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The Cover Letter
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Look for information about the company

-

a

Write a cover mail (don’t send the letter as an attached
document!).

‘/

Explain the reasons why you have get in touch with
them.

—

A\

Summarize your strengths highlighting those aspects
that differentiate you from the rest and which are in
consonance with the requirements of the offer or
company you are addressing to.
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CV SCREENING

So... How much time do I'll have to convince them with my cv?

Between 5 to 40 seconds
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CV SCREENING

Languages
English
0000

Vietnamese

1912, 11 2M4&
01.2012- 11,2015

ABC Company

Manoger

Sbuiries

assessments; S¢

rainared I

Education

2117 _9N14
2012-2014

s |

University of Combridge, Cambridge, England

Busine

covities, Conaucie

s Marketing

o trained new emgloyee

199 Walnut St., Suite & @
Lockport, NY 14094

fane.smit

Software skills

Word

Personality
icotive /
tuality ¥
satvity ¥
anized /

Education

2012-2014

University of Cambridge, Cambridge, England

Language Course

Experience
01,2012+

ABC Company

04.2009- 11,2011
XYZ Company

ertified manager

manogers

The financiol risk manoger certification

Hobbies

SEO Technology Tennis

th five years of manag
ecure on Agile Project Manager position

lonal




Ul

CONTACT
®) 123 456 7890

te.com

4 hello@reallygre

ygreatsite.com

PROFILE

2, creative and prof

REFERENCES

Available upon request

Ing my personal branding...

Olivia
Wilson

DIGITAL MARKETER

EDUCATION

London University

Comi tion and Public Relat D

201312016

London Master University

Degree Digital Marketing

WORK EXPERIENCE

Marketing Agency | 2018-2019

My resp

Marketing LA: 2020 - 2022

My responsibilities as a junior marketer we

Interests

Opportunities

Skills




TYPES OF CV

/
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« Chronological CV /Inversed-chronological CV

 Functional or thematic CV.

.

« Combined or mixed CV.

*European CV (Europass)

J




PROFILE

ariana Banquells

cutive

<%

D

otivated sales professional with 10+ years of experience in providing se in strategic lead

gerefatm sales presentations, efective liaising, enterprise sales sirateqy, creative markefing, and
ent record

of converting sales prospects into loyal, satisfied clients and building a network of referrals to increase
sales N

Marianaanovoresume.com 1 1236540009

San Antonio, TX linkedin.com/in/marianabanquells

amarianabanquells marianabanquells

Sales Strategy Imp! { PAL Portfolio M t  Influential Negotiation Skills ~ After Sales Support

Sales Presentation Planning ~ Coaching & Mentoring  Target Market Data Research ~ Strategic Selling Skills
Customer Prospecting & Retention  Quality Assurance & Compliance  Building Rapport ~ Google Analytics

Microsoft Office Suite  Hubspot  Salesforce  NetSute CRM  GoogleAdwords  Bitrixe4

A personal profile, also known as a CV summary, is the

opening statement of your CV.




SKILLS

Hard Skills Soft Skills

(==)— Effective
%  communication

Bilingual or
multilingual
A — ) | ... _—
‘T W Statistical analysis = 1 Critical thinking
ifif | :
¢p | User interface
- Teamwork
design

4y Typing speed  Multitasking

Surgical proficiency Time management




What are my soft skills?

TEAMWORK

LEADERSHIP

il

S

i m

|

PLANNIFICATION
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barcelonactiva.cat
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