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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.

Introduction
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Before you start writing,

Get your head in the right place.

How?  Do four things before you start:

Introduction
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Step 1 of 4:

Get perspective: 

A great CV gets you an interview, nothing more.

Introduction



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

6

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.

Introduction
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Step 3 of 4:

Define your target audience:

1. Their industrial sector

2. Their profession

3. Their job responsibilities

Introduction
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Step 4 of 4:

Imagine them using your CV:

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

• Their phones are ringing.

• Their bosses are yelling at them.

• They have a meeting in 3 minutes.

Introduction
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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.

Introduction
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Now that your mind is in the right place, you are ready 
to start writing…

Introduction
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The basic structure of a CV:

Chapter 1: The basics
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Length: no more than two pages:

Chapter 1: The basics
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The header: what goes there:

• Your name

• Your mailing address

• Your phone

• Your email address

• Your photo (optional)

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

Chapter 1: The basics
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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).

Chapter 1: The basics



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

16

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.

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

Chapter 1: The basics
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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.”

Chapter 1: The basics
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Career Objectives:

Chapter 2: Objectives vs. Summaries

They describe:

• What kind of company you 
want to work for

• What kind of responsibilities 
you want next

• What you want next from 
your career
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But remember:

The reader does not care about you!

So, don’t waste his time with your Career Objectives. 

Chapter 2: Objectives vs. Summaries



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

21

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.

Chapter 2: Objectives vs. Summaries
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So in that case, don’t say:

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

Chapter 2: Objectives vs. Summaries



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

23

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.”

Chapter 2: Objectives vs. Summaries
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But remember, for most people, Career Objectives are a 
complete waste of time and space.

Instead, use an Executive Summary to tell your story.  

Chapter 2: Objectives vs. Summaries
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Executive Summary:

Sometimes called a 
“Professional Summary”, it 
is a summary of your 
strengths and experience.

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

Chapter 2: Objectives vs. Summaries
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A good Executive Summary:

• Tells a dynamic story in less than 10 seconds

• Has only 4-6 bullet points

• Is clear and easy to read, not stuffed with 
keywords

• Can only apply to you – it does not sound generic, 
like it could describe anyone

Chapter 2: Objectives vs. Summaries
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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!

Chapter 2: Objectives vs. Summaries



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

29

Examples of Executive Summaries:

Chapter 2: Objectives vs. Summaries
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Professional Experience: Your work history!

Chapter 3: Professional experience
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Put the most recent jobs first, and the oldest jobs last:

Chapter 3: Professional experience
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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.

Chapter 3: Professional experience
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Job descriptions vs. achievements:

Job description:

Achievements:

Chapter 3: Professional experience
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Keywords.  Choose them well, and put them on your CV.

Why?

Because today, most CVs get scanned into a database…

Chapter 3: Professional experience
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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.

Chapter 3: Professional experience
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Tip: Find important keywords in the job listings.

Here’s an example…

Chapter 3: Professional experience
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This is a Demand Planner listing from Kariyer.net:

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

Chapter 3: Professional experience
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Use action words, especially verbs.

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

Chapter 3: Professional experience
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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.

Chapter 3: Professional experience
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Example of dead words changed to action words:

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

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

Chapter 3: Professional experience
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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.  

Chapter 3: Professional experience
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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.

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

Chapter 3: Professional experience
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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%.”

Chapter 3: Professional experience



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

45

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

This is called “context”.  Use it to your advantage.

Chapter 3: Professional experience



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

46

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%.”

Chapter 3: Professional experience
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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!

Chapter 4: Education, etc
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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)

Chapter 4: Education, etc
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Other stuff:

Computer skills, languages, 
other trainings, military 
status, driver's license, 
hobbies, etc.

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

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

Chapter 4: Education, etc
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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.

Chapter 4: Education, etc
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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?”

Chapter 4: Education, etc
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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.

Chapter 4: Education, etc
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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.

Chapter 4: Education, etc
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Should you say “References Available upon Request”? 

If you have extra space on your CV, those words are 
okay.

Chapter 4: Education, etc
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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.

Chapter 4: Education, etc
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Tips for recent university grads:

Chapter 5: Tips for grads
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Things recent grads can show:

• Internships they did

• Clubs they belonged to

• Awards or scholarships they won

• Outside training courses they took

Chapter 5: Tips for grads
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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.

Chapter 5: Tips for grads
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Some  CV “Do’s and Don’ts”…

Chapter 6: Do’s and Don’ts
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DO:  Use active words, especially verbs.

Chapter 6: Do’s and Don’ts



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

63

Inactive words:

Contributed to…
Gained experience in…
Responsible for…

Active words:

Activated…
Increased…
Persuaded…

Chapter 6: Do’s and Don’ts
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DO:  Use bullet points.

Bullet points make your CV easier to read.

Chapter 6: Do’s and Don’ts
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Without bullet points:

With bullet points:

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

Chapter 6: Do’s and Don’ts
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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…

Chapter 6: Do’s and Don’ts
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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.

Chapter 6: Do’s and Don’ts
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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…

Chapter 6: Do’s and Don’ts
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The red circles show unnecessary words:

• Prepared the printed material, like catalogues, 
brochures, and manuals.

• Prepared printed materials – catalogues, 
brochures, and manuals.

The shorter, better version:

Don’t waste the reader’s time – let him focus on 
important words only.

Chapter 6: Do’s and Don’ts
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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.

Chapter 6: Do’s and Don’ts
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DON’T:  Use an unprofessional email address.

Bad:
sexygrrl69@hotmail.com
crazed_murderer@yahoo.com

Good:
murat.erdogan@gmail.com
aysehongur@yahoo.com

Chapter 6: Do’s and Don’ts
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File formats:  sending your CV by email:

Chapter 7: File formats
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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)

Chapter 7: File formats
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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.

Chapter 7: File formats
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You know that beautiful Word 
document you worked so hard 
on?…

Chapter 7: File formats
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Here’s what it looks like when you convert it to a text 
file:

Chapter 7: File formats
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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.

Chapter 7: File formats
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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.

Chapter 7: File formats



www.mattkrause.com Copyright 2009 Matt Krause, all 

rights reserved

80

Circulating your CV:

If no one sees it, it doesn’t exist!

Chapter 8: Circulating your CV
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Start by setting up an account at the internet job 
sites, and post your CV on there:

• Kariyer.net

• Yenibiris.com

• SecretCV.com

• Monster.com

Chapter 8: Circulating your CV
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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…

Chapter 8: Circulating your CV
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This CV was forwarded from secretcv.com:

Chapter 8: Circulating your CV
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Post your CV on internet networking sites, too:

• LinkedIn.com

• Xing.com

Chapter 8: Circulating your CV
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However…

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

• Most jobs are found through personal 
relationships.

Chapter 8: Circulating your CV
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So the internet is good, but your personal contacts are 
more important.  

Use your personal network!

Chapter 8: Circulating your CV
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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.

Chapter 8: Circulating your CV
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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.

Chapter 8: Circulating your CV
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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. 

Chapter 8: Circulating your CV
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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.

Chapter 8: Circulating your CV
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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.

Chapter 8: Circulating your CV
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Final words to remember:

Conclusion

• A better CV will get you more interviews.

• The reader doesn’t care about you.  He cares 
about his needs.

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

• The reader is busy.  You have 10 seconds to 
impress him, before he throws your CV in the 
trash.
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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.

Conclusion


