Creating a successful CV (Curriculum Vitae) is crucial for making a strong impression on potential employers. Here are
some essential tips to help you craft an effective and professional CV:

1. Tailor Your CV to the Job

e Customize your CV for each job application. Highlight the skills, experiences, and qualifications that align
with the specific job requirements.

e Use relevant keywords from the job description to ensure your CV passes through Applicant Tracking
Systems (ATS).

2. Keep It Clear and Concise
e Length: A CV should typically be 1-2 pages long (depending on your experience).
e Use clear, concise language and avoid unnecessary jargon.
e Organize your CV in a way that is easy to scan, using headings and bullet points.
3. Use a Professional Layout
e Choose a clean, professional layout with easy-to-read fonts (like Arial or Calibri).
e Leave enough white space to avoid a crowded look.
e Use bold and italics sparingly to highlight key information.
4. Start with a Strong Personal Statement or Summary

e A personal statement or career summary at the beginning of your CV helps the recruiter understand who
you are and what value you can bring.

o Keep it brief (2-3 sentences) and focus on your experience, key strengths, and career goals.
5. Highlight Your Skills
e Include both hard skills (technical abilities) and soft skills (communication, problem-solving, etc.).
e Be specific and, where possible, give examples of how you’ve applied your skills in previous roles.
6. Focus on Achievements, Not Just Duties
e Ineach role, focus on achievements rather than simply listing job duties.

e Quantify your achievements with specific numbers or results (e.g., "Increased sales by 20% within the first
year").

7. Include Relevant Work Experience
e Work Experience: List your work history in reverse chronological order (most recent job first).

e Foreach job, include your job title, the company name, dates of employment, and a brief description of
your responsibilities and achievements.

8. Educational Background
e List your educational qualifications, starting with the most recent degree or certification.
e Include the degree obtained, institution name, and dates of attendance.
e If relevant, mention specific projects, courses, or accomplishments.

9. Add Certifications, Training, and Professional Development



e List any relevant certifications, licenses, or additional training that strengthens your qualifications for the
position.

e This can include software skills, industry-specific certifications, or language proficiency.
10. Include Volunteer Experience (if applicable)
e If you have relevant volunteer experience, include it in your CV.
e This can demonstrate additional skills such as leadership, teamwork, and community involvement.
11. Proofread for Errors
e Ensure your CV is error-free—spelling, grammar, and punctuation mistakes can leave a negative impression.
e Consider asking a friend or colleague to review your CV for clarity and accuracy.
12. Use Action Verbs

e Use action verbs to describe your accomplishments, such as “managed,” “designed,” “improved,”
“developed,” etc.

e These verbs help your achievements stand out and sound more impactful.
13. Stay Honest

e Be truthful about your qualifications, experiences, and achievements.

e Employers can verify your information, and dishonesty could cost you the job.
14. Professional References

¢ Include at least two references (name, job title, contact details) from previous employers or professional
contacts.

e Always ask for permission before listing someone as a reference.
15. Be Mindful of Your Online Presence
e Include a link to your LinkedIn profile or any other professional portfolio if applicable.

e Ensure your online profiles are up to date and present a professional image.

By following these tips, you can create a CV that effectively highlights your qualifications, skills, and experience,
increasing your chances of landing your desired job.

ANULOUPYWVTOC €Va ETILTUXNUEVO BloypadLkd elval KpLoLo yia va adroeTe pia BT evtUTIWon oToug eV SUVAEL
£py0d0teC. ESw elval peptkeg Paotkég cuPBOUAEC Tou Ba coc BonBrRcouy va SNULOUPYNOETE £Va AMOTEAECUATLKO
KOLL ETIOYYEALATLKO BLoypadLKO:

1. Npoocappoote o Bloypadiko Zag otn Ofon Epyaciag

¢ Mpoocapudote to Ploypadiko oag yia kaOe aitnon epyaociag. Avadeifte Tig Se€LOTNTEG, TIC EUMELPLES KOL TAL
T(POOOVTA TIOU TALPLA{OUV HE TLG ATIAUTAOELG TNG CUYKEKPLUEVNG B€onG.

e XpNOLUOTIOLNOTE OXETIKEG AEEELG-KAELOLA o TNV TiepLypadn Tng Béong yia va BePatwBeite ot To
Bloypadikd cag mepva amo ta Tuotiuata NapakolouBnong Attrioswv (ATS).



. Kpatrjote to Ka®apo kat ZUVOmTiko
e MnkKog: To Bloypadiko oag Ba mpenel va £xel ouvnBwg 1-2 oeAideg (avaloya pe TNV eunelpia oag).
e  XpnoLlomoliote cadr) KoL CUVOTTLIKA YAWooa Kal arnodUYETE TLG TTEPLTTEG AEEELC.

e  Opyavwote 1o Bloypadiko oag Pe TPOTOo ToU va lval EUKOAO GTNV AVAYVWON, XPNOLLOTIOLWVTAG TITAOUG Kalt
onUela Koukidog.

. Xpnotponotiote EmayyeApatikr Awdtagn
e  EmAé€te évav kaBapo, emayyeALATIKO OXeSLAOUO UE EUAVAYVWOTEG YPOUUOTOOELPEC (OTwce Arial i Calibri).
e Adnote apkeTO «AEUKO XWPO» yLa va arnodUyeTe Evav UTIEPPOPTWHUEVO OXESLOOUO.
e  XpNOLUOTIOLROTE £VTOVA KOL TIAGYLA YPAUMOTA E LETPO YLa VoL avadeiete Baolkég MAnpodopieg.

. ZeKwnote pe Mua loxupn AAwon Npocwriikol Ztoxou N NepiAnyn

e Mo 6AAWON POCWTILKOU oTAXOoU N MePIANYN KapLépag otnv apxn tou Bloypadikol oag Bonba tov
€pYy0d0TN VA KATAVONOEL TTOLOC £L0TE Kal TL a&la pmopeite va mpoodEpeTe.

e Kpatrjote tnv oUvToun (2-3 MPOTACELG) KAl EMLKEVTPWOEiTE 0TNV gUMEeLpla, TG PACIKEG oag SeELOTNTEC Kall
TOUG OTOXOUG TNG KAPLEPAC OO,

. Avadeite Tig Ae€LOTNTEG Zaig
e JuUMepPAGPeTe TOOO TEXVIKEG de§LotnTe (hard skills) 600 kal §g§LotnTeg eMikowvwviag (soft skills).

e Na eiote ouykeKkpLUEvoL Kal, OTav eival Suvatov, va dwoete mapadeiypata yla 1o nws ehapuocate TIG
Se€10TNTEC oaG Oe TponyoU eveG BETELG.

. EmikevtpwOeite otig Emddoelg, OxL Movo otig YIoOXpEWOTELG
e e KAOe BEon epyaociog, eMIKEVIPpWOELiTE OTIG EMBOOELG KAl OXL ATAG OTNV Kataypadr) TwV KaBnKOVIWY oag.

e [OCOTLKOTOLNOTE TLG EMLOOOELG OOC L€ CUYKEKPLUEVA VOUEPA N} amoteAéopata (Y. "AUEnoa TIg TWAROELG
Katd 20% PEoa OTOV TIPWTO Xpovo").

. ZupneplAapete Ixetikn Epyaoiakr) Eunsipia

e Epyaoiakn Eunelpia: Katatalte tig O€oelg epyaoiag oag oe avtiotpodn Xpovoloyikr oslpad (n mo
npoodatn Béon Mpwta).

e Tl kABe epyaoia, cupneplhaBete Tov TitAo TG O£0NG, TO OVOMA TG ETALPELNG, TIC NUEPOUNVIES
anaoX0Anong Kot pla cUVTopn neplypadn Twv KoBNKOVTWY Kal TWV EMITEVYUATWY OOG.

. EKmadeutiko Ynopabpo
o Kataypadte ta eKMOLSEUTIKA 0O TTPOCOVTA, EEKLVWVTOC OO TO TILO POCdATO MTUXio 1 mLotomnoinon.

e JUUMEPIAGPETE TO MTUXIO IOV ANMOKTAOOTE, TO OVOULO TOU LEPUHATOG KOL TIC NUEPOMUNVIEG
napakoAovOnong.

e Av elval oXeTIKO, avadEPETE GUYKEKPLUEVA Epya, HaBrpaTa i eMITEVYHATO.
. Mepl\dBete Mictomouroclg, Eknaidsuon kot EmayyeApatiky Avantuén

o Kataypadte omolecdAMOTE OYETLKEC TILOTOMOLNOELG, ASELEG I TTPOCHETN eKTASEVON TTIOU EVIOYUEL TOL
TPOoOVTA 6OC yLo TV Béon.

e AuTO pmopel va epthappavet 5£€L6TNTEC AOYLOWLKOU, TILOTOTOLAOELG 0TOV KAGSO0 1] YAWOGOLKES Se€LoTnTEC.



10. NephaPete EOsAovtikn Eunelpia (av toxvetl)
e Av €xete OXETIKN €BeNOVTIKN euneLpia, TpooBEate TNV oto Bloypadlko oag.

e AuTO pmnopei va amodeifel mpooBeteg Se€loTNTEG, OMWG N NYyEoia, N opadLky cuVeEPyOoia KoL N KOWWVLKN
EUTTAOKN.

11. AwopOwote yia AaBn

e BePalwbeite otL T0 Bloypadikd oag eival xwpig¢ AdOn—Adbn otnv opBoypadia, Tn yPAUUATLKA 1) TN OTEN
urmopoUV va aprioouV apvnTIK EVTUIWon.

o Jkedrteite va {ntroete anod évav ¢ilo r} cuvadeldo va eAéyéel To BloypadLkd cog yia cadnveLa Kat
akpiBela.

12. Xpnoonoujote Pripata Apdong

e  XpNOLUOTIOLROTE pRHATA SPACNG YLO VO TIEPLYPA ETE TA ETUTEVYUATA 0OC, OTIWE «SLnUBuvay, «oxedlaoca»,
«BeAtiwoay, «avamtuo» K.AT.

e Autd ta pripata BonBoulv Ta emTeUYUATA 0aG Vo EEXWPLOOUV KAl VOL AKOUYOVTOL TILO EVTUTIWOLOKAL.
13. Meivete ELAkpLvEig
e Na elote EIAKPLVELG OXETIKA [LE TA TIPOCOVTA, TLG EUTIELPLEC KAL TO ETUTEVYUOTA OAC.

e OLepyodotec umopouv va emainBeloouv Ti¢ MAnpodopieg oag Kal n avakpipela punopel va oag kootioel Tnv
Béon.

14. EnayyeApatikeg Avadopég

e JuumeplAdPete Toulaylotov U0 avadopEg (ovoua, Tithog B€ong, otolxeia emkowwviag) amno
TipoNyoUeVoUG epY0SOTEG 1) emayyeApatiec.

e [avta {ntiote adela mpLv avadEpPeTe KATIOLOV WG avoadopda.
15. Awote Npoooyn otnv Aladiktuaki Zag Napouoia

e Juunep\aPete €va ouvdeopo yla o npodiA aag oto Linkedln 1) yia onolodnmote GANO emayyeAUATIKO
XapTopUAAKLO oV UTIAPXEL.

e BePawwBeite 6tL Ta StabIkTuoKA oag MPodiA eival evnuepWHEVO KOL TTIOPOUGCLATOUV ULa ETIAYYEAUATLKA
ELlKOVQ.

AkoAouBwWVTAG AUTEG TIC CUMPBOUAEG, Umopeite va dnpLoupynoete Eva Bloypadikd mou va avadelkviel
OMOTEAEOUATLKA TA TIPOOOVTA, TIG SeELOTNTES KOl TNV EUMELpia oag, aufdvovTag TG BavoTNTEC oag yLo TNV
anodktnon tng B£ong epyaociag mov emibupeite.



