
 

Finding a job today requires a multidimensional approach (applications, 
networking, social media, etc.) but it needs only one version of your 
resume.  Some job seekers subscribe to the method of re-writing large 
portions of their CV to tailor it for each application, thinking that the 
more detail they put into how they meet the 
qualifications the better their chances of 
getting screened in.  There is a fatal flaw in 
this thinking; your CV needs to represent    
Y O U.  While you are a multi-faceted and 
dynamic person, your credentials, skills and 
work experience lend themselves to a 
particular field (so too will your interests).  
Job posting verbatim only works well for Canadian public service 
applications, for the rest of the job market you need to stand out by 
highlighting Y O U R qualifications through your achievements, not by 
mirroring their job posting (there is scope for that in the cover letter).  
Simplify your job search process by having one version of your resume, 
allowing you complete consistency between your CV and your on-line 
representation (Linked In, Facebook, etc.), which is important, because 
employers are checking-in with the public domain.  R E A D   O N. 

A resume won’t get you a job, but it is the conduit 
that gets you in the I N T E R V I E W.  Make it count. 

Why Your Resume is 

I M P O R T A N T 

Curriculum Vitae 
www.LoveYourWorkingLife.com 

What You’re About 
Letting prospective 
employers get to know 
you through your CV. 

Page 3 

Ready, Set Write! 
Tips and tricks to get you 
started, and your resume 
ready for prime time. 

Page 4 

Cover Letters 
Find the right way to 
write your cover letter for 
better results. 

Page 8 

Millions of job seekers state 
that they are “depen-
dable, hardworking & 
team-oriented” on their 
CV. These words do not 
describe attributes; they 
describe the least an 
employer can expect to 
receive from a pros-
pective employee (why 
would you hire anyone 
who wasn’t those things?).  
Your CV showcases your 
potential and is unique to 
you – find the right “voice” 
to demonstrate how you 
stand out from everyone 
who is “hardworking”. 

You’re U N I Q U E, 
but is your resume? 
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There are right ways and wrong ways to write a 
resume; but this doesn’t mean everyone’s resume 
will look the same (or that your CV needs to look 
like someone else’s).  On your resume-writing 
journey you are going to get a lot of advice; take 
it if it makes sense to your circumstance, but don’t 
become so distracted by everyone’s opinion that 
you don’t finish writing your resume. 

Your resume reflects your career to date and 
there are two core ways to represent this data, via 
a chronological or a functional resume.  One is 
not better then the other as both are common 
and the choice is driven by your needs.  If you are 
new to the workforce, have gaps in your work 
experience, are re-entering the workforce after a 
prolonged absence or are changing career focus 
a functional resume will work best to represent 
your potential.   

Functional resumes focus on skills, experience and 
knowledge rather then direct chronological work 
experience.  This helps employers to see what you 
have to offer in ways a chronological resume 
never could, allowing you to showcase your 
potential before covering your direct work 
experience.  This may help you receive an 
invitation for an interview despite your working 
chronology. 

“Convey your passion and link your strengths to 
measurable results. Employers and interviewers love 
concrete data.” 

~ Markus Buckingham 
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Chronological resumes focus on building a career 
narrative that flows by date.  For individuals 
looking to move laterally, or with a focus on 
progression, this format will highlight career 
achievement through your employment 
chronology while also showcasing how you’ve 
built up relevant skills and knowledge. 

Once you have determined what format serves 
your needs the best it’s time to gather your data.  
This is comprised of job descriptions (past and 
present), working dates, a list of your skills 
(including specialty skills, like language 
proficiency, etc.), completed education, 
transcripts, professional development 
(designations and other activities), awards, 
association memberships, publications, volunteer 
work and references.  If you are working in an 
industry that requires a security clearance find 
your file number(s) for reference.  What may be 
useful is compiling all of this in one place, either a 
physical folder or an electronic one, so you have it 
on hand for future reference as not all of this 
detail is going into your resume. 

You are almost ready to start – one more key step. 
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Next you need to give some thought 
to what you are “about”.  This 
transcends your work experience and 
knowledge and gets to the heart of 
what you like to do and how you 
successfully do it.  It is comprised of 
your beliefs, passions, values and 
talents that make-up who you are.  
Create a list for yourself; it doesn’t 
matter if it is directly work-related or 
not because the things we believe in, 
value and are passionate about 
present themselves in many important 
ways.  If you draw a blank when it 
comes to listing your talents, passions, 
values, etc. (or if you can list them but 
fail to see how those translate into any 
marketable traits) it may help to frame 
it a different way – what do you bring 
to your community?  What do you 
consistently bring to your family, 
friends, co-workers, volunteer work, 
etc. that others appreciate and 
enjoy?  Is it your energy, your 
enthusiasm?  Is it that you are never 
daunted by a problem, or that you 
can find creative solutions and aren’t 
afraid to voice them?  Everyone is 

“If you believe you can, you might. If you know 
you can, you will.”                    ~ Steve Maraboli 
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good at something and it usually 
presents itself in more then one way 
(when you enjoy something you find 
any excuse to do it).  Once you’ve 
identified these things about yourself 
do not assume they have no value in 
the job market.  They do when they 
help you to be more effective at your 
work.   

Put another way, knowing this 
information allows you to find a 
position where you will be able to 
attain your “career best”.    

Personal branding is very powerful because it sends a 
clear, consistent message about who you are and what 
you have to offer. A strong, authentic personal brand 
helps you become known for what you're good at, sets 
you apart from everyone else, and can position you for success 
in today’s job market.  If you understand your skills, beliefs, passions, and values, 
you can use this information to separate yourself from competitors and really 
stand out. 

Your “career best” happens when your talents, passion and opportunity 
intersect.  These are the three things that fuel a long and satisfying career, but 
you need to know what your passions and talents are (and how best to 
communicate them) before you will find the right opportunity to apply them.   

Personal Branding Y O U R  Unique 
Identifier In the Labour Market 
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Ready, Set Go 
Now that you have all of your research you are 
ready to write.  Here are a few things to keep in 
mind.  Your CV has two audiences (in an 
applications process in particular), one is the 
Recruiter the other is the Hiring Manager.  Both will 
read hundreds of CV’s per job posting, so make it 
easier on them by doing the following: 

1. Do not shrink your margins.  It makes the 
document look cluttered and over-whelming 
to read.  Pick a style format that leaves 
adequate white space, letting the page (and 
the reader) “breathe”, giving you the best 
chance to convey your message. 

2. Two pages, three max.  As tempting as it is to 
include more data no one reads much 
beyond page two (they may skim the rest at 
best).  Really, they don’t (remember, one of 
them is your cover letter). Chose a clean font 
at size11 or larger for easy reading. 

3. While colour and pictures look snazzy keep in 
mind the only elements that should be on your 
CV are those that add to the content, not 
distract from it.  Make choices accordingly. 

4. Acronyms and jargon are not appropriate for 
this audience.  You cannot assume they will 
know what they mean.  Stick to plain 
language ensuring that anyone could 
understand what you are showcasing on your 
CV. 

5. North American hiring practices expect that 
you will not include your photo, marital status 
and other demographic information (age, 
date of high school graduation, etc.) on your 
CV when applying for jobs in this market. 

Organizing your CV - Where to Begin 
Start with the easy items – your name, address, 
contact numbers (home or work and mobile) and 
an e-mail address.  If your usual e-mail address is 
“soccermom347@...” consider getting one that is 
more employment-friendly for your job search.   

Header information may be located in the actual 
header of the document, or be the first items on 
the first page – whatever works with your format, is 
readable and looks professional. 

It’s easier to write concisely when you have 
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material broken into components (easier to read it 
too).  Consider the following segments for your 
resume (this is a good order to format your CV): 

• A profile summary to sum up in a few 
sentences on who you are (as a candidate) 
and what you have to offer.   It is an excellent 
opportunity to frame “what you are about” as 
a professional, providing important context. 

• A skills list.  Focus on 6-8 of your top skills and 
put them in a bulleted format.  These should 
only be skills you have and skills you want to 
continue to use.  If you can do process 
auditing (but hate it), don’t put it on the list. 

• Professional Experience.  Consider using the 
term “professional” instead of “work” for this 
section.  Your functional or chronological CV 
data should be represented as achievements 
(not job duties).  As tempting as it is to put all 
your job duties in this section it becomes 
overwhelming to read and tells the reader 
nothing about what you excel at.  List key 
achievements (2-3) per role or per functional 
area (more details on achievement writing 
follow). 

• Education.  If you have post-secondary 
education list it here stating the institution 
name and the degree(s) achieved (list 
scholarships, honours degrees, etc.).  For 
individuals without post secondary education 

Continued… 

“A well-written profile or 
summary can provide 

an overall framing of 
your candidacy, setting 

the hiring manager up 
to see the rest of your 

resume through that 
lens.” 

- Alison Greene | ON CAREERS 
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consider putting the name and location of the high school where 
you achieved your diploma (please, no dates for high school 
graduation  - you’ll be telling them exactly how old you are). 

• Professional development.  This may be any courses you’ve taken 
through employers, professional designations you’ve achieved, 
etc.  If you are in the midst of a designation then note that the 
activity is “ongoing”.  Include software and app use, languages 
(written and spoken), availability for travel, etc. 

• “Other relevant skills” is a section to consider where you may list 
skills you wouldn’t put in the first page summary (i.e. a specialized 
class of drivers license held, etc.).  Do not forget to include CPR 
certs. or other health and safety related items as these are 
important to many employers. 

• Community involvement, association memberships and volunteer 
activity is also a good section to consider including as it showcases 
your ongoing involvement (and development) through a diverse 
group of people and activities.  If your list is extensive you may 
want to consider a chronological or functional cut-off point to 
keep it concise. 

• Publications may not be relevant to everyone, but if it is to you 
include a section that highlights your publications.  This can 
include things like blogs and web sites (in addition to white papers, 
articles, books, etc.), but only include them if they support your 
professional narrative.  A “Perez Hilton” style blog you write would 
not be appropriate to showcase here (unless that is the job you’re 
applying for). 

• Awards are similar to publications.  Here again if you’ve got it (and 
if it is relevant) then flaunt it – put it on your CV.  Did you make the 
Dean’s List at university?  Did you receive a recognition award at a 
previous employer?  Place it here as it highlights your on-going 
high performance. 

• Hobbies and interests: you may consider including this section on 
your CV if you have the space and if they support the narrative 
you are trying to convey with your resume (i.e. if you are a fitness 
instructor then the fact you run marathons would be very 
relevant). 

This will give you the structure to start assembling what you will say and 
how you are going to say it on your CV.  You may have other sections 
you want to include or questions about what should go where.  Hang 
on to these questions; some of them will sort themselves out as you go 
and others may require a consult.  For now, get started with the 
writing. (or the re-writing, as the case may be). 

 

There will come a time 
when you need a second 
opinion, and you have 
many options for getting 
one.  Friends and family 
are great to get you 
through a problem section 
and to help catch 
grammar and spelling 
mistakes.   

However, when your CV 
has had its final draft you 
should have it reviewed 
by an objective party.  
Reach out to your network 
to find someone with 
hiring experience who 
would be willing to look at 
your CV content through 
the critical eye of a 
potential employer.  Be 
open to their feedback 
(they will likely have both 
opinions on CV format as 
well as feedback on the 
content). 

If you are completely 
stuck, and your CV is in a 
shambles, you always 
have the option of hiring a 
professional resume writer.  
They will need your 
research data (they often 
capture this on a form) 
and will produce a 
professional CV that is 
right for you.  Prices vary. 

Two heads are 
better than one. 

Continued… 
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Continued… 

 
 

“There is a real magic in 
enthusiasm. It spells the 
difference between 
mediocrity and 
accomplishment.” 

- Norman Vincent Peale  

6

Getting It Down On Paper – Writing Your CV 
As you begin writing keep in mind you are going for 
quality and not quantity.  Find some quiet time to 
focus on the process.  If you are stuck go on-line to 
check out examples of resumes (no plagiarizing, 
you are an original), a good site to visit is 
Monster.com/Career Resources.  If you have writers 
block tackle the easy bits first; listing your education 
and development activities probably won’t take 
that long, but it gives you momentum. Eventually 
that leaves you with the more labour intensive 
sections; your profile summary, skills list and the 
body of the CV content itself, professional 
experience. 

Past, Present and Future Tense 
A few editing items to consider as you get 
underway.  When you reference any past 
professional experience be sure to use the past 
tense. Similarly if you are referencing a job you hold 
today that should be written in the present tense.  
Your profile summary and skills list should also be 
written in the present tense as it represents what 
you are “about” and can offer an employer today.  
Reserve the use of the future tense for your 
covering letter (more details on cover letters to 
follow). 

Profile Summary – Setting Up Your Story 
Your profile summary should do two things; tell a 
hiring manager (or recruiter) what you do for a 
living (or want to do for a living) and what you are 
“about”.  While this is easy to understand it may be 
harder to execute so here is an example.  If you are 
a Financial Analyst who has a passion for clarity 

7

your profile summary could state “Experienced 
Financial Analyst enabling business effectiveness 
through strong communication and reporting skills 
presenting complex financial information in easy to 
understand terms”.  You would then back that up by 
highlighting an over-all achievement; “Facilitates 
consistent increases in organizational efficiency of 
10%-25% by leveraging a collaborative approach, 
engaging internal stakeholders in timely decision 
making”.  Voila, that is the beginning of a strong 
profile summary.  Adding on you could reference the 
type of industry or companies you’ve done this for 
(non-profit, international shipping, multinational 
organizations, etc.) and if your experience included 
something else of value, like management, 
supervisory or team-based work; “Assists national and 
multi-national firms to increase profitability in local 
and over-seas markets through consensus building 
and transparent data reporting.  Skilled team leader 
leveraging on-the-job and work-based experiences 
building team competencies and training new 
employees”.   

Effective profiles are written in the first person without 
the use of “I”, “me”, “I have”, I did”, etc.  This is the 
most powerful way to compose a profile that 
highlights your qualifications and achievements 
without sounding boastful or conceited.  You’ll note 
that in this example the passions, values and talents 
of the Financial Analyst were well represented 
through meaningful descriptors like “strong 
communication and reporting skills”, “easy to 
understand terms”, “collaborative approach”, 
“transparent data”, etc.  All these words signify 
something the individual values and showcases how 
that shapes what they do and how they do it (their 
personal brand is all over this example profile).  This 
not only gives a hiring manager that all important 
”lens” though which to view the rest of the CV, but 
allows her or him to determine if the candidate is a 
good “fit” for their organization.   

Spend some time on writing your profile summary as 
it sets the tone for the rest of your CV.   

Achievements-Based Resume Writing 
Whether you are building a chronological or 
functional CV you want the key data representing 
your professional experience to be achievements-
based with two or three statements identifying, in a 
quantifiable way, what you accomplished in each 
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role or for each functional area (depending on the 
CV format you are using).  As with the profile these 
need to be written in the first person, and (again) 
without the reference points of “I” or “me”.  It is not 
easy to take a career’s worth of experience and 
break it down into a few clear statements of 
achievement; you may find yourself resorting to 
writing your job description as opposed to your 
achievements.  Spend some time reflecting on 
what you have accomplished; as an example did 
you save the company money, fix a broken 
process, create an opportunity for them that 
wasn’t there before?  These are not items found in 
a job description – these items highlight how you 
made a difference and you possess unique, results-
based skills and experience you could provide to 
an organization.  It’s a powerful message, one only 
you can offer.  Remember to use meaningful 
descriptors, quantifiers (i.e. “reduced over-all 
spending by 4%”) and to thread your passions, 
talents and beliefs through your achievements (as 
was done in the profile summary).  Watch your 
over-all CV length; another advantage to 
providing accomplishment-based data is that it 
shortens your CV, allowing you to fit it on two to 
three pages (job descriptions are much longer then 
concisely written accomplishments). 

Skills List 
A concise skills list is often easier to write, and while 
it is best to place it just below the profile summary 
on your CV, consider compiling the list after you’ve 
completed your achievements-based writing.  This 
way you’ll ensure your skills list relates to your 
achievements (and there may be a few skills you 
didn’t think of until you wrote out your 
achievements).  This is not meant to be an 
exhaustive list of all your skills; things like 
adaptability, dependability, and accuracy do not 
belong here.  Items to consider including are those 
related to your profession and the functional areas 
in which you have expertise.  To give an example 
an experienced salesperson might include;  

• Multi-media presentations in two languages 
• Influence and negotiating skills 
• Collaborative decision making 
• Technical product knowledge (IP) 
• Telecommunications industry and 

international market knowledge 
 
List 6 – 8 core skills that you want showcased.  Any 
more and it will be overwhelming to digest – it will 
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be understood that these are your feature skills and 
not the sum total.  Something else to keep in mind is 
to list only those skills you want to exercise in your 
career.  If, for example, you are a Finance Clerk who 
dislikes doing payroll then don’t list it as a skill (even if 
you can do it well), whatever you list may become 
fair game for an employer to include as part of your 
role. 
 
Accuracy 
Throughout this process ensure that what you place 
on your CV is accurate, from the dates of your 
employment through your accomplishments it all 
needs to check out when a background, security or 
reference check are done.  Many employers are 
doing extensive checks on education and 
employment history, the telecommunications 
industry often needs security checks and anyone 
working in the public service can expect several 
levels of background checks throughout their 
career.  When you reference dates on your CV they 
should note the year, any more information (month, 
day) is up to you (if a security or background check 
requires more detail they usually capture it on a 
separate form – another reason to keep a folder of 
your detailed career reference data to hand). 
 
Lastly, do not rely on spell check as a method of 
proofreading your CV.  Re-read (and get others to 
read) your CV to catch any spelling, grammar and 
punctuation errors that software alone will not 
highlight.  You do not want to be the person who 
sent out 20 resumes to international companies 
stating you worked in “Pubic Relations” (especially if 
one of your accomplishments highlights attention to 
detail – ouch!). 
 
Using Your Completed CV 
Once you have a complete and accurate CV you 
need to do a couple of things with it.  You should 
have it readily available in both Word (or Google 
Doc) and PDF format for job applications.  Consider 
using the data in it to update all of your publically 
available on-line accounts (Linked In, Facebook, 
Google, etc.) providing consistency (if you don’t 
have a Linked In account sign up, they are free and 
there is a wealth of on-line help to get your profile 
looking good). 
 
Now you just need to keep it all up-to-date! 
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If you are applying for a position with the Government of Canada it 
may serve you well to have an accomplishments-based CV, but one 
highlighting job duties (and targeted at the specific role requirements 
of the open position) will be more effective.  Your job as an applicant 
is to demonstrate how you meet the outlined qualifications as closely 
as possible.  For the cover letter you need to mirror the job posting (in 
all it’s detail).  While this may feel like “plagiarism” (because you are 
cutting and pasting a lot of the requirements as reference) it isn’t.  
You still need to add detail around how you demonstrate (through 
examples) the knowledge, skills or abilities required; a side-by-side 
format works well to show how your experience matches their needs. 

While private sector cover letters should be no more then one page 
this does not apply to the government process.  Use as many pages 
as needed to cover every qualification and how you meet it.  This will 
give you a better chance at being screened in and going through to 
the next segment of the process. 

Applying to the Public Service -  
Government of Canada 

Focus your 
resume & cover 
letter format to 

the sector where 
you are 

applying.  Public 
& private sectors 

differ 
significantly. 

1

Cover letters are important; a well-written cover 
letter may (single-handedly) net you an interview as 
long as you have the qualifications to match.  In a 
cover letter you may refer to yourself in the first 
person (i.e. “I am applying for the position of...”), 
you may make use of the future tense (to showcase 
what you can do for the prospective employer) and 
give some consideration to letting your personality 
shine through.  That is a tall order for a one-pager; 
here is how to make the most of it.   
 
A cover letter is formatted like other business letters, 
starting with the contact data for the individual to 
whom you are addressing the letter (try to put in a 
name as often as possible, rather then “To Whom It 
May Concern”).   Next, state the subject of the 
letter, which may include the position title and 
reference number of the role you are interested in. 
A greeting such as “Dear NAME” is appropriate; if 
you don’t have a name look on the company’s 
web site to see if you can identify the recruiter or 
hiring manager – Linked In is another good place to 
check.  If there is no way to secure the appropriate 
persons’ name then “Dear Hiring Manager” will 
work.  On to the body of the letter - this is where you 

Cover L E T T E R S  

2

have the opportunity to stand out, as what you 
write here markets you to the employer.  You’ll 
need to show the hiring manager how you are 
qualified for their job (use achievements), give 
them a taste of your relevant work experience, and 
highlight why you’d like to work for their 
organization in particular.  In the body of the cover 
letter you don’t need to match every qualification 
from the posting; pick the top three to five and 
focus on them making sure you are also giving the 
employer a glimpse into what you are about.  
 
It’s not easy letting your personality shine through in 
a one page cover letter - the best way to do it is to 
spend time on the employers’ web site (to get to 
know them) and reflect those things that resonated 
with you about the job, the employer or both.  You 
want to make it easy for the recruiter or hiring 
manager to make a decision about your 
candidacy.  As an example if you are an Executive 
Assistant looking to work for an organization whose 
mandate really impresses you, tell them that; “With 
your focus on community-based health care and 
patient outreach you need to prioritize your health 
care professionals’ time for your patients.  My 

Continued… 



 

 9 

w
w

w
.LoveYourW

orkingLife.com
 

Copyright © 2018 CHHR, all rights reserved  

 
Please note the information contained in this document is meant to provide resources and guidance, but is not 

comprehensive advice applicable to every circumstance.  Please engage assistance as needed in your process. 

It can be hard sometimes to see how to apply a bit 
of your personality through the applications process 
and have it give you an edge.   

Take into consider this example of a woman who 
applied for a position at a large retail chain. She 
captured in her cover letter that the reason she was 
motivated to work for that particular retailer was 
because it offered her the opportunity to continue 
her volunteer work at her children’s school, as the 
retailer offered shifts in the evening and on week-
ends.  Specifically, she helped the employer to 
understand she ran a program for at-risk youth after 
school each day because they did not have a safe 
place to go until their parents were home from work, 
which was often later in the afternoon or early 
evening.  She wanted a job to be able to fund 
healthy food and school supplies that would allow 
the girls to do their homework and school projects, as 
this was not something they would be able to 
manage on their own.   

Even though she had no prior work experience as a 
Sales Associate the retailer brought her in for an 
interview and subsequently hired her because they 
liked what she was “about”.  This was in a market 
where they had readily available, experienced 
candidates who would also have liked to work for 
them, but this particular women’s cover letter stood 
out because she was brave enough to professionally 
demonstrate why working for that retailer was 
important to her. 

Never underestimate your power to influence others. 

Real Life – How This Works 

3

extensive administrative experience has 
benefited three other offices with a similar 
mandate, increasing office efficiencies by 
reducing the amount of time spent on over-
head activities like mail preparation, 
meeting minutes and calendar 
management.  What your organization does 
is important; I want to help you do it.”  Here 
we see an example of a candidate who 
incorporated what the job posting was 
looking for, the data from the company 
website, one of her achievements and a bit 
of her passion and personality. 
 
In closing the cover letter, outline how you 
plan to follow up (“I will be in touch next 
week to see if you have any questions”), this 
demonstrates a high level of professionalism, 
but only if you act on it.  Sometimes this may 
be difficult to do if you do not have a 
contact name; in that case close by stating 
you are available in case there are any 
questions and ensure your contact data is 
on the covering letter. 
 
Depending on the application process 
requirements, your cover letter may be part 
of your CV document or, it may be used 
separately (i.e. cut and paste into e-mail, 
etc.).  For this reason you’ll want to be sure 
you are using clean fonts that will work well 
with text only e-mail settings. 
 
As with all things in this process have 
someone qualified proofread your 
document before you send it out.  You want 
to showcase only your best attributes.  If you 
are really stuck, Monster.com/Career 
Resources has some great resources to help 
you write a cover letter. 
 
Since 2013, I’ve helped my clients break 
through the obstacles that hold them back in 
their working life. Life's too short to be 
unhappy, unsure, or unfulfilled at work. Let 
me help you develop better ways to 
approach what is standing in the way of 
reaching your goals.                                               

~ Carl e en  


