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A resume is your personal marketing document, designed to ‘sell
your skills and abilities to a potential employer. Research
suggests that readers scan resumes within about 10-20 seconds,
so it’'s important to show them at a glance why you're the best fit.
To write a winning resume, ensure it is:

* Matched to the Job Description
* Focused on Achievements

* Compelling Reading

e Structured Correctly

* Formatted Appropriately
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The Curriculum

* Matched to the Job Description

Make the reader’s job easy by showing a clear match between

your skills and the job requirements. Clearly demonstrate how
you meet the key skills, experiences and attributes the employer
IS looking for. Emphasize your most relevant strengths and
eliminate details that are unrelated to the position. Use similar

keywords in your resume to those used in the job description to

create a link in the mind of the reader.
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The Curriculum

“I really believe my research abilities would be
an asset to whatever this company is called.”
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* Focused on Achievements

Highlighting key responsibilities is important, but don’t list your

daily workload. Your resume should focus on the unique

accomplishments that make you stand out. Show how you
contributed to the organization; did you save money or time,
exceed targets, solve problems, improve processes, or attract
new customers? Where possible, quantify how you added value

with numbers, percentages or euro amounts.
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The Curriculum

& MRZLE ANDEESON IWWIN ANDEZTOONS, LOM

NESy

"I'm a doer! I get results! I make things happen! I'm
intentionally vague!”
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* Compelling Reading

The tone of your resume should be enthusiastic, upbeat and
professional. Put your strongest and most relevant points first,

using action word such as “completed”, “developed” and

“managed”, and superlatives such as “first”, “best” and highest”.
Presenting your accomplishments honestly but confidently using
high impact words will help them stand out and make your

resume more compelling.
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* Formatted Appropriately

Because your CV needs to be evident to the potential employer in

a short amount of time, you should always use short sentences

and a plain, readable font. A curriculum vitae should ideally cover

no more than two pages. Aim to ensure the content is clear,

structured, concise and relevant. Using bullet points rather than

full sentences can help minimize word usage. Use PDF format

when you send it. Make sure to have someone review and

check it to make sure that the content is clear, easy to understand,

and with no spelling/translation mistakes.
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“Your resume is impressive, but next time
try to shorten it from 100 pages to one.”
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A.BACALL

"Looks like your spell check was turned off
when you prepared your resume."
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Giovanni Rossi

® Structured Correctly  -feowmmse

E-ma Only one email'ne
obie Prone Mobie with Area code & number
Addre=z One adoress
Date of I Darmmyyyyy
hatona ey 2w jand Yyyy)
Education
Myyyy = YRy DEGREE (last)
Univercity 3onool - Looation (City and MNatlon)
(expected fnal care) * Personalizaton includng

* Conceniraton
*  Thesiside: *
. GFPA Fral Grade. . specal awans, SCholarships efc
MY — PRy DEGREE (prewicws)
Univertey tohoo! - Looation (City and Mation)
* Perzonaizaton Including
- Concenraton ThesisTrades), SDeCal awaras, SChoarships e

.
My — YRy DEGREE (prewiouc)

* PFeronaimton inciudng grades, special awands, schoRrships eic
Profeasional Expansnce
Mmyyyy — present COMP ANY NAME_ - Looation (CityNabion)

{F reeded: 1 senfence JESCMDHGN COMBANY'S aCTVDes)

Role

*  Detaled content of job, Nouding

*  Manresponsibites

s  Team, peopie momt, budget, achievements
=  Technologies, projects. el ek

Ny — ey COMPANT NAME. — Looation (CityNation)
(¥ neeged. 1 Servence SESCNDNON COMBANY'S ScTvDes)
internchip ac Role
Detaled content of job, NCiudng
AMain responsibiites
Team, people mgmt., budge?, achievemenis
Technoiogies, projecs., sfic ek

Languages and [T Skills

Languages Skiis Language 1 (mother ongue . Language 2 (ievel — certricasons), (...}

IT Sxiis Softaare 1 (level of nowiedge; Sotware 2 Jeve! of knowseage); (.
Agditional Information

MMy — MY Termp jobs: Fioke, FrméCrgarization, City (Country)

Surmmer 2008-2000 exira curricuiar actvites, : Volurteerng, Courses, Conferences, memberships |,
Hoopkes
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The CV’s Structure

Compulsory fields:

1. Personal /Contact data

2. Education

3. Professional experience

4. Language skills/Computer skills

Optional fields (e. g.):

Additional Experience:

6. Special awards, certifications, study grants, ....
/. Publications

8. Extra-curricular activities, affiliations, memberships...
9. Volunteering/Social commitment...
10.Leisure-time interests and activities
11. References

12
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The CV’s Structure

Giovanni Rossi

Personal Information

Date of birth 28051995
Nazionality ltalian and Swiss

E-mail giovanni.rossi@gmail.com
Phone +39 3945868128 (ITA) +4179 5566778 (CH)
Address Via Rododendro 17, 6978 Gandria (CH)

Education

1072017 - 0772019

09/2018—12/2018

12/2009 — 04/2014

Master of Science in Banking and Finance

USI - Universita della Svizzera italiana, Lugano, Switzerland

e Thesis: “The 2016 cross-border acquisitions wave in China: Impact analysis of the strategic
acquisitions on the bidding firms performance and the post-merger implications’.

«  GPAS95/10

Exchange Semester — Master in Banking and Finance
HochSchule StGallen (HSG), San Gallo, Switzerland

* Courses: Numerical methods, Law and practice of International Capital Markets, Private Banking

Bachelor in Economics

Bocconi University, Milan, Italy

e Bachelor Thesis: “ Evolution of hidden reserves in the Swiss market: an analysis befween past,
present and future”

« Finale Grade: 110/110 cum laude

«  GMAT: 730/800 — 96 percentile

High School leaving certificate
Istituto Cantonale di Economia e Commercio, Bellinzona, Switzerland
* Awarded Cantonal scholarship for merit

Professional Experience

Compulsory fields

1.Personal data

Contact details
(phone, e-mail,
address?)

Date of birth*

Nationality

Not indicated in Anglo-Saxon formats.

13
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The CV’'s Structure

Giovanni Rossi

Personal Information

E-mail giovanni.rossi@gmail.com
Phone +39 3945868128 (ITA) +41 79 5566778 (CH)
Address Wia Rododendro 17, 6978 Gandria (CH)

Date of birth  28.05.1995
Nazionality Italian and Swiss

Education

10/2017 — 07/2019 Master of Science in Banking and Finance
US| - Universita della Svizzera italiana, Lugano, Switzerland
* Thesis: “The 2016 cross-border acquisitions wave in China: impact analysis of the strategic
acquisitions on the bidding firms performance and the post-merger implications®.
«  GPA95/10

09/2018—12/2018 Exchange Semester — Master in Banking and Finance
HochSchule StGallen (HSG), San Gallo, Switzerland

+ Courses: Numerical methods, Law and practice of International Capital Markets, Private Banking

Bachelor in Economics

Bocconi University, Milan, Italy

+ Bachelor Thesis: “ Evolution of hidden reserves in the Swiss market: an analysis between past,
present and future”

+ Finale Grade: 110/110 cum laude

+«  GMAT: 730/800 — 96% percentile

12/2009 — 04/2014 High School leaving certificate
Istituto Cantonale di Economia e Commercio, Bellinzona, Switzerland

Compulsory fields

Education
Inverse chronological order: (last first)

« Dates (from/to moth/year)

1) Degree title/course attended
1bis) Faculty/area of specialisation
2) Name of School/University +

location (town/country)

3) Other personal relevant
information (final dissertation, final

+ Awarded Cantonal scnolarsnig for ment
roressional EXperience

grade, university exchange programs,
specific seminars, etc.)

N.B. Do not go further back than high school, except
in exceptional cases.
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12/2009 - 04/2014

The CV’s Structure

e Finale Grade: 110/110 cum laude
*  GMAT: 730/800 — 96" percentile

High School leaving certificate
Istituto Cantonale di Economia e Commercio, Bellinzona, Switzerland

feiiaciiec Canlonal scholarship oC mer

Professional Experience

05/2018 —09/2018

03/2017-06/2017

Guess Europe, Lugano, Switzerland

(Clothing company, > 14.000 employees wwide)

Internship as Financial Controller

* Budgeting and Forecasting: preparation of annual budgets (OR, Revenue, EBIT, CAPEX, OCF)

¢  Elaboration of standard pricing for key customers

* Risk review preparation (mainly calculations and other financial data); Investments budget tracing.

« Participation in sales policy and pricing strategy elaboration

Black Rock , London , UK

(World's largest asset management company}

Internship as a quant researcher

*  Worked in the Multi-Asset Strategies investment division which manages more than $20b in a team of
20 analysts reporting to the European Investment VP

« Developed and backtested in Matlab to extract the variance risk premium

+ Review and performance analysis of systematic volatility strategies used in the funds

Languages and IT Skills

PR PR

Languages Skills

IT Skills

Additional Information

Italian (mother tongue), German (mother tongue), English (lueni- IELTS 7.5), French (Basic), .
Spanish (Basic)
Word (Advanced); Excel (Basic), Access (Fair); R (Advanced); MATLAB (Advanced)

T

Summer 2006-2010
2010- 2014
04/2010 — 05/20XX
Hobbies

Volounteer, Summer Better World Rwanda, Rwanda (Africa)

Private lessons (Maths /Physics school students

Member of SESGA Scout, Bellinzona (Switzel up leader (groups of 30+ teenagers)
Motocross, free climbing, Thai Boxe

Compulsory fields
Professional experience

Inverse chronological order: (last first)

» Dates (from/to- month/year)

1) Name of Company, Location

2) Role (specify if internship)

3) Brief job description/content (assignments,
projects, main responsibilities, team, people
management/reports, Technologies,
achievements, budget, etc.)

~N.B. Indicate only professional work experiences, including
internships. Temporary jobs should be included under “Other
work experiences” (e. g. bartender, babysitter, etc.).

15
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The CV’s Structure

Compulsory fields

+ Finale Grade: 110/110 cum laude
*  GMAT: 730/800 — 96 percentile
12/2009 — 04/2014 High School leaving certificate H H
Isi?tuto Cantonale dgl Economia e Commercio, Bellinzona, Switzerland L aﬂ g U ag eS aﬂ d |t S kl I I S
+  Awarded Cantonal scholarship for merit
Professional Experience Lan u a eS
05/2018 —09/2018 Guess Europe, Lugane, Switzerland g . g
(Clothing company, > 14.000 employees wwide)
imerneni ot et Conraner * Specify mother tongue
+ Budgeting and Forecasting: preparation of annual budgets (OR, Revenue, EBIT, CAPEX, OCF) . .
~ Fiaboration o siandard pricing for key cusiomers * Indicate level for each language and avoid
+  Risk review preparation (mainly calculations and other financial data); Investments budget tracing. .
+ Participation in sales policy and pricing strategy elaboration :
03/2017—06/2017 Black RocE,London,UlQ “ pricng o USIng Only european COdeS (A11 Cl etC),
(World's I it t t ) 1 11
Intermship ac 2 quant researcner * List relevant language certificates (name,
+  Worked in the Multi-Asset Strategies investment division which manages more than $20b in a team of
20 analysts reporting to the European Investment VP ) _ date, g rad e) an d/OI’ Iang Uage StU dy ab road
+ Developed and backtested in Matlab to extract the variance risk premium
+ Review and performance analysis of systematic volatility strategies used in the funds CO u rses
. j ket "
Languages and IT Skills
Languages Skills Italian (mother tongue), German (mother tongue), English (fluent- IELTS 7 5), French (Basic), , 1
IT Skill fvp“rﬂif:a (Bas‘?‘) Excel (Basic); A (Fair); R (Ad d); MATLAB (Ad! d) CompUter Skl ”S
ills [e! vanced); Excel (Basic); Access (Fair); vanced); vance: . . .
(can skip if only MSOffice)
Additional Infermation B f d h .
°
Summer 2006-2010 Volounteer, Summer KidCamp, Better World Rwanda, Rwanda (Africa) e SpeCI IC an aS Com pre enSIVe aS
2010- 2014 Private lessons (Maths /Physics) to secondary school students 1 1 1
04/2010 — 05/20XX Member of SESC(;A Scout, ge\lin%ona (Swnzeﬁand} - Group leader (groups of 30+ teenagers) pOSS|bIe (G rou p com puter Skl | IS |f bl’0ad =
Hobbies Motocross, free climbing, Thai Boxe
OS,SW,HW,...);
* The list can include anything from social
media platforms to PM systems and
H [1H ”
computer languages. Avoid “internet” and
13 H kL
mail”.
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12/2009 — 04/2014

The CV’s Structure

+ Finale Grade: 110/110 cum laude
*  GMAT: 730/800 — 96 percentile

High School leaving certificate
Istituto Canteonale di Economia e Commercio, Bellinzona, Switzerland
+  Awarded Cantonal scholarship for merit

Professional Experience

05/2018 — 09/2018

03/2017-06/2017

.
Languages and IT Skills

Guess Europe, Lugane, Switzerland

(Clothing company, > 14.000 employees wwide)

Internship as Financial Controller

+ Budgeting and Forecasting: preparation of annual budgets (OR, Revenue, EBIT, CAPEX, OCF)

«  Elaboration of standard pricing for key customers

+  Risk review preparation (mainly calculations and other financial data); Investments budget tracing.

+ Participation in sales policy and pricing strategy elaboration

Black Reck , London , UK

(World's largest asset management company)

Internship as a quant researcher

+  Worked in the Multi-Asset Strategies investment division which manages more than $20b in a team of
20 analysts reporting to the European Investment VP

+ Developed and backtested in Matlab to extract the variance risk premium

+ Review and performance analysis of systematic volatility strategies used in the funds

Backtested and built a quant screen for efficiently assess and trade FX market

Languages Skills

IT Skills

Italian (mother tongue), German (mother tongue), English (fluent- IELTS 7 5), French (Basic), ,
Spanish (Basic)
‘Word (Advanced); Excel (Basic), Access (Fair); R (Advanced), MATLAB (Advanced)

Additional Infermation

Summer 2006-2010
2010- 2014
04/2010 — 05/20XX
Hobbies

Volounteer, Summer KidCamp, Better World Rwanda, Rwanda (Africa)

Private lessons (Maths /Physics) to secondary school students

Member of SESGA Scout, Bellinzona (Switzerland) - Group leader (groups of 30+ teenagers)
Motocross, free climbing, Thai Boxe

Optional fields

stand alone or grouped under “additional information”

Awards, Scholarships, Certifications
Specify date, title and content and the awarding
body

* Publications
Specify date, publication’s name and content, type
of publication (article, book, conference paper,
etc.)

» Extra-curricular activities
Memberships, social commitment, volunteering,
professional affiliations

e Leisure-time activities/Hobbies
Only if relevant

» References
Only if professional, true and updated (inform the
referral first) —Indicate job title & contact detail

17
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The CV’s Structure

And the Soft Skills?

The competence, by meaning, it is an ability which is made operational thanks to its concrete
application, a notion reinforced to the test of the experience, a skill that develop itself until a
specific know-how.

For its empiric nature every skill owned can’t be expressed or explained but for in relation to
events and experiences that have made it possible to acquire, enhance and experiment.

The definition and description of one's own competences is
not an exercise that can be contained in a sterile list of
activities, skills and notions. Competence is an ability that
become operational thanks to its concrete application, a
notion reinforced to the test of the experience, a skill that
turns into specific know-how
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The CV’s Structure

And the Professional Summary?
What is it?

A Professional Summary is a brief list or few sentences at the top of your
resume (after your contact information) that highlights your qualifications
for a job.

It should gives the hiring manager, at a glance, a synopsis of your
professional qualifications.

It's written with key words: future objectives but also goals achieved in the

past, which clearly illustrate what you are capable of.
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the Professional Summary

Chief Financial Officer
10 years of career of which the last four from CFO in groups operating at international level, previous
experience in a primary auditing company (4 years) and in a primary company listed in Italy as Reporting

Specialist (2 years)

This indication work as a key to the Svarpas
curriculum: the story of one's own PROFESSIONAL SUMMARY
training and professional history (the Eistancad e the prpaatin tnd organisstn of Gapcetis, et
CV) must then appear as a coherent
path taken to achieve the underlined
objective.

Risk:

Spam and Focus misaligned

Mark

100 Br
i

Hayfield

legal documentation.
Court
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“l eliminated all the platitudes and cliche statements,
from your mission statement, and I'm left with this
blank sheet of paper.”

21
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The CV: Format

Some examples...What do | choose?

e acreative CV or aclassic one?
* should | use the Europass model?
e do | have to create a new format?

The resume is changing, and online and on social network is plenty of
advices about how to write it, which words is better to use e which strategies
to adopt in order to present your profile in the best way possible!
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The CV: Format

The Business CV...

The picture can be an occasion to

personalize your CV, that can be seen

as a guarantee for the information
written in your resume.

Use a professional pic that clearly
shows your face.

Ans Gezzy
Address: via Riverso, Comano, Switzerland
Contacts: +417654949333, ans.gezzydgmail.c

Education

201 5-curent 1

della Svice
MSc Banking and ¢
Accomplished in a group the CFA project a

econd place in local competifion

Tversity 1 London. United Kingdom

mPTed Sccond Class Honours (upper division), scoring overall 68% (grade A-)

ded Cass Undergraduate Scholarship for the 2nd ye:

+ Ledtcam of 4-5 during 1st and 20 ycar Operations Management projets.
Allocaicd tasks and monitored individual performance during weekly meelings.

Jan-Jun 2013 Nati

nal University of Singa pore Singapore

Accomplished spring exchange semesler in a NUS busingss school
d buill a product profolype in a fcam of 4
cal thinking skills through case study lcaming

paign Champaign (IL) USA
—

cd fall semesier on exchange program. scoring overall B

ject for the local coffes shop

Wark Exper

Sep-idec 2014 Henry
internship in col o

+ Successfully preparcd u solution for the task, through data collcetion, analysis snd crilical thinking

+ Developed excellent negofiating and presentation skills when reporting to the board of directors

+ Prepareda project plan and monitored a complotion of it through weckly meetings and reports.

London, United Kingdom

1l

Jun-Aug 201 1Southwestern Company Nashville. USA

Internship in Sales Management

+ Setup own business in the US, Selling educational products door-to-door

+ Developed high standard of nogotiation and cuslomcr handling skills.

+ Leamt o deliver ideas effectively by giving over 30 sales presemtations per day

+ Participated in over 120 hours of advanced sales training and gain positive attitude and ab
problems.

+ Developed work ¢

ics, time and money management skills by working over 80 hours per week

Kiev, Ukraine

+ Prepared report
+ Developed nege d experienced cultural difference during business trip to China
+ Monitored process of sc and testing moulds for new production line in China.

«+ Gained insight into produstion quality standards

SKTLLS, ACTIVITIES & INTERESTS

Languages: Russian (native), Ukrainian (native), English (fluent), Italian (beginner)

Sport. Represented Ukrainian Amatcur Shiing tcam and wok first place in competition held in Lualy.
Member of the City University Dance chub. Member of the PADT scuba diving association. Tinjoy
playing competitive tennis.

Skills: Thomson Reuters Eikon, Excel (advanced) and R programming lang;

23
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The CV: Format

...even for a Junior!

Cecy Maltassa
Born in Milan on December1st, 2002
talian Nationality

Address

Via indaco, Milan Italy)

T.: +39-330-456 7890

Email: cecy. maltassa@gmail.com

EDUCATION

2016-Current  LICED CLASSICO A.MANZONI Milan, Italy
Classical High School Diploma. Major: Latin, Ancient Greek

2013-2016  SCUOLA MEDIA LBELTRAMI Milan, Italy
&th Grade Diploma (Licenza terza media) (GPA 9,5/10)

201112 LA SCUOLA D'ITALIA G. MARCONI New York, USA

Exchange year (4th grade)

EXTRACURRICULAR ACTIVITIES:

2017 Volunteer @ N.P.H. and Fondazione Rava Service Trip Dominican Republic
2016 Quantum Learning certificate (Supercamp Italy) Rome, Italy

2016 Diving Certificate "Open Water” NASE , Diving Teeraferma Linosa Italiy

2015 Volunteer @VOLUNTEERS for Peace VIETNAM - Pagoda Orphanage,  Ho Chi Min , Vietnam
2015 Photography Course (Giorgio Majno Photographer, Milano) ) Milan, italy

2011/13 Acting Course (Teatro Litta, Milano) Milan, ltaly

2009 Round the Waorld Trip in 80 days (Africa, India, China, Japan, Australia, Argentina, Brasil)
2006/09 ArtEPainting Course (Geloso School, Milan) Milan, italy

Language courses sbroad

Summer 2016 Les Glenans (French) Fazio, Corse/FRANCE
Summer 2015 - Moorland Hall (English) West Devon , UK
Summer 2014 - Camp Kandalore (English} Ontario, CANADA

Summer 2013 - Worcestershire, UK

SKILLS:

Computer: Proficient in Microsoft Office
Language: Italian (mother tongue] English (fluent) French (DELF,B2, 2016, Grade: A)
Personal: Comfortable with public speaking; experience in intemational environment, team player

Sports:
2012-current  Volley {San Carlo Milan & Leone XiII Milan) 2013 best team player award
2010-current  Tennis (Tennis Club Milano Bonacossa, Milan)

201216 Free Ride [Ski & Free Ride School Champoluc, Val d'Ayas)
201516 Athletics (Atletica Meneghina, Milan)
200912 Gymnasties (SportTime Milan)

Interests and hobbies:
Travelling {30+ Countries visited), Reading, Sports, Astronomy, Writing, Cinema

24
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The CV: Format

ARGENTINA
(2010 - 2.0\3)

T AN LEARN FROM OTHERS
AND SIMULTANEO(SLY SHARE [y

WHAT T'VE LEARNT i) THE Ny
2

ANY QUESTIONS
JusT GIVE Me A CALLL

BIUAGUAL + SOCAL SomnrEs —
CAPLOMA, ARGENT A =
ATALIAN SCHODL ‘9.@
=

EIRALITED By THE
UNivERSITY OF
CANBRITS!
[ESCL BxAnA

OTHER (MINOR) ROLES

1 HAD WHILE STUDING

T LERRNT AL ABUT

: e ts o
SALES AT oPAPERCHASE
0®a%g 09

N ARGENTINA(IEA-TolY)

GAINED QUSTOMER. SERV|CE
SKILS WHILE ASSISTING

CUSTOMERS AND
& gmwa STRONG
RELATICNSHIPS
UHTH THER
Zolly — Pelmuaty Zoun
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The CV: Format
The Europass CV

:ZCURRICULUM
VITAE DI
PAoLO RoOssI

Infermumicni Merpimali

Roma - Balia

1996 = Roma

Data & naecits

Ecperiensa Luvarativa

Diats (da -4 Dual1 sogs

ettt IT

rifore Lefiose Roca U

Medalla e inik

Fato per cadog e sfilate

0 Vaco, 168

nm

Capaciti ¢ competerine persanali

Wadrelingua ftakano

Inghse
Cxutadilatma Livehs centificars beidge 112
Coatadismma Db cotificaron: Cambeide 2

Copacit & espressianc orale Liv ificerion: Cambridge -
Francese

Linehe centificarion: I

Capuit d Ietors

1 Liveke cemtificarione

Capacita di 5

Capacith di cxpessions oralk rien Ik
Spagnobs
Capacita di lethra

Capacta di svitura

Capacih & espressienc orak

aali Ditme capociti di shorm i team s
e pra alls eollabgps
s R

Capacieh ¢ compenere 1

Capacili ¢ comp

Alire capacili ¢ compelense

eeafds a)
Morne ¢ ndiricsa del detor: & bvons
Tipo di arisnian slors

Tipo di iepicge

il madon ¢ respansaby

Thafds-a)

Norse ¢ indirizza del dstore & hrors

Tipo diaz 0 sellore
Tipe di ivpiegs

Prasipik massieni & responsabiliy

X0 ot

Truipsh messsion 2 respormalibl

Estrazioas ¢ Formazime
Dataféa -2y

Some ¢ bpo di itieo &

ipali esancire abilies profesisonali appens
lo studis

Qaalifica consaguin

Dats [dn - a)

Ao & Blnerens o
mion:

Principst mateire il profesisonal oggetto
dellostudis

(uilfics comsequits

Hostess

Actoglesm chear

-5

Hosten ¢ ooockells

Actoghenm

s

Gingow 2

Francesco
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New digital formats

> Linkedin Profiles

> Video CV’s ."'""“‘gx -

cv

ﬂﬂﬂﬂﬂ
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Linkedin profile

When writing a resume, the intended audience is another
person — but in a profile summary, the writing is more for

search engines.

Recruiters and others search LinkedIn to find

talent matching their needs, so turning up in these search

results is clearly desirable. And since the research is done

Articoli di Barack i) v/ Gl sequi
TR s la/Blocta

by search engines

the governing concept is keywords and their variations.
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Which Keywords should You Include?

Resources to help you identify the right keywords to use in your LinkedIn

1. Go Up the Org Chart
If there is a more senior, well-respected professional in your field, look at that person's

LinkedIn profile and see what keywords are most prominent.

2. Check Out Job Postings

Job postings are also content that is job-oriented and keyword-based, and hence is also a
great resource: once you identify what your next job title should be, look at job postings for the
job title and its variations. From there, review the terms that appear often, as above.

3. Tie It All Together

A great profile not only has the right keywords, but is also appealing to a human reader. Take
the time to pull the keywords and the narrative together, so your profile is engaging and easy
to read
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The Video CV

Video CVs are becoming increasingly popular with
jobseekers wanting to stand out from the crowd. Rather
than replacing traditional paper CVs, videos enhance job
applications by providing employers 'with more insight
into what an individual has to offer.

"A traditional CV outlines your skills, qualifications and
experience, whereas a video CV enables an employer to
get a feel for your personality,”

30
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The Video CV: format

Plan your script and filming location: consider your audience and calibrate
accordingly. A video for a position at a bank might differ from a video for a start-up. Dress
as though you're attending an interview.

Keep it brief: Videos should be between 30 to 90 seconds. Anything longer is unlikely to
be watched. The video cv will never be a replacement for a paper resume, but it can
show some intangibles your paper resume can't—Ilike confidence, professmnahsm and
presentation skills

Keep Production Values Extremely High: people are used to the highest production
values possible. Jittery footage, bad lighting, and poor editing will sabotage your video
from standing out, even if the content is excellent. Sound: You need to use a professional
microphone, not the microphones that are built into a phone or camcorder.
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USI CV Format

* For your CV you can use the USI
Format or upload a
another one. If you choose the USI
Format just go on your profile page and

fill out the form. tion Motbertonge

nationality: Italian

English Reading, Writing, Speaking: Very Good
Date and place of birth: 30.08.1991 e acing, Weiting, pediing: Teny o
fcdres= AR | German Reading, Writing, Speaking: medivm
T 2010, study trip in Berlin
Telephone: -+
u i R R French Reading. Writing, Speaking: medinm
Slemal ————
Spanish Reading, Writing, Speaking: Very Good
2013-2013 Master in Manas faculty of Econeme
Universita della Svizzera Italiana (USI), Lugano, Switzerland Windows 7-Vista-XP—2000-1000
Microsoft Office: Word, Excel. Access, Powerpoint
20102013 Bachelor in Economia e Management WebDesign: Photoshop 7.0 - Fireworks MX - Flash MX

Universita degli Studi dell'Insubria, Varese, Italia HTML/XEML - Javascript

Thesis in Scienze delle finanze, title: "La privatizzazione delle imprese
pubbliche: il caso Finmeccanica”
Final grade: 110 e lode/110

08/12-03/13 Erasmus prog : Facultad de Admini. ion y direccion de
empresa, Universidad de Economia "Universidad de Las Palmas de Gran
Canaria”. Gran Canaria (ES)

SPORT

2009-2013: practice constantly gym and athletic

1995-2008: Artistic Gymnastic (Team Casorate Sempione CSI{Varese, Italy), competitive level)
1994-2006: Swimming (Moriggia Swimming pool. Gallarate(Varese, Italy))

OTHER

2013: Bartender course at Flair Academy (Milano, Italy), Competence certificate

2007: voluntary service at the athenaeum of Casorate Sempione (Varese, Italy)

2005: Certificate for the partecipation to the Japanese language course, ITPA Rosselli School.
Gallarate (Italy)

2010-2013 Milano, Rhe, Varese (Italy), Promoter and Hostess for many events
09/13-12/13 Milano Malpensa airport. information/welcome service and promoter
0%/11-03/12 Insubria University (Varese, Italy), assistent to a professor for )
administrative tasks Travel
Fashion
09/09-07/09 Casorate Sempione (Varese, [taly), receptionist at the hotel “La pista™ Reading
- o i [ ; X epi Sports in general
07/10-09/13 WVergiate (Varese, Italy), cashier at the club “Picasso Cocking
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Ask for a CV review

universia Talano uirectory
della English nfo Desk
Svizzera

italiana

University ~  Education ~  Research v News & Events v

Home / Carriera / Career

* You can request a CV review
on-line
www.Careerservice.usi.ch

Career

Welcome to the area managed by the Career Senvice where US| students and graduates and the workforce can connect.
These pages contain information on activities, initiatives and facilities at the University devised to:

* encourage relations and provide privileged contacts between students and graduates with selected job market players

° You can bOOk an uEnglish  and assist graduates in adopting a qualified approach when entering the workforce.
review” for your resume with e
one USI Professor as well. Register your infemship

Sign up to Career Management workshop
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USI CV Book

* The CV Book is an on-line publication of the Career Service that
collects curriculum vitae of USI Master students (up to one year after
graduation) .

(Students can decide to make their CV visible to companies trough their
Profile/CV page)

Upload here your CWs.

You can modify / update your CVs in any moment and you can use them for the registration to the US| Career events.

Preferential CV

= GV USI Create Modify View .
= Other CV Upload View

—> Make your CV wisible in the CV Book, which is a tool available for companies warking with the Career Senvice.
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