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Module II – 
Effective Communication

Topic 3: Cover Letter & CV Preparation



 Introduction
• Whenever you are sending 

somebody your CV, you 
should also send them a 
covering letter, using the 
opportunity to highlight 
why you are a strong 
candidate for the job and to 
convey your knowledge, 
skills and enthusiasm.



 Introduction
• Cover letters are a narrative 

complement to your resume.
• A brief one page document that 

helps expand on the experiences 
you showcased in your resume.

• Highlights your motivations in 
applying for the position and why 
you want to work with this 
specific organization.

• Showcases your personality and 
values.
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I- Purpose
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III- Your resume/CV
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How important is your resume/CV?

•The adage "You never 
get a second chance 
to make a first 
impression" is true 
when you submit your 
resume too. 
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How important is your resume/CV?

•Because this is likely the first glimpse of you 
that employers will get, make it an impressive 
one. 

•A great resume can open a door, but an 
inferior one can just as quickly close one.
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Resume vs. CV: What’s the difference?

• Curriculum Vitae (CV)  
A longer (at least two pages) and more 
detailed synopsis. - Summary of educational 
background, teaching and research 
experience, publications, presentations, and 
affiliations. - Used when applying for 
academic, education, scientific or research 
positions. 
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Resume vs. CV: What’s the difference?

• Hybrid Resume/CV – 
a combination that 
also includes research, 
publications, etc
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Resume vs. CV: What’s the difference?

Primarily, the length, what is included and 
what each is used for. Often times the 
words are used interchangeably to mean 
the same thing.

Resume – one or two page summary of your 
education, skills, and experience. 
Brief and concise - no more than a page or two. 
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Know Yourself

Ask yourself…
•How can I target my resume to the company I am 
applying for?

Next…

•Prepare an inventory of your skills, accomplishments, 
education, goals, and experience.
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Know the Position

Do the research and 
tailor your resume to 
the position you are 
applying for.  The 
following is a list of 
what you should know:

•Necessary Skills.
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Know the Position
Do the research and tailor your resume to the position 
you are applying for.  The following is a list of what you 
should know:

•Desired Qualifications.
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Know the Position
Do the research and tailor your resume to the position 
you are applying for.  The following is a list of what you 
should know:

•Required Education and Work Experience.
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Know the Position

Do the research and 
tailor your resume to 
the position you are 
applying for.  
The following is a list of 
what you should know:

•Key Values.
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Know the Position
Do the research and tailor your resume to the position 
you are applying for.  The following is a list of what you 
should know:

•Job Duties.
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FORMAT

•Heading

•Objective

•Summary of Qualifications

•Education

•Experience
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The 3 P’s of CVs/Resumes

1. Painless Easy to read.

Well organized.

Use bold to make things stand out and use same 
font type throughout, indent 2-3 levels only. 
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The 3 P’s of CVs/Resumes

• Perfect Proofread for spelling and grammar, 
consistent with punctuation.
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The 3 P’s of CVs/Resumes

• Position 
Specific to the position you are applying for, use 
keywords from job description.



Contact us
www.enicbcmed.eu/projects/mysea

The Lebanese Development Network 
(LDN)

Jal El Dib, Garden Building

Beirut - Lebanon

P.O.Box: 60-374 Jal El Dib, Lebanon

Tel: +961 4 716 433

Website: www.ldn-lb.org

Email: info@ldn-lb.org 

Centro Informazione Educazione allo Sviluppo 
(CIES) Onlus

Via Merulana 198 - 00185

Rome - Italy 

Tel. +39 06 77264636 / +39 06 77264638

Website: https://www.cies.it/progetti/mysea/

Emails: mysea.communication@cies.it     

              mysea.coordination@cies.it



Thank you


