. Department of Stato

* Develop sociad meda strategy (Twitter, Facebook, YouTube. Linkedin, Flicks),
Incloding putiic engagement, brand Messaging. Moninnng news meda and
social media coverage

* Incroased Twimer folliower base from 100 to 20,000+ follower's Swough
celebnty-endorsement strategy.

o Manago, support and Cultivale kiry ranonshps wiah INe med, contultants,
polucal officials, and thewr press ofices

* Apply telovant Qovernimental Standards, polices and procedures 10 ensare
© Y. Qualty, and transpaconcy of murkesag eflons. Croato, colloct and
schedule compeding contert for dgeal campaign effons.

201501 - Public Relations Associate
201505 Acme Cop
* Devoloped raming materals and content kor the campaign team of SAMNSA
Chiciron’s Moral Hoalth Indaive 10 doltver SAMHSA sponsored tuneg
domestcally
* Assisted wah SAMHSA's KSOC-TV and Vioie Awards stategic planning and
OPOTABONS
* Doveiopod KSOC-TV promosonal plans with targeted social modia, kstserv
and promotional emal messaging
201409 - glc C P
2015-01 Office of State Senator John Doe
« Created a foundasonal polecal communicason platform to strasegically
influence pubbe knowiedge, bolefs, and achon on political matters
* Streamined the media opeentions of the ofice by buling the website, media
st and consttuent cutreach strasegy using Naton Bulder.
+ Developed a poktical 'Style and Usage Guide' pevtaining 10 socal meds,
press and media engagement with constauents
Education
2017 - Master of Arts in Political C i ith
present University of London
Digtal Dplomacy Concentration
2016 Bachelor of Arts in Liberal Studies, Thomas Edison State
University

Incetnanonal Studhes Concentrabon

Volunteer Experience

2017 - Renegade and Longton UK

2018 Brand Ambassadte

2017 - Democrats Abroad UK

2018 Black Caucus Social Medka Coordnator
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Contact Details
Phane

0044 () 77T TIIT
E-mail
jJamesccordon zety. com
Linkedin

www inkedin cominzetyjomescond
on

Skills
Modia Relabons

LLLL L)
Evont Managemees

LLL L]
PR Wraing

o000
Social Meca Ansiyus

LLLL]
Software
Google Analytics

eosee
Salesiorce Sales Cloud

eoee
MaChimp

LLLL L)
Adobe Campagn

(L1l
Languages
Chinese

L]

WOAINg Knowieoge



CV Formats — Reverse Chronological

James Cordon

Putiic Relatons and Pubiic Attairs Conseitant with 5+ yeirs of eupetience Managng il Stages of pubhc elations and Marketng COMMUNICAson.

4] nsultant

L

Heghly skiied in and ey Wh g0 modia Cutiots, IMpeoving social modia stategy, PR weiting, and event
PONGOmNL Seeking 10 Selver COmmuNICations excelionco M XYZ Powor
EXPERIENCE
¢ 2ms07.  Public ublic Atfairs
prosent U.S. Doparoment of St
« Develop social moda strategy (Twimer, Facebook, YouTube, Linkedin, Flichy), including pubiic engagement, trand
RS0, MONIONNG HAWS Mt B0 SOCK MOk COVEIA0e
* Increasad Twimer folower base from 100 1 20 000+ 1oSawers trough Colbrty-encoruement Sifmegy.
* Manage, ssppont and cultivate key relalicnships wish the media, consuttants, pobiical officials. and ther press offices.
¢ 201501.  Public Rolations Assoclato
201505 Acme Corp
* Developod trameng materials and content Aor the campag team of SAMHSA Crekdiren's Mozl Health ntasve 10
Colvor SAMISA sponscred Banng domesscaly.
* Assstod with SAMMHEAS KSOC-TV and Voo Awards sratogc planning and operasons.
* Developed KSOC-TV promotonal plans with Lergetnd socal meda. Btsery and promosonsl emad messagng.
®  20100- gic ¢
201501 Oice of State Senatr Jobn Doe
« Crevted o polocal plasiorm % By AUSNCo PubEC inowleage, Debols, and acson
©n pokical matiers.
« Develcpod o poltical Style and Usage Gunde’ poviaining 10 50Ckl moada, gress and modka engagoment with
cormtituents.
°£Ducmou
® o7 Master of Arts in Political Communications, Goldsmiths University of London
present
® 20 Bachelor of Arts in Liberal Studies, Thomas Edison State University
0 VOLUNTEER EXPERIENCE
® 207. Renegade and Longton UK
2018 Brand Ambassador
* 201 Democrats Abroad UK
2018 Black Caucus Sooal Medky Coondeany
.sxus
@ Moda Roliens 0000
@  Evor Management 0000
¢ PRWmg *000
@ Socal Moda Analysis 000
’sonwms
€ Google Anayyecs oo
€ SaesForce Sales Cioud o000
¢ MaChmp 0000
’uwcumes
€ Chinese e

James Cordon

Public Relations Consultant
Phone 0044 () TITY TIITT Linkedin www lnkedin comien retyamescondon
E-mail Emescorsoniaety com

Pebic Relasons and Putic Aftals Coosuliant with 5+ yoars of cxpenence managng all singes of PULEC FEasons and Marketng COMMEINCAncn
Highly skiled in developing and Mantaning key relasonsigs with Mmagr meda Cutiels, IMproving sockal medka wratogy. PR wrsng, and evert
MAnAgement. Socking 10 Selver COMMUNCAtONS excolonceo At XYZ Powel

. Experience
201507 - Public Relations/Public Affairs C U
prosont US Department of State

+ Develop sockel meda straegy (Twitter, Facebook, YouTube, Linkedin, Ficky), inchuding pubic engagement, brand messaging,
MOODING Pews media and SocKl meda coverage
* Woreased Twier follower base rom 100 10 20,000+ fofowers IMOugh Celetrty-endorsement strategy

* Manage, seppon and cuttvate key With the meda, polncal officials, and thee press ofices.
2015-01 - Public Relations Assoclate
2015-05 Acme Corp

+ Developed trarmng matersals and contont for e campagn eam of SAMHSA COrvidren's Mental Healh intative 10 dedver
SAMHSA 3p0ns0eed Nng domesscally

* Assated wih SAMHSA'S KSOC-TV and Voo Aseeds semege planiing and operations

+ Developed KSOC-TV gromooonal plans wieh targesed socal moda, bstsery and promosional emad messagng,

201409 - gic C icati peci
201501 Ofice of Szate Senacr Jobn Doe
* Croated a foundational polucal CommuNiCAtion plation 10 srategoaly efluence publc Inowiedge, Delels. and ackon co
pobecal maees
* Developed a poltical Styhe and Usage Oudo’ poraning 19 social model, pross and moda engagoment with conuttuents.
n Education
2017 Master of Arts in Political € iths Uni ity of London
prosont
2018 Bachelor of Arts in Liberal Studies, Thomas Edison State University
E Volunteer Experience
2087 - Renegade and Longton UK
2038 Brana Ambassader
2007 Democrats Abroad UK
2080 Black Caucus Sociad Media Coordnanor
B skins
Moda Ralaons
Evert Masagement
PR Wreing —_—
Sockl Moeda Analysis e
. Software
Googlo Anadyses e
SaesForce Sakes Cloud e
MadChmp
. Languages
Chweso -
Working knowteoge
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Adeyemi Ajayi, FCIPM

The Ambassadors Network

Km. 46, Lagos-lbadan Expressway,
Ogun State.

Tel: +234 701 310 6666
theamba.net

Thank You
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