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Today‘s Topic

CV and Cover Letter Job Interview



Homework discussion



CV and Cover Letter



What should 
a CV (not) 
contain?



Sidelight

One day an older gentleman came to me to 
apply for a job. I asked him what he could 
do. He said, "Ma'am, everything..." Oh, do 
you have a resume or something in writing 
about what you can do? "I don't have..., so 
write it down, I'll dictate it to you..."....

M.N., HR Manager



CV and Cover Letter

First impression is only one

Appropriate 
graphic design

Necessary 
requirements

What 
information 

(not) to include



Graphic Design

It should match 
the job (strict form 
vs. creative 
design)

It should match 
our personality

Clarity first
No errors







Necessary requirements

Personal
data Education Work

experience

Skills



Personal data

Name 
Telephone

E-mail 
Place of residence

Photos

Age

Personal web

Soc. Networks

Account number

Place of birth

Marital status
Number of children

Parents‘ profession

Separation from partner



Education

Higher education
Courses related to the 

profession

Certificates
Languages at B1 level 

and above

Secondary education
Unfinished education 

Non-vocational courses

Languages and level A1,2

Basic education



Work experience

Long-term internships
Temporary jobs in the 

field

Short-term internships
Temporary jobs 
outside the field
Charity activities



Skills

Driving licence

Software

Soft skills

Hobbies What is not true

Political beliefs

Religious beliefs



Brief introduction of self (optional)

Professional goals

Motivation
Personality

What I've done,

Motto



Cover Letter

Universal phrases

Information supplementing a CV

Respond to a specific job offer

Why I am applying for this job

Why should I be invited for an interview



Facebook

Instagram

LinkedIn



Facebook, Instagram, aj.

"Private" social 
networks

I look when I'm intrigued or 
unsure

What the candidate is 
really like

The employee represents the 
company in his/her private life



LinkedIn profile

Today practically obliged

Opportunity can come "on its 
own"

„Working Facebook“

Form of CV

Job search engine

Better profile →more chances



Job Interview



Etiketa na pohovoru

What is a good time to arrive?

What is the appropriate dress code?

How to shake hands properly?

Can I accept refreshments?



Time management of the job interview

Arrival maximum 5 min 
earlier

Avoid late arrivals Have enough time for the 
interview (30 - 60 min)



Dresscode



Handshake



Can I accept
refreshments?



Online job interview

• Technical background

• The environment behind us

• Disturbance of other household 
members

• Sitting in front of the camera

• Dresscode in front of the camera



What is the 
purpose of a 

job 
interview?



Mutual acquaintance of the employer and the 
applicant

What is the 
purpose of a 

job interview?

• Does the candidate have the relevant knowledge?

• Is the candidate's personality suitable for the position?

• Does the candidate fit in with the team?

• Will the candidate get along humanly with the 

supervisor?

• Will the candidate have room for self-fulfilment?

• Does the candidate suit the working environment?

• Is the candidate comfortable with the company 

culture?

• Is the candidate comfortable with the position?



Questions from the recruiter

Respond according to reality

There's no point in styling yourself in any way

Answers to the most common questions should be well thought out

It's just as useful to know the company I'm applying to



Candidate questions

Company 
details Job Details Salary and 

benefits

It's definitely 
wrong not to ask 

for anything



Assessment centre

Based on job analysis Multiple evaluators (different 
personalities)

Trying to predict the candidate's 
behaviour in practice



Assessment centre

Individual exercises (independent 
mastery of tasks, tests, interviews)

Pair exercises (negotiation, 
conflict management)

Group exercises (team roles, 
ability to work in a group)



Second (third) 
interview

It's not a repeat of the 
first one. Follow-up questions

"Homework" Getting to know the 
management

Tests Psychometric

Knowledge Language/conversatio
n in a foreign language



Summary
What have you learned today?



Homework
Create your CV



Thank you for your attention
dagmar.halova@mvso.cz
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