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One word 
describing 
your mood 

now
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Give me one 
simple phrase 

about what’s so 
special about you
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JOB!CV

Myth

Interviews
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Reality
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How many CVs do I 
need to send out to win 

one interview?

How many versions of 
CVs do I need to write 

in order for me to keep 
on winning interviews?
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How many lives are you?
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A job 
or 

a career?
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A job, a career or a life?
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Can anyone 
tell me what 
will be the 
most popular 
jobs in 5 
years?
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emerging 
roles 
clustered 
into the jobs 
of tomorrow
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Where do you 
search for jobs?
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Be a critic! 
Good or bad?
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Template.net
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Use 4-5 minutes to work on these 3 
guiding questions for Personal 
Statement:

1. Why are you the best fit to this internship 
position? (skills, attributes, character)

2. What do you want to achieve and how is it 
relevant to the internship position? 
(aspiration, goals, job-fit and development 
areas) 

3. How will you contribute to the Community 
Partner you are applying for? (goals, will)

Now, get a 
start on 

your own 
CV
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Write a Career Objective Statement:

A committed Engineering Postgraduate 
equipped with Scrum knowledge and 
complex problem solving skills. Good 
communication skills including English, 
Mandarin and Cantonese proficiency.  
Modest and willing to learn.  Professional 
interests include Project Management, 
Customer Services and Resourcing

Area of 
your study

Attitude or 
2nd to 3rd soft 

skills

Soft skills 
+ 

languages

Stream of 
focus / 

strengths

+ + +

Now, get a 
start on your 

own CV
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a verb in 
past tense

quantitative or 
qualitative resultsan actiona subject 

or a task
+ + +

E.g.
- Led a team of five to test run a client database within two weeks that 

resulted in good marketing adaptation
- Successfully ran creative programs for children aged 4-6 and taught 

them expressiveness through painting and storytelling

Now, get a 
start on your 

own CV

Work on your 
Achievement Statements 
(results demonstrating 
through your job duties)
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Keep other parts of your 
resume clean 

< = 
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What is ATS?
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Don’t
• make it too fancy for traditional jobs – e.g. put your picture, use artistic font styles, make 
unnecessary embroidery or colors, unique stationary 

• cluster too much info on each page

• make your resume content imbalanced

• fake information that never exist

• copy from others

• make spelling mistakes

• write poor English/Chinese

• make run-on sentences

• use ‘I’ language

• use too many different fonts 

• use nicknames or weird combo in your email address

• put sensitive info on your social media
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Do
• Spend time constructing each item especially your Personal Statement and each 
Achievement Statements

• Spelling and grammar checks

• Use past tense for past events

• Devise a core version and adjust for each job application

• Always keep your resume concise and precise – 1-2 page maximum

• Think of how you being in the role made the difference

•Include your contact information – mobile number, email address, 
whatsapp/wechat, skype, linkedin

•Include references if available and confirm with your reference contacts ahead of 
time

• Ensure each content area is proportional – e.g. more on latest job experience, less 
on previous

• Be authentic and original
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Bottomline, be the 
best of yourself and 
show it to others in 
as easiest 
understandable way

Need help?

9278 1184 
connie@radixasia.com


