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Finding a Job: The First Step 

The first step in finding a job is to write a resume (CV) or prepare to complete a job application. Depending on the type of job you are searching for, you will need a resume, CV (curriculum vitae) and a cover letter or you will need to complete an application for employment. 

In most cases, you will need a CV to apply for full-time, professional job opportunities. If you are seeking a part-time job or work in a career field like hospitality or retail, for example, you will complete an application for employment. 
How you can write an interview winning CV
In today’s competitive and fast-moving job market, you only have 30 seconds to impress a potential employer with your CV. To give yourself the best chance of securing an interview, you need to make sure your CV works for you. By following a few simple rules, you can maximize your chances and stand out from the other applicants.
CVwriting.net is a comprehensive online tool that allows you to present your details in a clear and concise format that makes it easy for an employer to see your relevant skills.

To make the most of any job opportunity your CV should 
• Market and sell you by clearly representing your work history, skills and experience.
• Have its content free of spelling and grammatical errors.
• Use the document format all employers, agencies and personnel departments prefer.
• Always be sent with an effective and meaningful covering letter.
• Made easily and readily available for job applications and interviews including those at short notice or by telephone.
• Be compatible with the major online job boards as well as email and print friendly.
• Make a good impression by detailing your capabilities and strengths in a positive way.

By using the quick and easy to use CV builder, you can create the perfect CV in all the popular recruitment formats and dramatically increase your chances of success. Your CV is stored securely for future use allowing you to simply update your details as your career progresses and enabling you to print, fax, upload or e-mail your CV as your applications require.

CVwriting.net will help you
• Get the interviews you want with your CV by effectively communicating your skills, experience and abilities.
• Save you valuable time by making it easy to build and manage your CV anywhere that has an internet connection, 24 hours a day, seven days a week.
• Quickly establish the important information you should include, not include and importantly how to say it by using the step by step help guides.
• Write successful cover letters with easy to use pre formatted templates.
• Make sure your CV is free of spelling and grammar mistakes.
• Apply for jobs instantly in the CV format all recruitment agencies, personnel departments and employers expect to see. Send your CV to decision makers in seconds. 
• Keep your CV ready and up to date and never have to start all over again. 
• Help you to write a confident, rounded, positive and balanced CV that includes the keywords and phrases that will get you noticed.
• Give you more time to focus on the content of your CV with quick and easy to use forms, step by step help, examples, online spelling correction, effective template and preview so you can be sure your CV is perfect for any application.
Your CV was prepared by a professional, you did all the necessary groundwork before the interview and you thought the interview went extremely smoothly. So why aren't you celebrating an offer letter yet? Here, from the career experts at the Middle East's #1 job site www.bayt.com, 
The top ten reasons candidates often fail to secure the job of their dreams.

1. Your CV missed the mark

Many jobseekers make the mistake of using the same generic unfocused CV to apply for very different positions in different industries. Your CV should to the extent possible be tailored to the specific job you are targeting and should show in a very direct manner skills, qualifications and experiences that directly come to bear on the given job. If you are targeting a number of different jobs, have different CVs for each job type so that your CV can be customized to the unique requirements of each industry. Find out what skills and qualifications to showcase in each CV by looking at the job description, researching the position and industry and talking to people in the industry, then highlight the skills and expertise that make you a perfect match. Employers want to hire people who are focused and specifically interested in their industry and company, so having a generic unfocused CV with a very vague objective statement and skills inventory will fail to capture the employer's attention or convince them that you are the best fit for the job.

2. You omitted a cover letter 

Every CV should be accompanied by a cover letter to personalize your CV and communicate in a precise, specific manner your objectives and the specific value-added you will bring to the job. The cover letter should be short and specific and should leave the employer in no doubt as to your interest in the company and industry and your unique qualifications for the job you are targeting. Cover letters, like the CV, should be tailored to the company and industry and should communicate in no uncertain terms the suitability of the experiences and qualifications listed on your CV to the job at hand as well as your enthusiasm to work for the specific company. A CV sent without a cover letter will lack the 'personal touch' and will likely be lost in the fray.

3. Poor follow up on CV

The average employer is inundated with CVs on an ongoing basis and is more likely than not to add your CV to the pile, pending possible future follow-up. To ensure your CV is acted on and does not get buried with the rest, you MUST follow up in a diligent manner. Remember, the purpose of the CV and cover letter is to get an interview so call each employer shortly after you send the CV and communicate you are calling to follow up, ensure receipt and arrange for a face-to-face interview. Prepare a very short 'soft sell' for the phone conversation to 'educate' the employer as to who you are and why you are uniquely suited to the job and 'excite' him to want to meet you in person in an interview situation to talk further details.

4. Lack of preparation for the interview

Many candidates make it to the interview stage and disappoint the employer with their obvious lack of preparation for the meeting. Poor preparation includes slovenliness in researching the company, not being up-to-date on industry news, not understanding what the job requirements are and not having answers to common interview questions. You must, must, must enter the interview armed with the maximum amount of knowledge about the company, industry and specific job so you can then tailor your answers specifically and position your skills and past experience in a manner that demonstrates your unique suitability for the position in question and the valuable contributions you can make to the company.

5. Unprofessional attire for interview

First impressions go a long way and you may be hard-pressed undoing the damage if you send out a wrong message with your interview attire. Dressing too casually or completely inappropriately for the interview may communicate a lack of respect for professional norms of conduct as well as an unprofessional non-conformist attitude overall. Always aim to err on the conservative side in your attire with crisp, clean business attire and avoid tight, casual or loud clothes as well as unnecessary accessories and excess make-up for women.

6. Unprofessional behaviour during interview

The interviewer is screening you during the course of the interview for suitability to the job at hand and is assessing you in terms of your ability to conform in a professional way to the requirements of the job and the company culture; any unprofessional conduct will reflect negatively on you and is likely to immediately take you out of the running. This includes any behaviour that shows a lack of respect for the interviewer and professional norms of conduct such as arriving late, arriving unprepared, aggressive or unprofessional body language, being unfamiliar with your CV, treating the interviewer in a condescending or overly familiar manner, talking at length about your personal life and problems and/or obvious exaggerations or outright lies about your work history. It is very helpful to read some literature about body language and interview skills if you are relatively new to the interviewing scene and unfamiliar with the basics.

7. Lack of interest in the company

It is surprising how many jobseekers will make it to the interview stage and then demonstrate a total ambivalence and lack of interest in the company not to mention an obvious failure to research it in detail. Employers want to hire people who will be keen, enthusiastic members of the team and will carry the company banner with pride; the last thing they want are disgruntled employees who are less than enthusiastic about the company's products and bottom line and will negatively impact the company culture. You must show a familiarity with and interest in the company and ask intelligent, relevant questions, prepared beforehand, that demonstrate you have done your homework and are very excited about joining the team. Any reluctance you have about joining the company should be kept to yourself at this early stage of the process; concentrate your efforts during your interviews on securing the position.

8. Unclear about value-added to company

If you are unconvinced about your value-added to the company, it is less than likely that you will be able to convince the employer. Make sure as you sit in the interview seat that you are intimately aware of the requirements of the position and can directly relate your past work history, aptitudes, qualifications and skills to the requirements of the position. Imagine yourself already on the job and communicate to the employer how you will contribute significantly and in record time to the company's bottom line and how you will excel in performance and exceed targets and expectations. Make sure to include every skillset and past success in bringing to bear how you will positively impact the company's performance. If you already see yourself on the job and can mentally apply your past successes and skills inventory to achieving your new targets you are more likely to convince the employer across the table from you of your unique and undisputed suitability for the position.

9. Poor follow up after interview

Many candidates make the mistake of assuming the ball is outside their court following the interview stage and fail to follow-up, thereby losing what was a viable job opportunity. You must follow up! Oftentimes the interviewer has had to travel following an interview, is bogged d down with a heavy workload and tight deadlines or is simply waiting for you to follow-up to determine your proactively, energy level and interest in the job. Immediately after an interview while the questions and answers are fresh in your mind write a thank you letter to the employer which leaves him in no uncertain terms as to your interest in the company and your unique suitability for the job. Reiterate the qualifications and past successes that are immediately applicable to the position and emphasize any points that support your case and add gravitas to your application. If you would like to make up for any important facts that were missed out during the interview process or if you feel there are specific strengths you want to highlight following what your learned during the interview, this is your opportunity. Then follow up on the thank you letter with a phone conversation reiterating your interest in the position and enquiring what the next steps should be.

10. Poor reference checks

Before giving a prospective employer names of references make sure you are very familiar with their professional opinion of you and there will be no unpleasant surprises. Many a successful job application has ground to a halt because of unsatisfactory or outright negative feedback from references at or after the job offer stage. Wherever possible, get the references in writing so that you are intimately aware of the feedback your reference source has on you and there is no margin for error.
Job hunting 

Job hunting getting you down? Don't lose confidence! Bayt.com presents you with 10 ways to avoid the job search doldrums and stay motivated and upbeat.

1. Recognize if you are in a slump

The first step to getting out of the doldrums is to recognize that you are indeed in a slump. If you are suffering from the jobseeker blues take the time out to re-energize and seek the focus, strength and inner peace you need to pursue your job search and get ahead with your career. Talk to people you trust and seek professional help if you need it.

2. Organize your day

Even if you are out of a job, structure your day with the same discipline as you would a work day. Lounging about the house being unproductive will not further your job search and will only feed your inertia and panic at being unemployed. Treat your job search as u would a full time job and approach it with the same vigor, organizational skills and discipline as you would a work day. Build into your day a multitude of tasks that will further your job search including networking activities, research activities, training activities, visits with your mentor, cold calls etc. Don't forget to document the results and make sure you stay on top of the follow-up. By organizing your week days in this strict disciplined manner you will maintain a feeling of control over the job search and lose the panic many jobseekers feel which is often directly attributed to the feeling of helplessness and loss of control over the course their life is taking.

3. Build a support network around you

Don't let negative types discourage or distract you from your job search. Instead, observe and learn from successful, happy professionals who are where you would like to be and enlist their support in getting there. Seek to surround yourself with encouraging upbeat people who will inspire and motivate you rather than bring you down. Enthusiasm is contagious and the more keen and confident those around you are, the more confident you will be in your strengths, abilities and marketability.

4. Stay motivated

Learn from the success stories of others and the advice of motivational experts how to stay motivated. Read motivational books and autobiographies from those who have made it in the industry or line of business you are targeting or those whose lives and successes have inspired you and motivated you to accomplish and succeed in the past. There are many best-selling highly effective motivational books that come with audiotapes and you can build into your daily routine listening to them even as you drive or engage in other important tasks.

5. Remind yourself of your past accomplishments

Often, it is easy to lose all confidence in yourself if your job search is extending itself indefinitely and there are no positive outcomes in sight. Whenever you think you have reached a dead end and your confidence in your abilities is waning, remind yourself of past successes even as you re-energize and rethink the strategy for your job search. Picture your last major success and remind yourself of how you got there and the feeling of euphoria that comes with a major accomplishment, then visualize yourself repeating that success in your new endeavors and outline a roadmap for getting there. You may want to keep a photo of yourself after that last accomplishment prominently displayed or on you at all times to remind yourself constantly of your capabilities.

6. Learn a new skill

Use this time in between jobs to learn a new skill. You may want to attend a course or read books that deal specifically with certain aspects of the job search such as interviewing skills, writing a CV, networking; or you may want to work on other areas you would like to develop whether it be confidence building, public speaking, sales, managing a team, getting along with peers, maintaining a work/life balance or just succeeding in life in general. You may also have technical skills related to your chosen industry that you need to fine-tune or have always wanted to acquire; use this time in between jobs to gain these skills and include them on your CV once you have.

7. Reward yourself for achieving short term goals

Don't dwell on the downside. Set realistic short-term goals that advance your long-term objectives and on a daily basis revisit and reward yourself for your positive accomplishments for the day. These goals may include a specific number of CVs sent out, interviews gained, cold calls made, new skills acquired, professional books completed etc. Make sure your goals are reasonable and focus on achieving them one goal at a time.

8. Do some volunteer work

Volunteering is one way to feel more useful, widen your all-important networking circle and in some cases, beef up your CV. You will enjoy the learning that comes with a new activity as well as the immense sense of satisfaction that comes with helping others if you are involved in charitable works.

9. Count your blessings

No matter how strenuous and uphill the job search may be remember your blessings in other areas of your life and be thankful. Keep things in perspective at all times and don't lose sight of your successes and accomplishments.

10. Don't lose balance

Include exercise and relaxation in your weekly schedule as well as other means to expend positive energy, let off steam and indulge in activities you enjoy. Whether it's a daily 30 minute walk around the block, an hour of power yoga, cycling with the kids after school or an hour looking after the daffodils and hydrangea in the kitchen garden, don't lose sight of the activities that you enjoy best and that maintain a critical balance in your life.

Curriculum Vitae Category Outline 

Name (full name with title(s) such as MD, DO, PhD) 

Address/Phone 
• Home 

• Business (include fax number and e-mail) 

Personal Information 
• Birthplace and date 

• Citizenship (optional but often needed in the medical arena) 

Education (chronologically; start with the earliest since it is hard to think backwards) 

• Undergraduate (school, dates, major, degree earned, graduate with honors?) 

• Other higher level education 

• Medical school (school, dates, degree earned) 

Work Experience (Related to medicine; does not have to be $$$ earning; give dates) 

Postdoctoral Training 
• Residency (location, dates, AP/CP/APCP; other type of residency) 

• Fellowship (location, dates, type of fellowship) 

• Some will put on-the-job training here such as locum tenens, moonlighting, etc. 

Employment 
• This is where you put your first pathology job, private or academic 

• List any academic positions within your employment such as Director of a section 

• List any state or governmental appointed pathology positions such as medical examiner 

Grants (dates, title of research, primary investigator, $$$) 

Professional Licensure (state and license number) 

Professional certification 
• AP/CP/APCP certification (also give dates) 

• Fellowship certification 

• Other specialty boards (such as if you were once a pediatrician) 

Professional Memberships 

• List only those that you are currently a member unless you specify dates 

• List only those related to medicine (not city/social clubs or church activities) 

• Indent under an organization and list any office that you may hold 

• For offices, it is especially important to give the date that you held that office; you may list the offices even if you are not currently in that position because you have given the dates (such as Chair, 2000-2002). 

Editorial Positions 

• Member of an editorial board 

• List any journal that you routinely review manuscripts for even it you are not on the editorial board; “Review manuscripts for publications for the following:” 

University or Hospital Committees 

• This is for academic or private practice 

• List committees you have served on with the dates of service 

Honors and Awards (These are related to pathology/medicine) 

• Begin with undergraduate 

• Medical School 

• Residency/fellowship 

• Faculty/Practicing Pathology 

Community Service/Honors 

• These are services, talks, awards that are related to scientific arena, such as talking to the rotary, staffing a fair, community service award 

• List the title of the service/talk/award, group, location, and date 

• Hometown Radio interviews go here 

• If you appear on the news to talk about a pathology issue, list it here 

Lectures, Speeches, Exhibits, Films 

• Platform/poster presentations given at a meeting of your peers 

• These are usually meetings and the presentation publication worthy 

• Remember that if you were instrumental in a research presentation and your name is on the abstract, even if your colleague presents the work, you should list it as a presentation. Your work was deemed worth of presentation! 

• List title of the presentation, group to whom it was presented, location, and date 

Publications 

• These are publications in peer-reviewed journals and books. 

• These are not newspaper articles, throw-away pamphlets, OR any publication not related to medicine or leadership/advocacy in medicine. 

• These are not abstract publications in a meeting agenda book that will NOT be published in a journal (See Abstracts below) 

• List ALL authors, the title of the publications, the journal or book, etc. as it appears in the standard MedLine or PubMed listing. 

• Start with the earliest publications 

• Some people number these 

In Press/Accepted for Publication 

• These are not “submitted for publication” 

• These are publications to peer-reviewed journals and books that you have received preliminary acceptance and are working on revisions. 

• List authors, title, and the journal that has preliminarily accepted.

Submitted for Publication (Some people like this category since it shows that even though the work is not yet accepted, you are trying…) 

Abstracts 

• These are true publications in actual journals with volume, page number, etc. 

• These are not the abstracts published in the meeting agenda book 

• These listing look just like the aforementioned publication listings 

CME attended, hours earned 

• I would not list these as a part of the CV 

• Some potential employers will want to know that you are current; I would keep a separate listing with the courses, locations, dates, and number of CME hours 

• You will need this for state licensure and hospital privileges in may places 

References 

• These can be provided upon request, not as part of the CV 

• These are your scientific peers, not your neighbors 

• Ask the individual if you may list him/her as a reference! 

• You may put at the bottom of your CV “References provided upon request” 
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