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Learning Objectives
By the end of this material, learners will identify the purpose and key components
of a CV, distinguish between CV types, and construct a basic CV structure tailored
to their career goals. Learners will also practice customizing CVs for specific job
roles to enhance employability.



What is CV?
A CV, short for "curriculum vitae" (Latin for "course of life"),
provides a detailed overview of one's academic background,
professional history, publications, awards, and skills, often
spanning multiple pages unlike shorter resumes. 

It emphasizes comprehensive achievements rather than a brief
summary, making it ideal for fields requiring verified expertise.
In the UK and Indonesia, CVs are standard for most job
applications, while U.S. resumes are more concise.



Chronological CV: Lists experience in reverse date order, best for steady
career progression.
Functional/Skills-based CV: Focuses on skills and abilities first, ideal for
career changers or gaps in employment.
Combination CV: Blends chronological and functional elements,
highlighting both skills and history.

Types of Curriculum Vitaes



Structure of a CV



What is Cover Letter
A cover letter is a one-page document submitted with

a CV or resume to introduce a job applicant, explain

their interest in the position, and highlight relevant

skills and experiences that align with the employer's

needs.



Structure of a CL
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 123 Main St,
 City, State, Zip
john.doe@email.com
 (123) 456-7890

December 26, 2024
 [Hiring Manager’s Name]
 [Company Name]
 [Company Address]

Dear [Hiring Manager’s Name],

I am writing to express my interest in the Management Trainee position at [Company Name] as advertised on [Job Board/Company
Website]. As a Management undergraduate with a solid foundation in business operations, administration, and organizational
management, I am eager to apply my knowledge and contribute to your team.

During my academic projects and internship at [Previous Company Name], I gained hands-on experience in supporting
administrative processes, coordinating small-scale projects, and analyzing workflow efficiency. One of my key achievements was
assisting in the development of a simple inventory monitoring system that helped reduce processing time by 15%. I also
collaborated with cross-functional teams to prepare weekly performance reports, which strengthened my skills in communication,
teamwork, and problem-solving.

I am particularly interested in [Company Name] because of its strong reputation for developing young talent and fostering a culture
of continuous improvement. I believe my passion for learning, combined with my understanding of business fundamentals, makes
me a strong candidate for this role.

Thank you for considering my application. I would welcome the opportunity to discuss how my academic background and
enthusiasm for management can contribute to [Company Name]. Please find my resume attached for your review.

Sincerely,
 John Doe
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