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* A CV is used in academic and ° A resume 1s used in business,
research-oriented job searches. non-profit, gov.emment and
other types of job searches.

* OV is of flexible lenoth
* A resume should be 1 page, 2

* A CVis a record of your pages max.
academic accomplishments and

: * A resume is not all-embracing; it
credentials.

should be targeted to a particular
job in a particular field.
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mmercial awaren i
Commercial awareness Enthusiasm to make

things happen and to
achieve goals

Foreign

Acceptin
st languages

Responsibility

Self Reliance Editing/

Learning new ol
Summarising

skills as required

Reporting

Lateral thinking Working on your own

Attention to initiative

Numeracy quality Writing Telephone skills
Collecting R : " . Presenting
e Craativity Professionalism communicatin Speaking
- managing your g Listening Skills
Classifying/ learning/performance 2 i .
synthesising Co-operating Giving/accepting
i Team- constructive criticism
ldentifying/ |02t handiing|  problem  SKILLS MAP

working Supporting others

evaluating options Solving

Analysing Organising &

Summarising data Presenting a positive

Plannin Leading -
1 Skille Investigating/ g == personal image
Researching Time Decll(s_mn Motivating others
Prioritising management making |
Working to . . Delegating Being assertive
deadlines R:izong;?t?vgf X{ZIY Action Setting Persuading &
P Y planning objectives influencing Negotiating

changing situations

© Copyright of the University of Kent. Please email Bruce Woodcock bw@kent.ac.uk if you have suggestions for improvements.
www.kent.ac.uk/careers
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Software:
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Microsoft Office (Access, Excel, Power Point, Word),

Windows XP.
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