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CV Writing Workshop

By

Nasim Amarkhel  
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Outlines of Workshop

What’s CV ?

Importance

Components

Formats & Styles

Further Tips

Closing Remarks

What is Resume?
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What we will discuss?

 Purposes and uses of the  
Resume

 Standard Resume Formats

 Resume Sections

 Formatting Tips

 Special Considerations

 Keywords
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The Purpose of the Resume

The resume’s main purpose is to get you an  
interview!

 It is often the first item a potential employer sees  
about you and therefore is very important

 A resume is a short descriptive account of your work
experience, education, qualifications, achievements,
and special skills.

 (In addition, a resume may be requested by a  
scholarship committee or be part of your admissions  
application for graduate or professional school).
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Resumes can be used in the following
ways:

 To network with others, including at Career Fairs

 To be submitted along with an employer job  
application form and/or cover letter as you apply for  
open positions

 To be taken to a job interview

 To be coupled with a dynamic online presence,  
particularly, your LinkedIn profile

7



Standard Resume Formats

Reverse Chronological

Functional
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Reverse Chronological Resume

Starts with your current experiences, and  
then goes back in time chronologically.

Most employers prefer this resume format.
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Sample- Reverse Chronological Resume
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Functional Resume

Concentrates on your particular areas of  
expertise and specialized skills and abilities,  
rather than on individual job duties.

Job candidates who are entering new fields or  
have experience unrelated to their career  
goals might want to choose this format,  
because it focuses on transferrable skills,  
not specific job experiences.
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Sample – Functional Resume
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Resume Sections

I. Personal Info

II. Objective

III. Summary of Qualifications

IV. Education

V. Work Experience

VI. Skills

VII. Awards & Activities

VIII. Volunteer Experience

IX. References

(this can vary)
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I. Personal Information

 Name should stand out.

 Can vary the placement of name, address,  

phone number, email address.

 List only one phone number.

 Professional-sounding voice  

message

 Professional email address

 In certain cases, “Afghan

Citizen”  is appropriate here.
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II. Objective

 Short and sweet is preferred if you are  
using your resume to apply for a specific  
position.

Example: “Seeking position as HR 
Manager in UNDP.”

 If you are taking your resume to a career  
fair or uploading it to a website, the  
objective should be general.

Example: “Seeking full-time accounting  

position.”
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III. Summary of Qualifications

 Could also be called:  
“Profile”,  
“Qualifications”, or

“Highlights”

 Should be tailored to the  
job in question via the job  
description

Example

“Blends academic training  
in social work with three  
years experience working  
with diverse clientele.
Adept at interviewing,  
report writing and  
problem-solving.
Professional, collaborative  
and committed.”
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IV. Education

 Most recent degree  
or current study  
listed first

 List expected date  
of graduation.

 List options, minors  

and certificates.

 Spell out college  
name: Kabul 
University

 High school  
(freshmen only)

 List graduation with  

honors or high GPA

17



V. Work Experience/Work History Part I

 Current or most recent job experience first

 Not all jobs need to be listed - - why?

 List job title first.

 Include employer’s name and city.

 Use bullets or paragraphs to detail job  
duties and accomplishments.

 Each descriptive phrase should begin with  
an action verb. (current job – use present tense;  
previous jobs – use past tense)

 If using bullet format, no more than 5 or 6  
bullets items per job.
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V. Work Experience/Work History Part 2

 Prioritize the order in which you describe  
job duties, with the most relevant ones  
listed first.

 Divide your work experience
into “Related Experience” and “Other  

Experience”, if appropriate.

 Remember to list internships if they are  

related to your field. It doesn’t matter if
you were paid or not – good experience is  
good experience!
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VI. Skills

 General “soft” skills Examples: proactive 
approach, teamwork experience, analytical thinking,  
multitasking, customer relations

 Computer/Technical skills, listing known  
computer programs. Examples: Microsoft Word, 
Excel, PowerPoint, QuickBooks

 Language skills Example: Pashtu/Dari/ English
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VII. Awards & Activities

 Include memberships  
in campus and  
community  
organizations.

 Make special note if  
you held an office.

 Dates are not  
required.

 Don’t forget to list  
national associations.

 If listing a  
scholarship,  
indicate its name  
and who awarded it  
to you.

 Don’t forget  
“Employee of the  
Month”
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VIII. Volunteer Experience

Volunteer experience can  

be listed if it is

meaningful and  
appropriate.

Social Work, Psychology,  
Sociology, credential  
students and some others  
may want to list their  
volunteer experience  
under “Work Experience”  
if it closely relates to  
their career goals and is  
significant.
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IX. References “available upon request”

 Ideally, have at least 3  
people agree to be your  
references.

 Do not ask family or  
friends, but consider  
employers, professors,  
scout leaders, clergy who  
know you well enough to  
address your talents and  
attributes as a good  
employee, student or  
citizen.

 Give your references a  copy of 
your resume and  keep them 
updated on  your job hunt.

 (Never list your  

references’ names on  
the resume). Instead,  
only if requested, provide  a list 
that includes:  reference name, 
job title,  place of employment,  
phone number and email  
address.
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Formatting Tips

There is not one specific way to format your resume.

You have many choices. But the advice presented in
this workshop comes from what employers tell us
about their preferred resume formats.

A word about resume templates. You may choose to  
use a resume template (a means by which you ‘plug in’  
your information into a prescribed format) but it isn’t  
recommended unless you are short on time.
Templates aren’t flexible and generally don’t allow for  
customization – thus, use your own Microsoft Word  
skills to create your own unique document!
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Formatting Tips, Part I

 Use one font and  same 
size  throughout  
document (exception –
your name)

 Use BOLD to  
emphasize only the  
most important  
features of your  
resume

 Acceptable type
sizes are 10, 11
and 12 pt.

 Be consistent with  
tabs, dates and  
other formatting  
features
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Formatting Tips, Part 2

 Length is only  important if 
you are  handling the hard 
copy  of the resume, in 
which  case it should be one  
or two full pages.

 Decide on an overall  
design scheme – bullets 
or paragraphs?

 Make the resume  
professional-looking  
and inviting to read.
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Special Considerations

Your resume should be targeted to the specific  
job you are applying for.

 The job description helps you customize your  

resume to the employer’s needs.

 Make sure the employer doesn’t miss out on your  
most marketable assets: put them in priority order 
in the top half or top two-thirds of the resume.
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It’s all in the details

 Do not use personal  
pronouns

 Double check your  
spelling, grammar and  
punctuation

 Print your resume on a  
good printer and use  
heavy (20 to 24 pound)  
neutral-colored paper
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The whole truth, and nothing but the truth . . .

Never ever include false 
information on your resume.

With the technology that is  
available today, employers can  
easily check on your background.
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What is Curriculum Vitae?
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What is a CV? And how does it differ from a 
resume?

 A curriculum vitae (or CV) is longer and  much more 

detailed than a resume because  its purpose is

different.

 CV’s are usually requested from individuals  who 

are applying for graduate or  professional school 

admission, or job  opportunities related to science, 

research,  or higher education.

 Career Center staff can review your CV,  just as 

we review student resumes.
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A short summary of your  
educational & work history, 

awards  & achievements
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It’s not One Size Fits All!
You need to tailor your 
C.V to each position you 

apply for.
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Funny Facts

• The average time spent by recruiters looking at a 
resume: 5 to 7 seconds.

• 76% of resumes are discarded for an unprofessional 
email address.

• 88% rejection rate when you include a photo on 
your resume.

• 68% of employers will find you on Facebook.
• There are 15 million brands and organizations on

Facebook.
• 18,400,000 applicants found their job on Facebook.
• 10,200,000 applicants found their job on LinkedIn.
• 89% of recruiters have hired someone through

LinkedIn.
• 8,000,000 applicants found their job on Twitter.
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Types Of CV

• Chronically:
A chronological CV focuses on presenting the candidate's  
experience on an employer-by-employer basis, with the posts  
being listed in reverse chronological order. Chronological CVs  
should also contain a brief personal statement at the front 
which  sets out the key skills and strengths of the candidate. 
This is the  most common type of CV.

• Functional:
Unlike a chronological CV, a functional CV places the emphasis 
on  your skills and expertise rather than the chronology of your  
employment to date.

• Combined

35



It is a marketing & job winning

tool
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One Clear Objective

“TO WIN AN INTERVIEW”
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The purpose of a CV is to  

get the interview-NOT to

get the job.
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Where you are

CVCovering Letter Application Form

Interview/ Meeting

Where you want to be

42



10

NO CV, NO JOB

Be first to Learn to Write CV 43



COMPONENTS OF CV

Personal Data

Objective

Skill Area

Certificates

Employment History

Education History

CV References
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Chronological  
CV

(Recommended )

Most common and easiest to
prepare

Lists employment history in
chronological order starting
with the most recent

Demonstrates a steady  
employment record

Format and Style
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Functional CV

Highlights skills and
accomplishments vs.
dates

People who have had  
many jobs & those  
changing careers

Format and Style
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Which elements are approprite for 
a CV?

• Name and Contact Information

• Objective

• Work History/Experience

• Education

• Certification/Diploma/Training/Workshops

• Skills

• Activities

• References
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Name and Contact Information

• Do not write “Curriculum Vitae” on your  CV

• On top of page:

– Name – slightly larger font size (14 or 16)

– Contact information

– Current Address

– Phone number(s)

– Email address
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Name and Contact Information

• Keep it concise and relevant – include only your name, email ID and  

contact number.

– Follow 3-3-4 rule for contact number +92-788-073 761 format

– Postal address is optional

•

•

•

Keep a professional email id e.g. n.amarkhel@kardan.edu.af

– Cool_killer_27@yahoo.com does not create a good first  

impression

Your height, color, marital status etc. need not be mentioned  

Details about your family are also not required

– E.g. Name and occupation of your father, mother, and/or siblings
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Name & Contact Information

~Examples~
Nasim Amarkhel

Old Mukroryan, Kabul ▪ 0788-073 761 ▪ n.amarkhel@kardan.edu.af

Nasim Amarkhel

Old Mukroryan, Kabul

0788-973 761 

n.amarkhel@kardan.edu.af

Nasim Amarkhel

Current Address: n.amarkhel@kardan.edu.af Permanent Address:

Old Mukroryan. 0788- 073 761 Maidan Shar.

Kabul, Afghanistan Maidan Wardak Province 
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CAREER OBJECTIVE

OR
PERSONAL STATEMENT

52



Career Objective

Phrase a realistic objective:  

Examples:

• "A creative position where extensive marketing,  
writing, management, and technical skills are  
required, preferably within Database Management“.

• “Desire a position in the office management,  
secretarial or clerical area. Prefer a position requiring  
responisbility and a variety of tasks”.
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Career Objective
Make it as specific as possible

Objectives can be based around

– Position

• Wish to join a medicine company or a pharmaceutical market research department as an  

Medical professional. Long term goal is a senior management position in medicine marketing.

• Interested in entry level buying position with large department store, leading to management  

responsibilities.

– Field

•

•

Interested in banking job with emphasis on finance. Entry level position in branch management,  

credit analysis or commercial .

Wish to begin career in media or market research department with large agency. Eventual goal  

is account executive position

– Skills

• Seeking a position that will utilize my strong quantitative, math and communication skills.  

Particular areas of interest are data processing and research.



Activity

Write down the  

objective of

your  CV.
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Experience
• Chronological format: use most recent 1st  

include all work experience

• Includes full-time paid jobs, part time jobs,  
trainings.

• List the month/years you worked, position,  
name and location of employer or place,  
and responsibilities you had.

• List the most important responsibilities or  
successes first.

• List your Achievements in each job
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Experience
2016 Azizi Bank Kabul

Relationship Officer

• performed my duties in Car loan Department.

• motivated the clients for getting car loans.

• completed documentation of the loans.

2015 Kabul Bank Kabul

Direct Sales Representative

•

•

•

performed my duties in Personal loan Department.  

motivated the clients for getting loans.

did documentation of the loans.

2013 Amarkhel Pharma (Pvt). Ltd Kabul

Sales Promotion Officer

•

•

•

promoted company’s products.

collect ed orders from pharmaceutical clients.  

did market survey of different products.
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Use Action Verbs!

Accomplished Achieved Analyzed

Assisted Communicated Coordinated

Created Designed Directed

Described Developed Designed

Effectively Edited Formulated

Implemented Initiated Led

Managed Organized Planned

Solved Reported Sold

Keep it brief and to the point
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Education
– Usually means post-secondary and  

can include college and university.

– If you are just starting college, you  
can include high school as well.

– List the following:

•

•

•

Degrees.

Month/year obtained or expected.

A brief summary of important  
courses you’ve taken might also  
be helpful.
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Education

• M.A. in Economics

2015–2017 Kabul University

“Second Division”

Marketing, Economics, Economics of Public Finance

• Bachelors in Business Administration 

2010–2014 Kardan University

“Second Division”
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Skills
Computer and Software.

Languages (indicating the grade of  
fluency).

Technical skills.

Communication or Leadership  
among others (soft skills).

• List:

–

–

–

–

• Match your skills and experience with  
an employer’s needs.

• Difference between trainings & skills.
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Activities

– In university or outside: Conferences,  
Volunteering, charity.

– Internet Browsing.

– Reading, Music, … etc.
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References
You need not put these on your CV, instead, you can

prepare a  separate list of references.

Usually, you give this list to prospective employers after

your interview.

Write in your CV

References furnished upon request.

63



31

REMEMBER !!!

Employer scans your CV

for  the first time in less 

than 20  seconds.
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Do's

•

•

•

•

•

•

•

Use a readable font

Always spell check your CV Feedback from other 

people

Be truthful

Write in past tense

Font size should be between 10 and 12 pt

Get somebody to check the grammar. Grammatical  
errors will almost always be noticed

Create different résumé for different functional areas  
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Don'ts

•

•

•

If you're considering enclosing a photograph of  

yourself, don't! It's not necessary

Avoid odd-size paper or loud colors  

Don't include on your CV.

– your height, weight, date of birth, place of birth,  

marital status, ethnicity/race, health,

– reasons for leaving previous job,

– names of former supervisors,

– specific street addresses or phone numbers of  

former employers, salary information,

– the title “Curriculum Vitae or CV"
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More useful resources……

http://www.milkround.com
www.work-placement.co.uk
www.gradjobs.co.uk
www.studentemploymentservices.co.uk
www.RateMyPlacement.co.uk
http://www.gradcracker.com/
http://www.allaboutcareers.com/jobs
www.Wikijob.co.uk
www.fledglings.net
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Together there is no Mountain, we can’t climb !
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