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Introduction

Why do you need a better CV?
Because it gets you the interview.
Better CV, more interviews.

If your CV rocks, companies will WANT to pick up the
phone and call you.
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Introduction

Before you start writing,
Get your head in the right place.

How? Do four things before you start:
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Introduction

Step 1 of 4:
Get perspective:

A great CV gets you an interview, nothing more.
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Step 2 of 4:

Think of the reader, not yourself.

Remember, the reader does not care about you.

He cares about his problem and how to solve it.

www.mattkrause.com Copyright 2009 Matt Krause, all
rights reserved

Introduction



Step 3 of 4:

Define your target audience:

1. T
2. T
3. T

helr industrial sector

neir profession

neir job responsibilities
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Introduction

Step 4 of 4:
Imagine them using your CV:

« They already have a stack of 100 CVs on their
desks.

e Their phones are ringing.

« Their bosses are yelling at them.

« They have a meeting in 3 minutes.
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Introduction

What does that mean for you?

You have 10 seconds before they throw your CV in the
trash.

Tell your story fast, and tell it good.
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Introduction

Now that your mind is in the right place, you are ready
to start writing...
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Chapter 1: The basics

The basic structure of a CV:
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Chapter 1: The basics

Length: no more than two pages:

Ayse Moran (contimued)
0532-000-0000
I Ca. Sagiik SOk
Ferhat Pasa Apt, Dalre §
e et Garanti Leasing Dec 09 - Jun 01
Emall: gample@onall con Financial Forecasting Specialist Istanbul, Turkey
Ayse Moran
* Warked on J0OOCOCODUCOOCOGEOOO0C COTO0L X00000K XITDHK 0000000
2H00GOCOO0L 300O0COOCOOCOCCONCOOO0OCOOL
*  Integrated JOOCCOCOOOOOCRUEODRONL OO0 X000 000K
Prafessienal Summary
Sabanci Holdi Software Development Dept Jul '98 - Dec 00
*  Experienced XXO0UO00OK XOOOOOCO0HN XOOH00CCONOGE XOOMON Software Specialis Istanbul, Turkey
FCOGOOO0C HOOOOOL 0OO0OOGOOE OO0 XOCOO
*  Deep XXOQOOOOOCNN XOOOUOO0CNNK 00CUOOUCHTOL HICOOMNCOT 00000 *  X00COCHORGON0COCRTR0000 CCERTRONCOTE HCOTROCOE OO0
OO, MK 200000000 XOOOO00C JOOCROOOOC 20000000
Strong JXOOGCOOCOHON SODCOOOOOCON XOCOOON SO XHOCOCRCOCOO IOCOCORONMON XXOHON OGO XK DO
OO0 XOUOOOC XACORUOON XOOUO0E XX000K. XIHOOOCOOO! KOO JCOHN.
= Solid XO0C0O0OC0OOOOOCOOOCOCCCOOOOOCOE.. 0000000000 X00COOCOOOOOC XCOOCOOOCOOC XOCOOOOCOC XOO0OODOC
XOOOOCK XOOOOCK KRCCONOOM XCOOCOIK XX XHXOOCOONI
Professional Experience . mouxxxxxmwmxxmgmxmxxxxxxxxxmxxxx
200GOGOOOGOOC X0COOOBOO00C COOOOO0O0C OCOROOG0C
Avea Telecommunication Co Mar 04 - present
Finance Manager Istanbul, Turkey Education
*  Managed XO00C00D0OOOCODRRONNE J000G00K J0000 200K J000000000 2002 - 2004 XKXXXXXX University, Istanbul
ORI KAOOOCKIOOOOUOROCOONONL ODCOOOCOOCUTON, XXX Engineering Management Master Program
200000CCOOCOOOC XOOOCOOCOOOOC XCOOCOCOOOCOL X0COOOOOOCOL J00000000C
FOODOOGO0 U000 ORI J0V0OUORHE X000 X000 1884 - 1088 XXXXXXX University, Istanbul
SOOOOCACONO0! JOOCCOBOCONK XXCOTOGICON MDD XXHHKON, 8.5. Computer Engineering, GPA 3.42 /4 (5th highest rank in the Computer Engineering Faculty)
* Warking XXCOOOOOCOCCOBEOOO0GEN KOOHMK JOOCEE JOCOCE XOOCOGEON
30000OCCONOCOOOOOOROOOOOCOC X0OCOOOOOCCOOON X000 Other Training
SOOOOCCONOON OMCONOO0N OCCOEONCOE XXOBOODCONC XIOBOG!
SOOOOCKE XU XICHNOME JOOCOUCON XHOOCONK JOBON. o OOROOCOOOON RDCDOOOOCN XODOOONTOR.
*  Took over XXOOCOGGOORO0O0CCORGONO0CONE JOOOO0K OGO XOUOOO0 o 00DOCEO0OCNE JOOCUOOOOCONK XCOOOOCHONE XHOO0GHK XXOONX XICOOONN
OOD0CKCOE RUOO00COTOOOO0NOROCOTONOOL OUCOTOCOCCOTON X0 X0C00CK 00CCODO, X000 XCOUONC
OOOOCACONOON XOCOCONOONN XICOIOCOCONE KOTOOICOUCOE XOTO0OCON o OOROCEOOODN XROOOOOOCNG:
SO000COCE XOOCO0ON XODOOE IOO0OCCON XO0O0ONE XG0 - CDOOOOCK CCOCOOOONNNE B0
*  Headed XO0000000COO0OCOOOOO! X00000C XGOOOC X000 XO0GO000C = 3000000 O0CCOOOOOTONC XOGOO0OC
SOOOOCCO! KRCOOOCCOTONOONGGOEONOONKN OO0 KA KORTCOOOCDN KOO
SOOOOCUCODO0N NCOOOCOCOCEE JCOTOODCOUCO XOCO000ON - D0O0CCE CROCOOO0ONGE 0NN
VORI XUKO00 XK JCORUCOTE X000 KIOK. - HD0ROCOEOREOVO0CTREE JOTOOCOU
o 0OROOEOC 00CONE H0CO0OONIN XXROEONL XIOEROE HXO0CHUU
Turkcell Telecommunication Co Sep 01 - Mar 04 HCOOROOO0CE XCOOXROOCOEK XACODOO KOOI OO,
Senior Budget Analyst Istanbul, Turkey o 00DOCEOCO0CCONE HCOONOCGIK XCCHONCE XOROOE IOO0CHCOM
XOBORGUOO0GK XCOOONOGOOKK JDOOONOOUK XXOUO000 00N
*  As team leader, developed XXO00CO0OOOCOOOOOOO0OO JOUOOMC X OGO X000
SOOOOCKCO! KRCOOOCCEE DOOONCOCCONOUCONCOONNN 3 Languages
*  Led outsourcing XXXXOOCOOOOOCOOTTON0E XXO0OMK XOOUCK X000 D000
HOGOO0CCOBOOOONCOCODOTOOO0OCOUTONOOCOHRON JOO0OK. Turkish {Native}, English {Fluent), German {Beginner)
*  Analyzed XOOU0OCOODOOUONOCOTONM XX0OCK XXOTX X000 XORTOHRNK
ORI XOOCKIOOOUCIOCOOONL XDCOOOCOOCUEON XX
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Chapter 1: The basics

The header: what goes there:

° our name

Efnemerend Caa. Sagiik Sok.
Ferhat Pasa Agt, Dalr

Ayse Moran

e Your mailing address -

*  Experienced X3OO0O0O0GOOC XOOOOCOCOOO0 0O000GOOOION X000
JOOCOOGOE COO00COC 0RO X0COO0GON JV00DONK X000

= Deep XX00O00O0COO0K 30OOOOCOOOC JOOCOOUO00L XOCOOOO0L 20000000
X000 OO0 MO0 X0 X000

®  Strong XOOOOOOOOOOL XOOOOOOOOOOL XOOCOOOOOOOE OO0 3OO0

e Your phone o ioosss.

Professional Experience

Avea Telecommunication Co Mar ‘04 - present
Finance Manager Istanbul, Turkey

= Managed X0000O0OOOOCOOCOOOO0C XOOCCOC J0OO0OC XO00OE 200000000,

[ ]
O 2O O XM IO MO0 XXX
. JOOCOOGOOOO0CN XOCCOOO0COC XDONBO0OCONNN JO0O00COOTON J00000B0C
FORCRXOK OOACOCOK OO0 JOCK OO X000 JO0OOO0C

OO HO IO H IO SOOI SOCOCK

»  Working XOOOOOOCOCOOOOOOOOGONE OO0 HOOOOL 0000 X0OOOO0ONL
JOOCOOGOOE C000COOOBOOOOCOORTONNOGOO ODE0O00OUORTONN XG0
OO KON KON 3OO SO,
00O OO0 IO OOOOOUE X0 KOO

*  Took over XOOO0OCOOROOCOCGOROO 00O R0 XCOON CO0U000C

L]
S 5 OO 20O IO OO HOX OO0 X000
. O | I r O O O 10 I I a 0O KON H O FOO OO OO
20O OO0 MOOOOOO0 XOOOOUGONE X000 X000000C
*  Headed JO0OUOCOO0OOO0OCCODO0M 00O XEOOOCO0O0OL XEO00000M
O R SOOI IO IO, MO IO WK,

2OO0GOOO0ONOOC XOOOCONOOCOK XOOOGOOOCOTOE XOOOOOGOODGOT JX0O00MNO0C
00006 KOO0 MO JOCHOCONE XK KOO

Turkcell Telecommunication Co Sep 01 - Mar 04
Senior Budget Analyst Istanbul, Turkey

®  Asteam leader, developed YXOOOOOOCOOBOOOO0GOONT XG0 XHOOGOL X000
OO SOOI OO OO IO, HO OO

*  Led outsourcing XXXCOO0C0O0OCCOOOOOOOOE X CCO0OC OO0 X000 X00000C
JOOCOOGOOE CO00COOOBOOOCOORTOON0GOOE ODEOO00OUOROONN XG0,

= Anatyzed XAXOGUOOOOOOOCOOOOO XO0OCOK 00000 XHOCCK XIARXKK
X 2O OO M IO MO X000
FOOCOCOCONOON
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Chapter 1: The basics

Should you put a photo on your CV?
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Chapter 1: The basics

Yes, if...
« The company asks for one, or
« You only have a few years of work experience, or

« You are applying for jobs where public
appearance is especially important (retail sales,
restaurant or hotel management, etc).

www.mattkrause.com Copyright 2009 Matt Krause, all 15
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Chapter 1: The basics

No, probably not, if...

« You have at least a few years of work
experience, so you have accomplishments
which are more important than your tie color.
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Chapter 1: The basics

If you include a photo, use one that highlights your
personality.
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Chapter 1: The basics

The photo on the left has very little personality. It says,

“This is a bald man with glasses, and he got his photo at
Alfacolor.”

The photo on the right has more personality. It says,
“This is a smiling, confident man who looks good in a
suit.”
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Chapter 2: Objectives vs. Summaries

Career Objectives:

JEHOVAH WITNESS

They describe: —

Sesking & opparsanicy i the fisld of Fizaaco snd Accountiog so valuskls expariance a3 fise-

growing company in improving nupmc-llﬁdnlmimbo gqu segimas a=d quartacly
taxatios schodules.

EXPERIENCE

O MIDAS TOUCH, LTD.
Finance D

« What kind of company you
want to work for

* Gomplitace Auslyst Mackiss Tools Divicn Jaos 2007t Septssher 2008

« What kind of responsibilities T
you want next | |

+ Compl aols D
rm.uds..,,,m;u..i-

« What you want next from
your career

Tukiih teckzalogy xud FMCG

hod tam 2t 2 chean pspamtion for intwmtional
‘nagosiations gmmﬁm. was spiaming off + compeny, 22d fhe sbsidizries war
daciding which countriss would ke which product lines).
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Chapter 2: Objectives vs. Summaries

But remember:
The reader does not care about you!

So, don’t waste his time with your Career Objectives.
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Chapter 2: Objectives vs. Summaries

Actually, sometimes Career Objectives are okay...

If you are a recent university grad, with very little work
experience (less than 3 years)...

Then, you can use Career Objectives to show the reader
how you will help him succeed.
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Chapter 2: Objectives vs. Summaries

So in that case, don’t say:

“Seeking an opportunity to gain valuable experience in
a fast-moving consumer goods company.”
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rights reserved



Chapter 2: Objectives vs. Summaries

Instead, say...

“Seeking to streamline the day-to-day operations of a
company’s shipping department, so the department is
free to add more value to the company’s overall
operations.”
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Chapter 2: Objectives vs. Summaries

But remember, for most people, Career Objectives are a
complete waste of time and space.

Instead, use an Executive Summary to tell your story.
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Executive Summary:

Sometimes called a

“Professional Summary”, it

is a summary of your

strengths and experience.

www.mattkrause.com

rights reserved

Chapter 2: Objectives vs. Summaries

Ethemefendl Cad. S3gik Sok.
Femat Pasa Apt, Dalre §
Erenikdy, Istanbul, Turkey
Maobile: + 90 532 D00 0000
Emall pampiegonaloen
Ayse Moran

Professional Summary

*  Experienced X3OO0O0O0GOOC XOOOOCOCOOO0 0O000OCCOON XOOOOGOO00
JOOCOOGOE COO00COC 0RO X0COO0GONK JV00DONK X000

= Deep XX00O00O0COO0K 30OOOOCCOOCC HOOCOOUO00, XOOCOOOO0L 20000000
X000 OO0 MO0 XD X000,

®  Strong XOOOOOOOOOOL XOOOOOOOOOOL X000 OO0 3OO0
FORCROC06 HOCROCK HOCOXIOOCK JOOOOOAR X000

licd 20 OO0 OO OO OO

Avea Telecommunication Co Mar ‘04 - present
Finance Manager Istanbul, Turkey

= Managed XX0000O0OOOOCOOCOROOC XOOCOCC J0OO0OC XO0OOE 200000000
0O 2O OO MO MO0 X0000K
JOOCOOGOOOOOC XOOCCON000C XDONGO000GONN XCOUOCOOTOM J00U00000C

»  Working XOOOOOOCOCOOOOOOOOGONE OO0 JOOOOL 0000 X0OOOO0OG!
JOOCOOGOOE C000COOOBOOOOCOORTONNOGOO ODTOO0OUOROONN X000
OO KO KON 3OO SO,
0O OO0 IO OO X0 KOO0

*  Took over XOO0OCOOROOCOCGOROON 00O R0 XCOON CO0U000

OO0
OO0 OO0 MOOOOOO0 XOOOOUGONE X000 X000
*  Headed JO0OUOCOO0OOO0OCCOREON 00O XEOO000000OL XEO00000O
O R SOOI IO, MO JH X,
2OO0GOOOOONOOOC XOOOOCONOOCOL XOOOGOOOCOTOL XOOOOOCOODGOT X0OO0O0O00
00006 KOO0 PO JOCHXOCOUE XK X0

Turkcell Telecommunication Co Sep 01 - Mar 04
Senior Budget Analyst Istanbul, Turkey

®  Asteam leader, developed YOOOOOOOCOOBOOOO0GOONT XG0 XOOGON X000
OO SOOI OO IO, HO OO

*  Led outsourcing XXCCOO0COOCOCCOOOOOOOOE X CCO0OC OO0 X000 X0O0000C
JOOCOOGOOE CO00COOOBOOOCOORTONNOGON OOTOO00OUOOOONN X000,

= Anatyzed XAXCOGUOOOOOOOCOOOOOO XCO0COK X000OC XHOCCK XK
X 2O OO MO XXX
FOOCOCOCONOON
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Chapter 2: Objectives vs. Summaries

The point of the Executive Summary is to tell your
story in 10 seconds.
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Chapter 2: Objectives vs. Summaries

A good Executive Summary:

« Tells a dynamic story in less than 10 seconds

« Has only 4-6 bullet points

« Isclear and easy to read, not stuffed with
keywords

« Can only apply to you — it does not sound generic,
like it could describe anyone

www.mattkrause.com Copyright 2009 Matt Krause, all 27
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Chapter 2: Objectives vs. Summaries

And most important of all:

A good Executive Summary fascinates the reader, it
tells him you are going to solve his problems, and it
makes him want to call you right now!
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Chapter 2: Objectives vs. Summaries

Examples of Executive Summaries:

PROFESSIONAL OVERVIEW:

« Experienced FMCG segment manager who knows how to attract Gen X and youth

markets.

# Designer of market-changing POP campaigns that enhance revenue and cusiomer
loyalty.

¢ Innovative business-to-consumer marketer with national campaign implementation
EXpETience.

¢ Resourceful team leader who can localize and rollowt programs across intermaticnal
boundares.

* Influential and persuasive relationship builder who can cleary articulate new concepts fo
clients.

Executive Summary

* Experienced architectural engineer managing teams of 20-300 pecple, projects spanning
multiple countries, and construction budgets up to $450 million.

* Solid professional and academic background in steel arch design for bridges, highways,
and refractable stadium roocfing systems.

# Excellent persuasion and presentation skills for selling projects in both corporate and
governmental forums.

» Ouistanding record of accuracy in forecasting absclute generation requirements for
withstanding wave-form stresses.

www.mattkrause.com Copyright 2009 Matt Krause, all 29
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Professional Exp

erience: Your work h

Ayse Moran

Chapter 3: Professional experience

istory!

Fernal Pasa Apt, Dalre &
Vi 30 £33 500 8000 Garanti Leasing
Emal Financial Forecasting Specialist

Prefessienal Summary

elecommunication Co
e Manager

Turkcell Telecommunication Co
Senior Budget Analyst

Managed 2XX000000OOOOOCOOROX0C XOOCOCC 200COOC 200008 20000000
O OO OO IO COOCOK X000

As team leader. developed JXXOOCOCOCOTOOOOOOOOUN JOTOOOT XOOGO XDO0OU
OO OO OO IO IO IO,

Sabanci Hold!

1004 — 1008

Sep 01 - Mar 04
Istanbul, Turkey

www.mattkrause.com

Worked on X00O0COOOOO0OCOCCOOC0C X000 00000 X000 X000,
HIHCOOTOOL

Integrated XOOOOOCOOOOOOOUOOOOOOC X000 K000 IO,

Software Development Dept
t

Engineering Management Master Fro

XXXUXKX University, Istanbul
8.5. Computer Engineering. GPA 342 /4 (5th

Turkish {Native), English (Fluent), German {Beginner)

Istanbul, Turkey

Jul '98 - Dec 00
Istanbul, Turkey

]
highest rank in the Computer Engineering Faculty)

Copyright 2009 Matt Krause, all
rights reserved
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Chapter 3: Professional experience

Put the most recent jobs first, and the oldest jobs last:

Vodafone Telecommunicaiions Co Feb 2006 — Dec 2008
Systems Development Manager Istanbul, Turkey
Ulker Consumer Products Co Mar 2003 — Feb 200G
Marketing Systems Analyst Istanbul, Turkey
Zaranti Financing & Card Services Co Dec 2001 — Mar 2003
Systems Developer & Business Analyst Istanbul, Turkey
Yapi Kredi Bank Jul 1988 -- Dec 2001
Software Specialist Istanbul, Turkey
www.mattkrause.com Copyright 2009 Matt Krause, all 31
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Chapter 3: Professional experience

List your achievements, not your job descriptions.

A job description shows what any average person
would do in that job.

But you are not an average person. You are not just a
warm body sitting in a chair.

So tell the reader what you achieved, what made you
special, what people remembered you for after you

left.
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Chapter 3: Professional experience

Job descriptions vs. achievements:

Job description:

Global Logistics Systems Co. Feb 2003 - Dec 2004
Domestic Distribution Manager Frankfurt, Germany
« [Developed indusiry experence while establshing and maintaming the overall transportation
and warehousing development plans.
= Coordinated technical, operational, and customer service feams across the Western and

Eastern Eurcpean region.
= Communicated with third-party suppliers and intemal teams, including distribution fask force

and cross-border expediting groups.

Achievements:
Global Logistics Systems Co. Feb 2003 - Dec 2003
Domestic Distribution Manager Frankfurt, Germany

= Optimized cross-dock operations for major consumer goods refailer, resulting in 23%
improvement in on-time delivery performance, while cutfing transit costs owver 10%.

e« Improved communication amongst iechnical, operational, and customer serice teams across
the Western and Eastern European region by infegrating crder tracking system with SAP.

« Reduced loading dock wait times for refrigerated trailers with advance manifest notifications,
at a time when cooling system maintenance schedules were increasing.

www.mattkrause.com Copyright 2009 Matt Krause, all 33
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Chapter 3: Professional experience

Keywords. Choose them well, and put them on your CV.
Why?

Because today, most CVs get scanned into a database...

www.mattkrause.com Copyright 2009 Matt Krause, all 34
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Chapter 3: Professional experience

Then the hiring manager goes to his computer, types
in a few relevant keywords, and the database gives
him a list of people to look at.

If your CV is missing the right keywords, he’ll never
see it.

www.mattkrause.com Copyright 2009 Matt Krause, all 35
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Chapter 3: Professional experience

Tip: Find important keywords in the job listings.

Here’s an example...

www.mattkrause.com Copyright 2009 Matt Krause, all 36
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Chapter 3: Professional experience

This is a Demand Planner listing from Kariyer.net:

Job Description:

a - = | E:
® Following-up and reporting estimation deviation KF
® Making treng reporting.>

If you are applying for this job, make sure your CV
includes these keywords: marketing, planning,
tracking, analysis, inventory, service, supply chain,
reporting.

www.mattkrause.com Copyright 2009 Matt Krause, all 37
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Chapter 3: Professional experience

Use action words, especially verbs.

Dead words make you sound average, like you did
nothing but sit at a desk and push paper.

www.mattkrause.com Copyright 2009 Matt Krause, all 38
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Chapter 3: Professional experience

Action words, on the other hand, give your CV life.

They make it sound like you contributed something,
like you achieved something, like when you left the
company, it was better than before you started.

www.mattkrause.com Copyright 2009 Matt Krause, all 39
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Chapter 3: Professional experience

Example of dead words changed to action words:

Dead words:
“Coordinated Turkish PR and marketing activities.”

Action words:
“Led Turkish PR and marketing activities.”

www.mattkrause.com Copyright 2009 Matt Krause, all 40
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Chapter 3: Professional experience

With the dead words, it sounds like everyone else did
the work, and all you did was sit at a desk and schedule
a couple meetings. You added no value to the process.

With the action words, it sounds like you contributed

something. You led people and you delivered solid
results for the company.

www.mattkrause.com Copyright 2009 Matt Krause, all 41
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Chapter 3: Professional experience

Use numbers.
One number is better than 100 pretty words.

Numbers mean you put money in the bank, and that’s
what every company wants.

www.mattkrause.com Copyright 2009 Matt Krause, all 42
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Chapter 3: Professional experience

Use numbers to give your achievements size, weight,
and shape.
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Chapter 3: Professional experience

See the difference:

No numbers:
“Contacted customers, followed up on orders, and
resolved problems when necessary.”

With numbers:

“Managed customer service for 75 customers in 4
countries. Worked with 3 other departments to
improve on-time shipping performance, raising
customer satisfaction from 68% to 93%.”

www.mattkrause.com Copyright 2009 Matt Krause, all 44
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Chapter 3: Professional experience

Sometimes, numbers and achievements look even
better when you put them inside a bigger picture.

This is called “context”. Use it to your advantage.
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Chapter 3: Professional experience

Feel the difference:

Great achievement, but no context:

“Built communications strategy for a new brand,
managing campaigns that led to 28% turnover
growth.”

Same achievement, with context:

“Built communications strategy for a new brand,
managing campaigns that led to 28% turnover growth
when market grew by only 10%.”

www.mattkrause.com Copyright 2009 Matt Krause, all 46
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Chapter 4: Education, etc

Education:

To most employers, two years of real-world work
experience are worth more than 4 years of school.

And by the time you are 30, your work history is far
more important than your education history.

But education is still a standard part of every CV, so
make it good!

www.mattkrause.com Copyright 2009 Matt Krause, all 47
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Chapter 4: Education, etc

Education includes:

« Name and location of school
« Years you went there
« Name of degree

« Grade point average if you did well (if you didn’t do
well, it is not necessary)

Education

2000 — 2002 Middle East Technical University, Ankara
Indusirial Design Management Masters Program

1884 — 1888  Istanbul Technical University, Istanbul
B.5. Industrial Engineering, GPA 3.72 / 4.00 (3rd highest rank in department)

www.mattkrause.com Copyright 2009 Matt Krause, all 48
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Chapter 4: Education, etc

Other stuff:

Ayse Moran (contimued)

0532-000-0000
Garanti Leasing Dec 88 - Jun 01
Financial Forecasting Specialist Istanbul, Turkey
o
500000 X000 X0O00OOOOCONOOOHONCIK XIOCOL X0 XX SO
, , = 0000000000 00000RINEON00OROTENNE J00C0TE X000 X000
Sabanci Holding, Software Development Dept Jul'98 - Dec"00

Software Specialist Istanbul, Turkey

other trainings, mllltary e e e

KK
O N KOOI H IO H I IO IO,
2OOCOCOOOL 3OO0 X000
*  00COOCOOO0ON0COON00000E JCCONBOO00ONE XBOOUOOGOL D000

status, driver's license, R

L]
2000-2002  Middle East Technical University, Ankara
, ° Industrial Design Management Masters Program

1004 — 1008  Istanbul Techni
B.S. Industrial Engi "

LN FCOOCIOON A0
» OO0OOCO00CE JOODOOOOOCO0K HCOOOCCO0E X000 SOOOO00 X000
FOC0O0E KOO0 X000 OO0
o 000000000 X000
- OO0 MO0 XN
- O00000OCCOTOOU0000ON D000
- OO0 MO0 OO0
- JO00O0OOGOGOOOOOGO0E XO000000
- O000000CCOTOOU0000ON 00000
& OO0 KOO0 20O 3OO0 X IO XL
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Languages

ish {Native), English {Fluent). German (Baginner)
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Chapter 4: Education, etc

Space is limited. Do not let the “other stuff” section
steal valuable real estate from your
accomplishments. Show valuable things only.
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Chapter 4: Education, etc

For example, if you speak German fluently, that is very
valuable and you should include it.
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Chapter 4: Education, etc

However, if you are an engineer who designed
airplanes for 15 years, no one cares that you took a
“Using the fax machine” training course 10 years ago.
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Chapter 4: Education, etc

If you are a student applying for your first job, listing
your computer skills is very important.

Employers want to know that on your first day, you
won’t ask, “What is Excel, again?”
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Chapter 4: Education, etc

References:
Don’t list them on your CV.
Every line on your CV is valuable real estate.

Don’t waste space listing other peoples’ names.
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Chapter 4: Education, etc

Even if your references are Bill Gates and the
presidents of 3 countries, leave their names off.

You are selling your accomplishments, not theirs.
If your relationship with them is really important, your

work with them will show up in your lists of
accomplishments.
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Chapter 4: Education, etc

Should you say “References Available upon Request™?

If you have extra space on your CV, those words are
okay.
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Chapter 4: Education, etc

But employers already know references are available
upon request, so you can get rid of that line.

Use the extra space for more important words, or make
your CV easier to read by leaving that space blank.
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Chapter 5: Tips for grads

Tips for recent university grads:
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Chapter 5: Tips for grads

Things recent grads can show:

« Internships they did
e Clubs they belonged to
« Awards or scholarships they won

« Qutside training courses they took
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Chapter 5: Tips for grads

If you just graduated, employers don’t expect you to
have the real-life experiences of a 40-year old.

They just want to know you did more at university than
drink beer and sleep late.

www.mattkrause.com Copyright 2009 Matt Krause, all 60
rights reserved



Chapter 6: Do’s and Don’ts

Some CV “Do’s and Don’ts”...
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Chapter 6: Do’s and Don’ts

DO: Use active words, especially verbs.
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Inactive words:

Contributed to...
Gained experience in...
Responsible for...

Active words:
Activated...

Increased...
Persuaded...
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Chapter 6: Do’s and Don’ts

DO: Use bullet points.

Bullet points make your CV easier to read.
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Chapter 6: Do’s and Don’ts

Without bullet points:

Global Logistics Systems Co. Feb 2003 — Dec 2002
Domestic Distribution Manager Frankfurt, Germany
Optimized cross-dock operations for major consumer goods retailer, resulfing in 23% improvement
in on-time delivery performance, while culting fransit costs over 10%.

Improved communication amongst technical, operational, and customer service teams across the
Wesiern and Eastern Eurcpean region by integrating order fracking system with SAP.

Reduced loading dock wait times for refrigerated frailers with advance manifest notifications, at a
fime when cooling systern maintenance schedules were increasing.

With bullet points:

Global Logistics Systems Co. Feb 2003 — Dec 2008
Domestic Distribution Manager Frankfurt, Germany
« Oplimized cross-dock operations for major consumer goods retailer, resulfing in 23%
improvement in on-time delivery performance, while cuftting transit cosis over 10%.
* |Improved communication amongst technical, operational, and customer service teams
across the Western and Eastern Eurcpean region by integrating order tracking system with
SAP

* Reduced loading dock wait times for refrigerated frailers with advance manifest
nofifications, at a time when cooling systerm maintenance schedules were increasing.
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Chapter 6: Do’s and Don’ts

DO: Use parallel grammar structures.
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Chapter 6: Do’s and Don’ts

What is a parallel structure?
In a parallel structure, all sentences begin with a noun,
or all sentences begin with an adjective, or all sentences

begin with a verb.

Parallel structures make your CV easier to read.

For example...

www.mattkrause.com Copyright 2009 Matt Krause, all 67
rights reserved



Chapter 6: Do’s and Don’ts

This is not parallel:

«Confident when presenting to large groups.

«Raised $1,000,000 in venture capital.

«Manager of complex engineering projects.

This is parallel:

«Confident presenter who explains complex subjects clearly.

«Persuasive fund-raiser who can raise millions of dollars.

«Resourceful manager of complex engineering projects.
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Chapter 6: Do’s and Don’ts

DO: Cut unnecessary or meaningless words.

Every line on your CV is important. Every centimeter is
valuable.

If a word doesn’t add meaning, remove it.
If you can say something with 3 words, don’t use 4.

For example...
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Chapter 6: Do’s and Don’ts

The red circles show unnecessary words:

. Preparerinted material,catalogues,

brochures, and manuals.

The shorter, better version:

« Prepared printed materials — catalogues,
brochures, and manuals.

Don’t waste the reader’s time — let him focus on
important words only.
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Chapter 6: Do’s and Don’ts

DON'T: Leave misspellings and grammar errors.

Use your computer’s spell-check, and then read it
carefully yourself.

But don’t stop there — get at least two friends to read it,
too. And if you are not a native speaker, get one to edit
it.
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Chapter 6: Do’s and Don’ts

DON'T: Use an unprofessional email address.

Bad:

Good:
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Chapter 7: File formats

File formats: sending your CV by email:
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Chapter 7: File formats

The most common options are:

« Word (.doc)

« Pdf (useful because 98% of computers can read
them)

« text-only (often in the body of an email)
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Chapter 7: File formats

Note:

If you are using Word 2007, remember that it saves
most files as .docx.

Many companies are still using old versions of Word,
like Word 2003.

Old versions of Word don’t do .docx.

Save your Word documents as .doc, not .docx.
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Chapter 7: File formats

MATT KRAUSE

SUMMARY:

Executive-level coaching and fraining for language and presentation
Extensive global trade and sourcing experience

Responsibility for annual procurement budgets of $25,000,000
Financial analysis and budgeting for national apparel retailer

You know that beautiful Word =
document you worked so hard
on?... R

INDEPENDENT BUSINESS COMMUNICATIONS COACH, 2006-present Turkey and USA.
Provided waicing in business commmmicarions end presentation skills, Clients included execusives and manazers at
FMCG, finsncial, ‘companies in Turkey, the United States, aod Romania. Projects included:
Traimed Turkish banking managers for smoother and more professional communications during meetings with

Europesn partmers.
*  Prepped finance and marketing managers ar Turkish rechnology and FMCG companes for presenrations to foreign

dlients.

*  Coached team at a chemics] mamufachuring company in preparation for infernational negotiations (mamufacturer was
spinning off a compeny, and the subsidiaries were deciding which countries would make which product lines).

*  Taughr finanre directors how to sound ‘while sill fcsring clearty in business

*  Trained educations] cooperative how o use intemet as a markering and customer acquisition ol

MODA JEWELS, LTD., 2003-2006 Istanbul, Turkey
BLSMSS DEVELOFMENT AND OPERATIONS MANAGER
Created website for a starfup ecommerce retail business selling Turkish jewelry to North American customers
*  Sourced Turkish suppliers for “bread and butter” commadity items and for more specialized designer product lines.
Stabilized shipping costs, cut delivery time, and improved cnstomer service by transferring warshousing and retail
Siliment fom Istanbul to a US A-based tird-party Sufillment sarvice.
*  Grew sales by opening new online marketing chamnels with Google AdWards, major ouline shopping porsls, ad
customer retention and word of mouth vehicles
s  Cut advertising costs in half by refining target customer definitions and fmproving site design elements like product
photography, xaphic design, and navigation.

EDDIE BAUER, 2000-2003 Redmond, WA, USA
FINANCE ANALYST, Retail Operations
+  Developed tools m plan and manage remil store staffing expenses, so individual stores could adjust swffing levels
quickly as sales finctusted, and yet the overall company would still kit its % of sales targets
*  Allocated monthly payroll budzet (average of S10 million per month) to 550 individual retail stores, taking into
accoun: store-Jevel factors like product sssorment, square footage, security needs, etc
*  Ona tesm with other Reril Ops Finance members, developed ways to mske more efficient use of the budger
money, to maintsin a5 nmuch staffing i the stares as possible given the shrinking budgets brought on by steep drops in
sales.

PROGRESSIVE INTERNATIONAL CORP., 1998-2000 Eent, WA, USA
PURCHASING SUPERVISOR

+  Transferred purchasing and import logistics funcrions from USA headquarters to a Hong Kong subsidiary. Included
system desizn coordination with IT staff, and on-site training of Hong Kong merchandising staff. Desizned the new
system to eliminate redundant procedures while still ensuring process infegity.

*  As member of mansition ream during scquisition of a Califoria based company with $6,000,000 anmal sales,
managed the company integration for meschandising and purchasing departments. Included overhaul of supply chain
structure and transfer of fnished goods assembly from original facility in USA to vendors in Honz Kong/Chima and
Thailand.
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Chapter 7: File formats

Here’s what it looks like when you convert it to a text

file:

www.mattkrause.com

Dida;z-a > L by

=5 L t cC bi¥¥Y @ Py
A B e A T A R0
B A R A A A Y
B A AR A A R A A A AR
B B B B B B A B B A e S A
Yy Y R v VRV VYR VRV PR VYRR YRRy
A A A R A R A R R B A B B A B R R AR AR R R

A + 1 Al B bibjs=&= 1T 8% €W

gew "l ( AT AT AT

i A A A A A A a

rp == 0
[}
[ & |

—
Liuy)
| & ]

Copyright 2009 Matt Krause, all 77
rights reserved



Chapter 7: File formats

So keep all three file formats available at all times...
If you make your CV in Word, save it as .doc...

Then convert it to .pdf, and open the pdf to make sure
it looks okay...

Then convert it to text-only also, and open it up in
Notepad (on a PC) or Text Editor (on a Mac), and
clean it up so it looks nice.
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Chapter 7: File formats

Then, whatever format the company asks for, send
your CV in that format.

If they ask for a specific format, don’t send your CV in
another format.
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Chapter 8: Circulating your CV

Circulating your CV:

If no one sees it, it doesn’t exist!
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Chapter 8: Circulating your CV

Start by setting up an account at the internet job
sites, and post your CV on there:

« Kariyer.net
e Yenibiris.com
e SecretCV.com

e Monster.com
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Chapter 8: Circulating your CV

But when a company asks for your CV, do NOT forward
it to them from an internet job site like kariyer.net,
secretcv.com, etc.

Why? They look terrible!

Look at this example...
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Chapter 8: Circulating your CV

This CV was forwarded from secretcv.com:

Kigisel Bilgiler

Adres :
CADDEBOSTAN CICER CIKMAZI

Caddebostan / Istanbul Anadelu / Turkive

Telefonlar : Eos
Ev Telefonu : 0215

Cep Telefonu({l}) : 153

Uasilamadifinda :

= - . Telafon: D532

Dofum Tarihi : 04,11 Ehliyet : Var

Medeni Hal : Bekar Sigara Kullamim @ Eullareyar

Askerlik Durumu : Muaf Engellilik Durumu : Yok

Cv Giincelleme Tarihi = 15.01. 2009 Wyrulk = Torkiye

I3 Daneyimlen Toplam Deneyim Sorési @11yl 3 ay f Aday Calisminyor

Kasim 2002-Temmuz 2008
Deneyim Siresi: 5 yil B ay YILDIRIM OTOMOTIV SAN ve TIC LTD.ST1 - Istanbul Anadolu

Saoktor - Boliim - Pozisyon : Otomictiy - 5atig - Sef / Amir
1gin Tamimi :

Ayrnima Medeni : Diger %
Raporlama Yaptigi Kisinin Unvam :

Kasim 1999-Kasim 2001

Deneyim Siresi: 2 yil YILDIRIM OTOMOTIV SAN ve TIC LTD.5TI - istanbul Anadolu
Sektor - Bolim - Pozisyon : Otomotiv - Satg - Saug Temsilds
Igin Tamimi :

Ayrilma Nedeni 1 Dider
Raporlama Yaptig: Kisinin Unvani :
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Chapter 8: Circulating your CV

Post your CV on internet networking sites, too:

e« LinkedIn.com

« Xing.com
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Chapter 8: Circulating your CV

However...

« The best jobs aren’t posted on the internet.

« Most jobs are found through personal
relationships.
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Chapter 8: Circulating your CV

So the internet is good, but your personal contacts are
more important.

Use your personal network!
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Chapter 8: Circulating your CV

Ask people if they know of any openings in your field.

Ask your friends, your family, your former co-
workers, your professors, everyone you know.
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Chapter 8: Circulating your CV

If there is a position open,
and if you have a friend in the company...

Ask him to walk your CV and cover letter directly to the
hiring manager.
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Chapter 8: Circulating your CV

Even if your friends don’t know of any job openings:

Ask them for the manager's name in the relevant
department at the company they work for.

Why? If you send your CV directly to the manager
you want to work for, he might notice you. If you
send it to HR instead, he’ll never see it.
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Chapter 8: Circulating your CV

Even if that manager doesn’t have a job opening, he
probably has a friend at another company who does.

And if he wants to help his friend, and if he likes your
CV, he might send it to him.
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Chapter 8: Circulating your CV

Tip: Don’t just send your CV to people and ask them if
they have a job.

Send it to them and ask them how to improve it.

They are more likely to look at it that way.
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Conclusion

Final words to remember:

e A better CV will get you more interviews.

« Thereader doesn’t care about you. He cares
about his needs.

« Don’t start writing until you understand the
reader’s needs.

e Thereaderis busy. You have 10 seconds to
impress him, before he throws your CV in the
trash.
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Conclusion

By the way,

Did you know that there’s also a free 8-week course,
showing you real-life examples of how to apply these
rules?

You can find the free course on the Matt Krause
homepage, at

www.mattkrause.com Copyright 2009 Matt Krause, all 93
rights reserved



