A Targeted CV

What is a targeted CV?

A targeted CV is a CV that is designed with one particular job in mind (e.g. a CV designed only for teaching jobs, or only for sales persons) and the general requirements and skills needed for that job are the same from company to company.

To develop a targeted CV, you need to know about the job that you are going for so that you can address the roles and skills within that job.

By concentrating on one specific job you can emphasis your skills and abilities that apply to that job, even if you gained them some time before did not necessarily use them in your recent role or have developed them in activities other than work.

How Do I Target My CV?
Working out the Skill Titles

As a targeted CV is aimed at a specific job, then to start off with you need to know about the job. 

If you have been doing the job already then you will know what the job entails, other wise try and look at job descriptions and job adverts to see what the main roles and duties are.

Split the job into two or three main roles.  These should be distinct aspects of the job but general enough so that you can split each down further.  These main roles will be the titles you will list your skills under.

Putting in your skills

Now you should have some title headings covering different aspects of the job you are looking for.  Under each of the titles look at what would be involved in that work and match up your own skills so that you cover as many of the job as possible.  

It might be that you can put a skill under two or more titles, in that case try and word it so that it sounds relevant to that title.  For example, if you types letters and reports using a word processor on a computer, you could enter “Created and produced letters and reports” under the title “Office Skills” and “Word processing” under the title “Computer Skills”

Transferable Skills
Transferable Skills are skills that are not specific to one job, but can relate to alt of jobs out there.  How many jobs can you think of where you have to talk to people at some time, no matter who they are?  All of them, so they all need communications skills.

Other skills are also transferable, and are desirable in a wide range of jobs.  If you have skills that are not specific to the particular job you are looking for, but would be relevant and beneficial then you can include a special title for them.

This title can have many titles, usually something like “Transferable Skills”, “General Skills” or “Other Skills”.
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Profile

An experienced sales person with strong selling and customer relation skills and proven organisational and managerial abilities.  

Skills and Experience

Managerial / Supervisory Skills

· Supervising 3 members of staff, including staff rota, holidays, sickness.

· Maintaining accurate stock records and re-ordering of items of stock.

· Cashing up and banking of daily takings.

· Resolving customer complaints.

Sales Skills

· Communicating with customers regarding sales enquiries.

· Proven Sales Skills covering various item lines and product ranges.

· Designing and setting up shop floor displays.

· Handling payments made by cash, cheque and credit/debit cards.

· Comprehensive product knowledge of stock.

Other Skills

· Proven ability to work individually and to use my own initiative.

· Highly computer literate covering Microsoft Office products, email, internet.

· Able to work in high pressure, dynamic environments.

· Strong team based skills.

Employment History

September 2000 – present
Assistant Manager
Bodwin Office Supplies, Wimbledon

August 1998 – September 2000
Sales Assistant
Pasha Fashions, Teddington

May 1997 – April 1998
Part Time Sales Assistant
Bookman Shoes, Richmond

Education & Training

2002
Data-Tec Computer Training Ltd.


Computer Literacy And Information Technology - Stage 2


Microsoft Office User Specialist

1999 St Mary’s High School, Richmond

3 A Levels in English Literature, English Language and Art

5 GCSE’s in Physics, English Language, Mathematics, English Literature and Art

Interests and Pastimes

I am interested in computing and am constantly increasing my skills in this area.  I enjoy horse riding, badminton and selling at car boot sales.

References

Available on request.
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Skills have been listed under the relevant heading so that they are easy to read and distinguish from each other. 








Name, address and contact details clearly and prominently displayed.








Transferable skills that can apply to a wide range of roles are also listed.








Various duties of the job have been identified.  These act as headings to put skills under.








Details of individual jobs are reduced to start/end dates, job title and company.








Education and qualifications only need to show the dates when you studied, where you studied and what qualification you gained.

















Personal profile - a short, concise and positive statement about what you have done, can do and want to do.








Referees are called after you have been interviewed, so it isn’t necessary to include their names and addresses here.








Interests show other aspects of your personality.  If possible, show one that relates to work in some way.











