
11/29/2022

1

CV Writing

Basic Elements of CV

1. Personal Information 個人資料

2. Education Background 教育背景

3. Work Experience 工作經驗

4. Awards and Achievements 獎項及成就

5. Extra-curricular Activities 課外活動 / Volunteer Work 義工活動

6. Skills 技能

7. Hobbies 興趣 / Interests 嗜好 (Optional)

8. Reference 諮詢人 (Optional)

9. Others
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1. Personal Information 個人資料
• English and Chinese full names

• Gender

• Mobile number

• Email address

• Residential address ?

• Photo ?

• Marital status ?

• Religion ?

2. Education Background 教育背景
• Study period

• Study institution and programme names

• Achievement (Academic qualification, i.e. GPA / DSE results?)
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3. Work Experience 工作經驗
• Year of employment

• Company name

• Position

• Work type, i.e. full-time, part-time

• Duties

• Summer job / internship ?

4. Awards and Achievements 獎項及成就
• Year of award / achievement

• Award / achievement name

• Awarding institution
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5. Extra-curricular Activities 課外活動 / 

Volunteer Work 義工活動
• Year

• Organization / Programme Name

• Position / Qualification

• Duties

6. Skills 技能
• Soft skills

- Problem-solving

- Leadership

- Teamwork

- …

• Hard skills

- Language skills with extent

- Computer skills (software / app / tool)

- Typing frequency

- …
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7. Hobbies 興趣 / Interests 嗜好 

(Optional)

• Year

• Role / position

• Organization

8. Reference 諮詢人 (Optional)

• No. of reference ?

• Teacher / Professor

• Current or previous work supervisor

• Reference required information:

- Name

- Relationship to you

- Organization

- Contact information (email / telephone number)
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9. Others

• Availability (immediate / date)

• Current salary

• Expected salary

Tips of CV Writing

1. Be precise and consistent

2. Limit your CV to 1 or 2 pages

3. Set one-inch margin on all four sides

4. Use 1 or 1.15 line spacing

5. Use 11 or 12 point and an easy-to-read font type, i.e. Calibri, Times New Roman

6. Categorize your content as sections and give headers

7. Use bullet points

8. Use action verbs

9. Proofread your content
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Reverse

Chronological CV

• Most common

• Easy to read

Image downloaded at zety

Functional CV

Image downloaded at zety

• Creative

• Skill-based
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Hybrid CV

• Apply for experienced senior 

position

Image downloaded at zety

Cover Letter Writing

15

16



11/29/2022

9

Cover letter shall include…

• Employer basic info

• Your contact info

• Date

• Subject – Job title, reference no.

• Opening – 1 paragraph; who you are, why you want the job

• Body paragraphs – 1-2 paragraphs; Details of your qualifications / achievements / 

work experience / skill sets

• Closing paragraph – 1 paragraph; Re-emphasize your passion, capability, how you 

suits the job, ask for interview, your contact

• Formal closing

Image downloaded

at zety

17

18


