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Key CV components

What do you think makes a good CV?



Key CV components

• Clear, fit for purpose
• Employment record
• Competencies
• Qualifications
• Contact details
• References

Presenter
Presentation Notes
Do not use an old, as one size does not fit all,Current job first –account for all periods (even if travelling)Over ten years of employment, only need brief title and job description –unless something is particularly relevant –Key projectsExamples of soft skills – not ‘I am an excellent leader’, but ‘I have led a team of 4 staff’Tailor it –eg if applying for non-lab based position, emphasise your transferable skills, rather than your publications listQualifications -Not as important as you think – consider the order. No hard rule, only include what is necessary or asked for –don’t need your GCSEs if you have a phd! 



Tailoring your CV to stand out from 
the crowd

• Should look professional
• Consider the format 

– Photo?
– Colour? 
– Symbolic representations? 
– Interests?
– Publications list?

Presenter
Presentation Notes
Gender biasMay only be printed in black and whitepie charts, symbols, personal skill measuresOnly use interests that are relevant –shows leadership skills, communication, attitude to life, eg charity work/other technical skills not coveredPublications only if relevant –or on separate sheet









Tailoring your CV to stand out from 
the crowd

Read the Job Description carefully
• Essentials and Desirables
• Competencies
• Training and professional development

Presenter
Presentation Notes
address them all, even if you are not a perfect fit



Company formats and scoring criteria

Presenter
Presentation Notes
Broadly along same lines, but some ask for more transferable skills - sift or interviewlonza example



Skills:
Problem solving skills in the field of microbiology, efficient 
planning and execution skills, good communication skills to 
exchange relevant information; team player; written and oral 
communication.
Attention to detail and good work ethic.
Adapt quickly to changes of working environment and 
management. Organized, proactive self-starter able to handle and 
prioritize multiple tasks; adhere to timeline commitments.
Experience in advanced techniques (biofilm, sequencing, basic 
bioinformatics) desired.

Qualities & Attitude:
Entrepreneurial, reliable and accurate, flexible, can handle parallel 
work, able to withstand stress, direction setting attitude.

Presenter
Presentation Notes
Lonza ask for skills, Qualities and attitudesTry to find examples for all of these –but not repeat and regurgitate!



Company formats and scoring criteria

• Scoring system for first sift 
• May say sift or interview
• Guides for applicants –read them!

Presenter
Presentation Notes
(show our system)



Company formats and scoring criteria

• Scoring system for first sift



Marking Scale
4 - Very Good
3 - Clearly Acceptable
2 - Meets Minimum Requirements
1 - Below Minimum Requirements
0 - Unacceptable

Applicant Name

Sc
or

e

Fi
na

l D
ec

is
io

n 

Reasons for Non-Selection

D
eg

re
e

la
b 

m
an

ag
em

en
t 

ex
pe

rie
nc

e

pe
op

le
 m

an
ag

em
en

t s
ki

lls

la
bo

ra
to

ry
 te

ch
ni

qu
es

co
m

m
un

ic
at

io
n 

sk
ill

s

re
le

va
nt

 e
xp

er
ie

nc
e

co
m

pu
te

r s
ki

lls

Es
se

nt
ia

l s
co

re

po
st

 g
ra

d 
qu

al
ifi

ca
tio

n

ce
ll 

cu
ltu

re

m
et

ho
ds

 S
O

Ps
 R

As

qu
al

ity

lin
e 

m
an

ag
em

en
t

H
SB

S 
qu

al
s

D
es

ira
bl

e 
sc

or
e

A Applicant regret not applying for this role (had only sent list of publications)
B Bold 3 3 2 3 3 3 3 20 2 2 3 2 1 1 11 31 invite
C Can Do 3 3 3 3 3 3 3 21 1 1 3 4 3 1 13 34 invite
D Dedicated 3 4 3 3 3 4 4 24 1 1 3 3 1 1 10 34 invite
E Eager 3 3 3 4 3 3 3 22 3 1 2 2 1 1 10 32 invite

I Cantread 0 0 0regret I am interested in the Suitable position of Veterinarian or Veterinary microbiologist in your organisation
J Justintime 3 2 3 3 3 3 3 20 2 1 3 2 2 1 11 31 invite
R Goodtry 1 2 2 2 3 2 3 15 1 1 2 2 1 2 9 24regret not enough experience -invite to apply to assistant role (if it becomes avaialbe)

U Didntthink 0 0 0regret
experience good but 'looking to expand my field and change direction back to my original field of study'.

U R Kidinmee 0 0 0regret no lab man experience
Y Bother 0 0 0regret not the right sort of background -little lab man experience





Cover Letters

• What is a cover letter?
• Are they any use?



Cover Letters
Why they matter

• A chance to explain why you are the best candidate 
for the job 

• Not constrained like a CV, 
• Essential when there is no application form or if 

using an employment company that formats the 
CVs for you

• A way to showcase yourself
• Recommend even if optional

Presenter
Presentation Notes
your specific skill set and attributes that make you the best person for the roleelaborate on specific criteria you think are important





CV Workshop



Unconscious bias?

• Civil Service based organisations should redact 
all CVs

• May use a panel of sifters



General Tips

• Be concise, but not brief
• Address the Job Description –Essentials and 

desirables
• Include a cover letter
• Pay attention to detail –check your spelling and 

English use
• Allow time for all of this! 

Presenter
Presentation Notes
Get someone else to read it



If you are invited to attend interview

• Be prepared
• Be presentable
• Be punctual
• Learn all you can about the organisation
• Have examples prepared to address the skills 

and attributes

Presenter
Presentation Notes
What do you know about the institute?Shows you care
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