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Interaction in a digital world

Expectations for this workshop?
 CV writing

• Lay-out
• Structure

 Sonru and virtual 
Interview



Preparation

Career development goals
DREAMS 

– Desirable, Realistic, Exciting, Achievable, Measurable, Specific

Transferable competencies
Knowledge, skills, and behavioural competencies
Work, environment and/or situation based



• Functional CV – Chronological CV – Academic CV   Don’t write about everything!

• Don’t write Curriculum Vitae on top

• Always send it in PDF, not Word (as it keeps the formatting locked)

• Highlight headings and key words by use of bold type 

• Dates: tabulate in left-hand column

• Bullet points + action verbs

• Legible font, Arial or Times Roman

• Spell/grammar-check your resume. Peer review!

• Don’t assume they know – make it easy for the reader, take out jargon and 
abbreviations

CV - Layout



CV - Structure
• Personal & contact details

• Professional Experience

• Educational background

• Languages: grading

• IT & software skills

• Picture?

• Activities & interests?

• References?
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• Magic words: Preparation and tailoring

• Academia and industry differ. Also geographical differences

• Find the keywords of the job description you have, and put them in

• Leave no unaccounted-for time in your history

• Be factual. Add some figures of your achievements whenever possible

• Be consistent. Make sure your spelling, sentence structure, and usage are the same 
throughout your resume

CV - Structure



CV Comparison – Academia and Industry



Interview (Sonru or virtual) - Preparation

Do

 Your homework and practice!

 Know your CV

 Think about your appearance, your 
body language, your environment, the 
technology used and your devices
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Interview

Typical questions
• Introduce yourself

• Questions on your CV

• Your motivation

• Questions on competencies (STARD):

Situation Task Action Result Different

 Soft skills (teamwork, communication, flexibility, etc.),
technical skills & language skills, …



Interview

Do
• Establish the “next step”

• End on a positive note

• Ask questions! E.g. How does a typical day at work look?



• List of powerful action verbs to add in your Resume

• Your Job Application Checklist - actions to be done before submitting your application

• Unsure of how «professional» your picture is? Check here Picture analyzer - Linkedin

Additional Resources

https://www.themuse.com/advice/185-powerful-verbs-that-will-make-your-resume-awesome
https://www.macslist.org/resumes/job-application-checklist-dont-skip-4-steps
https://www.snappr.co/photo-analyzer/

