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The Recruitment Process

➢Expensive and time-consuming. Companies ensure that 

right candidates are recruited 

➢The recruitment is divided into the following:-

1) Written /online application

2) Screening & Shortlisting

3) Interviews & Assessments

4) Job Offer

5) Negotiations

6) Hiring process



Making your CV to stand out

➢No single way of doing CV

➢You will get different opinions 

➢ Look at common things, norms, & guidelines  

➢Only write relevant things to the job requirements 

➢ Indicate more about you & your uniqueness

➢Highlight your skills & show how you developed them

➢Show them how worthy am I for interview



Making your CV to stand out Cont…

➢ CV should show personal strength & experience

➢ Tailor-make your CV for each job you apply for

➢ It should not be longer that two pages

➢ Divided into clear sections with headings

➢ Easy to read 

➢ Should be 100% free of error



Critical Skills for 4IR

Let’s watch a video!

https://youtu.be/TZRyCrTX9oQ?t=11

https://youtu.be/TZRyCrTX9oQ?t=11


Skills important for 4IR

Do you possess these critical skills?
Cognitive flexibility

Negotiation

Service orientation

Judgement and decision making

Emotional intelligence

Coordination with others

Creativity

Critical thinking

Complex problem solving

Are they indicated on your CV?

If not, how do you acquire them?



Basic Guidelines

The following should be included:-

1) Personal details: [name, address, email, phone]

2) Educational background

3) Work experience: [part time, voluntary, internship]

4) Skills, knowledge and attitude

5) References



Basic Guidelines Cont…

Things that you may wish to include in your CV:-

1) Profile

2) Leadership positions

3) Interest & Memberships

4) Achievements



Basic Guidelines Cont…
You may choose not to include the following in your CV:-

NB: Check the advert guidelines/requirements

1) Marital Status

2) Gender

3) Dependents

4) Date of Birth

5) Nationality

6) Health Issues

7) Religion

8) Political Affiliation

9) Salary

10) Reason for leaving

11) A photo



Basic Guidelines Cont.…
Style & Guide

➢ Use one clear font (same size 11/12)

➢ Consistent layout(use of capital, indents, bullets)

➢ Use simple language & phrases

➢ Have a uniform grammatical style & tense

➢ Be accurate, professional & clear

What should be avoided:-

➢ Exaggerations, generalizations, untruths

➢ Repetitions, abbreviations & self flattering terms



Understanding What You Are Applying For

Do your research: 

➢Organization/Sector(company website, media reports)

➢Speak to a recent graduate (company, culture, role,   

attributes,& skills required)

➢Match all these with what you have Get evidence 

(Studies, Work Experience, Involvements, Extra Murals, 

Interests, & Position of Responsibility etc.)



Connect your skill & experience to job 

requirements



CV Tailoring Exercise: They Say, I say…



Compiling Your CV

Contact Details

1) Put your name in big & bold on top followed by your 

contact details

2) Also include your cell number, address, & emails 

address

3) Indicate alternative contact number 

4) Your email should look professional

Personal Profile

1) optional 

2) It gives recruiter a quick overview of yourself



Compiling Your CV…

Educational Qualification

➢Start with your recent qualification/ course 

➢ List backwards in a chronological order

➢ Include relevant modules/subjects 

➢ Indicate other important thesis, projects 

achievements & skills developed

➢Relevant short term courses could also be included



Examples of Qualifications



Compiling Your CV…

Work Experience

➢ List all jobs (full time, part time, internship, voluntary)

➢The aim is to highlight relevant responsibilities, 

achievements, skills and values

➢Start with the recent/current job & go backward in a 

chronological order



Example of Work Experience



Compiling Your CV…
Skills

➢ Highlight the skill relevant to the job requirements

➢ Provide evidence of where you developed & displayed 

each skill

Example of some transferable skills required

(Numeracy, leadership, IT, Organizational, Teamwork, 

Problem solving, Language, Communication)



Example of Skills



References

➢People that the employer may wish to contact to know more 

about you

➢At least have 3 referees on your CV

➢Strive to balance them ( one for academic & the other for 

personal attributes)

➢ List their names in full, titles, employers, emails, address & 

contact numbers

➢No relative, friends and parents

➢Get permission





Things you may wish to include:



Compiling Your CV…


