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Vin

CV and Cover Letter Job Interview




Homework discussion



CV and Cover Letter



What should
a CV (nhot)

contain?




One day an older gentleman came to me to
apply for a job. [ 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

Sidelight



First impression Is only one

What

Appropriate Necessary information
graphic design | requirements | (not)toinclude

CV and Cover Letter



It should match Clarity first

It should match
our personality No errors

the job (strict form
VS. creative
design)

Graphic Design



Bc. Markéta Puchalova

DATUM NAROZENTI: 26. duben 1990
KONTAKINIADRESA: Veveii 59, Brno 602 00
TELEFON: +420 723 101 814

EMAIL: marketa.puchalova@seznam.cz

WWW: ijhnizdo.cz

Pracovni zkusenosti

Kurzy

2014 dlouhodoby kurz Metody prace se specifickymi skupinami klienth,
LEPORELO, o.s.

Praxe v socialni oblasti

2014 praktikantka v Kontaktnim Centru pro drogové zavislé na Videiiské ulici, Brno
2005-2010 animdtorka na taborech pro déti

Dovednosti a zkuSenosti

2015-2016  prodejce knih, knihcentrum.cz Olympia, Brno

Studentské brigady

2013-2015  servirka a barmanka, Hostinec u Tesafe a Pivnice u Tesafe, Brno
2009 -2013  dopliiovani zboZi na prodejné, Kaufland v.0.s., Opava

2011, 2012 administrativni pracovnik, Armatury Group a.s., Dolni BeneSov
2008 pracovnik u pasu, Opavia-LU, s.r.0., Opava

2007 pracovnik ve skladé, Armatury Group a.s., Dolni BeneSov

2005,2006  zemédélska vyroba, Hosticka a.s., Velké Hostice

Vzdélani

2015- .. kombinovany bakalafsky obor Religionistika, FF MU Brno

2010-2014  bakalaisky obor Religionistika, FF MU Brno,
neaspésné ukonéeno

2009 -2013  bakalaisky obor Vys$i justi¢ni afednik, PrF MU Brno,

spésné ukonéeno stitni zavéreénou zkouskou

2005-2009 Mendelovo gymnazium, Opava,

Gspésné ukonéeno maturitni zkouskou

Jazykové znalosti  angli¢tina (aktivni)

Jsem aktivnim uzivatelem PC Microsoft Word, Microsoft Excel a Microsoft

PowerPoint, graficky editor Adobe Illustrator, ziklady HTML a CSS

Mézajmy  psani povidek, ¢teni beletrie, dlouhé pochody



111 Mgr. Dagmar Halova

Telefon: 731 888 697 | E-mail: halova.d@seznam.cz
Komenského 343, T83 73 Grygov

Cil: Mym profesnim cilem je neustale se posouvat dal a nikdy nemit hotovo. Vdy je v éem se zlepiovat, vidy jsou znalosti, které élovék mize

ziskat a dovednosti, které lze zdokonalit.

Vzdélani

Obchodni akademie Tomase Bati ve Zling,
specializace Mezinarodni obchod.

Jednalo se o jazykové zaméreny obor, ktery mi
mimao jiné umozZnil na konci fretiho roéniku na i
mésice vycestovat do Velké Britanie,

9/2005 — 5/2009 712009 — 972012

Vzdélani

Univerzita Palackého v Olomouci, Filozoficka
fakulta, Aplikovana ekonomicka studia -
Zurnalistika

Kombinaci téchto obord jsem zvolila, jelikoz jsem
se b&hem stiedni Skoly nadchla pro tvirgi psani,
kterym jsem si v t& dobé takeé piivydélavala.
Zaroven jsem tak chtéla navazat na studium na
obchodni akademii.

Dovednosti

Pracovni zkusenosti
|

Textair PR pro www stranky, Pixolo, s. 1. 0.
Naplni mé prace byla tvorba textd pro weby,
zejména e-shopy. Smyslem bylo nadchnout
zakaznika pro dany produkt a zaroven text
formulovat tak, aby se objevoval ve vyhledavadich.

6/2010 — 32011 8/2011 — 1272017

Pracovni zkusenosti

Profiporadenstwvi

Pod znackou Profiporadenstvi plsobici na
finanénim trhu jsem nejprve pracovala jako
konzultant, kdy jsem méla na starosti komunikaci

s klienty. Od roku 2014 jsem zde pisobila na pozid
obchodni vedoudi, kdy mezi mé kompetence
spadal vybér a adaptace nowvjch pracovnika

a vzdélavani pracovnikd stévajicich.

-]
Komunikace, vzdélavani, vedeni tymu, organizacni dovednost, kntické my3sleni, nabor, rozhodovani.

MS Office, fidicsky prikaz skupiny B.

Angli¢tina na drovni B2, Spanélitina na Grovni AT.

Vzdélani
|
Univerzita Palackého v Olomouci, Filozoficka
fakulta, Aplikovana ekonomicka studia —
Komunikaéni studia

Diky k mym tehdejSim pracovnim zkuZenostem
jsem si uvédomila potencial v propojeni
komunikacnich a ekonomickych studii. To oviivnilo
mou volbu navazujiciho magisterského oboru.

/2012 — 6/2015 Lt s
soucasnost

Pracovni zkusenosti

Veles Analytics

Jsem spoluzakladatelkou obchodni znacky Veles
Analytics. Pod jeji zastitou konzultanti vzdélavaji
sirokou vefejnost ve finanéni gramotnosti. Mou
naplni prace je HRM, Skoleni, tvorba webowych
stranek a prace se sodalnimi sitémi, organizacni
zajisténi chodu kancelafe, jednani s obchodnimi
partnery, aj.

Certifikace

|
Podfizeny pojistovac zprostredkovatel
Vazany zastupce investitniho zprostfedkovatele

Vazany zastupce spotfebitelskych dvérd



Personal : Work
Education :
data experience

Skills

Necessary requirements



(22) (%) (s

NElnlE PhOtOS Place of birth
Telephone

A e Marital status
: g Number of children
E-mail

Parents‘ profession

Personal web ,
Place Of residence Separation from partner

Soc. Networks

Personal data



(¢2) (5F) (o2

Higher education Secondary education Basic education

Courses related to the Unfinished education

profession Non-vocational courses

Certificates Languages and level A1,2

Languages at B1 level
and above

Education



(¢2) (5F) (o2

Long-term internships Short-term internships

Temporary jobs in the Temporary jobs
field outside the field

Charity activities

Work experience



(¢ 2) (%) (o

Driving licence Hobbies What is not true

Software Political beliefs

Soft skills Religious beliefs

Skills



Professional goals

Motivation

Personality
What |'ve done,
Motto

Brief introduction of self (optional)



Universal phrases

Information supplementing a CV

Respond to a specific job offer
Why | am applying for this job

Why should | be invited for an interview

Cover Letter
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Facebook, Instagram, aj.

"Private"” social What the candidate is
networks CEIWALG
| look when I'm intrigued or The employee represents the
unsure company in his/her private life




LinkedIn profile

Today practically obliged Form of CV

Opportunity can come "on its :
PP yown" Job search engine

~Working Facebook* Better profile > more chances







Etiketa na pohovoru

What is a good time to arrive?

s What is the appropriate dress code?
s How to shake hands properly?
s Can | accept refreshments?




Time management of the job interview
@

R a
Arrival maximum 5 min Avoid late arrivals Have enough time for the
earlier interview (30 - 60 min)
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Can | accept
refreshments?




Online job interview

* Technical background
* The environment behind us

* Disturbance of other household
members

e Sitting in front of the camera

e Dresscode in front of the camera




What is the
purpose of a

Jjob
Interview?




Mutual acquaintance of the employer and the
applicant

* Doesthe candidate have the relevant knowledge?
* |sthe candidate's personality suitable for the position?
* Does the candidate fit in with the team?

* Will the candidate get along humanly with the

supervisor?

' What is the
purpose of a

* Willthe candidate have room for self-fulfilment? ,", jOb interview?

* Does the candidate suit the working environment?

* |sthe candidate comfortable with the company

culture?

* |sthe 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

J




Assessment centre

o
ag!

Based on job analysis Multiple evaluators (different Trying to predict the candidate's
personalities) behaviour in practice



Assessment centre

Ig:’\\

Individual exercises (independent Pair exercises (negotiation, Group exercises (team roles,
mastery of tasks, tests, interviews) conflict management) ability to work in a group)



Second (third
Interview

14

448

It's not a repeat of the
first one.

"Homework"

Tests

Knowledge

Follow-up questions

Getting to know the
management

Psychometric

Language/conversatio
nin aforeign language



4

What have you learned today?

—— S



Homework

Create your CV



Thank you foryour attention

dagmar.halova@mvso.cz
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