
 

CV Writing a.m. session 
The structure and elements of a CV 

What to include and what not include 

 

Identifying & highlighting strengths 

What are our strengths and how do we make the most 

of them in our CV  

 

The importance of Key Achievements 

How to stand out from the crowd 

 

A Recommended CV Format 

A successful format you can use  

 

How to list Career History 

The best way to highlight your career history and how 

to write it 

 

Tailoring your CV to a role 

Considerably increase your chances of getting an 

interview 

 

Dealing with recruitment agencies 

How to get the most out of your relationship 

 

Cover Letters  

What makes a great covering letter 

 

 

Interviewing skills p.m. session 
 

Pre & post interview expectations 

What organisations can do to “filter” applicants 

 

Handling Nerves 

Why do we get so nervous?  

Things you can do to calm your nerves 

 

Interview Preparation 

How can we prepare effectively? 

The key to being more in control  

 

How to answer Competency based interview 

questions 

A great technique that you can use 

 

How to handle standard questions confidently 

Common questions which arise in most interviews and 

how we can answer them positively  

 

The Panel Interview 

How to handle the panel interview 

 

Ending Positively 

What happens at the end of the 

 

 

Morning Session  0930 – 1230 

Afternoon Session 1300 – 1630 

  

 

In today’s fast moving work environment, we have to make the very best of our 

talents and skills to either improve our career prospects or to nail down that 

new job interview. For some of us it may have been several years since we have 

had the experience of proactively seeking a new career or a new role in the 

“outside” world. You may also find that the skills required to write a ‘winning CV’ 

and to succeed at an interview have also moved on. Skype, Facebook, LinkedIn, 

e-mail addresses etc. are all “new” technologies that are being increasingly used 

in the CV and Interview process and it is vital to be aware of the pitfalls and 

dangers, as well as the benefits, of using such applications. 

 

Learning outcomes 

At the end of this programme you will be able to: 

• Understand what makes a great CV and how to highlight key 

strengths 

• Construct a winning CV which will give you the best chance of 

securing interviews   

• Understand the importance of interview preparation 

• Increase your confidence by practicing structuring great answers to 

questions 

 

For the Interview workshop, if you are applying for a particular position or role, 

bring along the job description and “person specification” if at all possible. 

 

These workshops are designed to complement each other and they are linked 

topics. However, they are stand alone and can be attended individually. 

 

CV Writing 

for more information: 01252 663250 

learning@agiletm.com 

www.agiletmlearning.com 


