How to get the most out of your
CV templates

You can quickly and easily change the design through fonts and colours by:

1. Selecting the "Design” tab in the Word menu
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NAME NAMESON

+45 1234 5678
DK-8000 Aarhus C

[HEADLINE YOUR OFFER FOR THE CO.]

name.nameson@mail.com
linkedin.com/in/name.nameson

KEY STRENGTHS

Brief description of the overall and relevant experience and skills you will

apply in the job. You might describe your professional past, your present (i.e.

what you study), and maybe your direction for the future. (E.g. certain work
areas you find interesting, or want to specialise in.)

If possible, it’s a good idea to start by describing your experience with
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4. Or customise your colours
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areas you find interesting, or want to specialise in.) o Thisis a great place to Violet
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it relevant for the job you are applying for). Keep the paragraphs short. o Instead of abstract adjectives, EONEENEE Marquee
give short examples or HOWREEES, Slipstream -
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structured or analytical Lustomize Colors...
Job Title (full-time) Highlight relevant
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5. Press the “Fonts” button in the Design menu.
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6. Select a pre-set combination of fonts

Office 2007 - 2010

[HEADLINE YOUR OFFER FOR THE KEY STRENGTHS Aa | CEmbri
COMPANY] Highlight relevant e
Brief description of the overall and relevant experience and skills you will strengths or skills Az | b

apply in the job. You might describe your professional past, your present (i.e.

what you studg{], and n.ﬁybe your direction Ff:r the future. (E.g. certain work " :ll;iil‘ligitgf?;t.:slbaéfei:and on K:_T'al
areas you find interesting, or want to specialise in.) Aﬁ
skills or strengths that qualify Arial
If possible, it's a good idea to start by describing your experience with you for the job
numbers, e.g. X years' experience with sales and customer service, Corbel I}
alternatively, something like *Specialised in ._” &.g. SoMe/IT/strategy” (make * Instead of abstract adjectives, As Corbel
it relevant for the job you are applying for). Keep the paragraphs short. give short examples or Corbel
definitions, i.e. how you are
structured or analytical Candara
EXPERIENCE As garldara
Highlight relevant andara
Job Title (full-time) strengths or skills Franklin Gothic

A Franklin Gothic M...
a Franklin Gothic Book

082018 - PRESENT s Try to highlight relevant
experience or special skills

7. Adjust the size of the font to keep your headlines to one line.

Make sure to change the other equivalent headings to the same font to maintain a uniform
impression. Do this by

e selecting the heading (as shown below)
e clicking the "Format Painter” (the icon with the paintbrush)
¢ and then selecting the whole heading you want to edit.

When you do this, the text you selected will change format (font, colour, size) to be the
same as the original text you had selected. Repeat this for all the headings.
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NAME NAMESON

+ 451234 5678
DK-8ooo Aarhus C

[HEADLINE YOUR OFFER FOR THE COMPANY]

name.nameson@mail.com
linkedin.com/infname.nameson

Brief description of the overall and relevant experience and skills you will
apply in the job. You might describe your professional past, your present {i.e
what you study}, and maybe your direction for the future. (E.g. certain wark
areas you find interesting, cr want to specialise in.)

If possible, it's a good idea to start by describing your experience with
numbers, e.g. X years' experience with sales and customer service,
alternatively, something like "Specialised in " & g SoMe/IT/strategy” (make
it relevant for the job you are applying for). Keep the paragraphs short

EXPERIENCE

KEY STRENGTHS

Highlight relevant
strengths or skills

* Thisis a great place to

highlight/describefexpand on
skills or strengths that qualify
you for the job.

Instead of abstract adjectives,

give short examples or
definitions, i.e. how you are

AL el

o

T ITIY

structured or analytical

8. The layout of the “modern” CV template is designed very simply as a table with two
columns and one row (with extra space between the cells, see below). This means that the

text on page 2 is in the same column and row as on page 1. Be aware of this when you edit
the text. For example, if you delete a position on page 1, the text from page 2 will move up

to page 1.

ﬁ NAME NAMESON

[HEADLINE YOUR OFFER FOR THE CO.]

IKEY STRENGTHS

cief des
iply in the job, You might deseribe your professional past, yous present fie
hat you studyl, and maybe your direction for the future. (Eg. certain work
reas you find interesting, ar want to specialise in.|

ian of the overall and relewant experience and skills you will

it possible, t's a good idea to start by describing your experience with
rurmbers, e g ¥ pears’ experience with sales and custamer service,
faltermatively, something iike “Specialised in .° e.g. SoMe/IT/strategy” {make
it relewant for the jab yau are applying for). Keep the paragraphs shart.

EXPERIENCE

job Title (full-time)
182018 - PRESENT
in this sentence you might describe the company in one fine.

[areas of responsibility:

® and what these enable you to do, &g what problems yau tan solve
Results:
® If passible, try to deseribe...

® results you achieved in this position

job Title (thesis collaboration)
12/2017 - 04/2018
[Tasks:

® In bullet points briefly describe..
s fiex perience kil fknowledge

able you to do, &g what problems you can solve
|Learnings:

® MNa results yet? You could deseribe important/relevant learnings instead

lob Title (internship)
j08/2016 - 01/2017
[Tasks:

® In bullet paints briefly deseribe_

o your responsl

s fiex perience kil fknowledge
® and what these enable you to do, &g what problems yau can solve
Resuits:

® You could alse describe impartant/relevant learnings you had in this jab

Highlight relevant
strengths or skills

This is & great place to

.

highlight/descibefexpand on
skills or strengths that qualify
yau for the jab

.

Instead of abstract adjectives,
give short examples or
definitions, L.e. how you are
structured or analytical

Highlight relevant
strengths or skills

= Try ta highlight relevant
experience or special skills.

.

1 you da ot have much
exparience yet, then describe
vaur mingset kawards work
and/or eollabaration.

IMOST PROUD OF

v Berlin Half Marathon ‘19

Best my persanal best. 1 run
several times a week alone or
with my kacal running eiub.

v Teammate of the Year 17|

I have played soccer far 10+
years. The titk: s guso,to
fme far showing great team
spirit, drive and humar.

IT SKILLS

Word, Excel, PowerPoint
Super Lser

Google Analytics
User

InDesign

Beginner

[areas of responsibiity:

* your responsibilities/experience fskill fknowledge .
& and what these enable you to do, & g what problems you can solve
[Tasks:
& Putmore facus on areas of responsibility, if the tasks in your part-
Eime/student job are not relevant far the job you are applying (gL,

® ‘Vour ability to take respansibility can be transferred to other wark

[Results:
® Describe results of impartanty relevant learmings you achisved
ob Title (volunteer)
7/2013 - 02/2017
in this sentznce you might describe the company in one line

[Areas of responsibili

® I bullet points briefly describe
® yaur responsi

s/ experiance fskillsfknowledge ..

& and what these enable you to do, & & what problems you can solve

[Tasks:

 Ifyou don't have relevant work experience yet, it's an aduantage, if you
Riave relevant experience from volinteer work,

It shows a prasctive approach and initiative.

WVolunteer work often allows you mare relevant work experience or
Fesponsibility than a student jo

Results:

® Describe results of impartanty relevant learmings you achisved
|Various spare-time jobs

fzoce - 2012

® Toshow general job experience, vou might list odd jobs here, i
Feleyant

COURSES & CERTIFICATES

[Course or Certification Title
[ro1a.

+  Describe what the course made you able to do /work with
«  orgave you knowledge of

[Course Title
fross

®  What the course made you able to, or gave you knowledge of

EXPERIENCE (CONTINUED) EDUCATION
ob Title (part-time) Master Title

jo8/2015 - 02/2017

in this sentznce you might describe the company in one line 2015 - 2018

[Briefly describe what this

|education enables you to do - or
jark with. Make it relevant for the

job you are applying for.

ou can make & hate of the relevant
uirses, subjects o aress you have
tudied or speci
® [Relevant focus/subject]

® [Relevant focus/subject]
[Relevant facus/subject]
* Thesisen ..

Bachelor Title

012 - 2015
* Studies focused on ..
* BAproject on

Exchange Student

2017 - 2017

& Studies focused on

[Student (i.e. HHX)

2009 - 2011

® [lachide ares you focused on,
i it Is relevantfqualifies you
for this particular job.
Othe details are not
necessary |

LANGUAGE
[tanguager1] @@
[Native
[Languagesz] @@

INegatiation level

[Languzgess] SO ®

anwersation level

9. On both templates, the contact information and photo are placed in a table in the header

of the first page.
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| First Page Header |

10. In order to replace the photo in the template, all you have to do is right-click the picture
and select "Change picture” in the menu that will appear.

Then select “From a file” and locate the picture, you want to use, on your computer.

Do crop/reduce your photo if needed, in order to fit it into the space provided and avoid
shifting the layout of the page. It is better to zoom in on your face than to include your
shoulders; your face should appear close and not too small.

11. When you use the “traditional” template, the layout looks as in the picture below.
The text below “Key Strengths” is a table with two columns and one row.

The text below “Education” is also in a table with two columns. If you need to insert more
rows for educations, you can do it by holding your mouse over the bottom left corner of
the row to make a “+" appear (see below).

After you have inserted a new row, you can copy+paste the text from the other rows in
order to keep the same formatting — for a uniform impression — in all the rows. Use the
same approach to insert additional Key Strengths (i.e. add a new row by clicking “+").

* This is a great place to highlight/describe/expand on * Try to highlight relevant experience or special skills.
skills or strengths that qualify you for the job. s If you do not have much experience yet, then

o Instead of abstract adjectives, give short examples or describe your mindset towards work and/or
definitions, i.e. how you are structured or analytical. collaboration.

- EDUCATION [Switch with ‘Experience’ section if more relevant.]

2016 - 2018

Briefly describe what this education enables you to do - or work with. Make it relevant for the job.

ou can make a note of the relevant courses, subjects or areas you have studied or specialised in:
# [Relevant focus/subject] ..

r_t\ & Thesison .

2012 - 2015
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- EXPERIENCE

2018 - NOW

In this sentence you might describe the company in one line.

|Areas of responsibility:
e In bullet points briefly describe...
e vyour responsibilities /fexperience/skills/knowledge..

¢ and what these enable you to do, e.g. what problems you can solve

Results:
e If possible, try to describe._.

e results you achieved in this position

5

2017 — 2018

12. The text below “Experience” is also in a table with two columns. You can insert more rows
by holding your mouse over the bottom left corner of the cell and clicking the “+". Then
copy+paste the text from a similar cell in order to keep the formatting uniform.

13. The text below “IT and Languages” consists of four columns and three rows. You can insert
a new row by holding your mouse over the bottom left corner and clicking the “+” when it

appears.

Then copy+paste the text from a similar cell in order to keep the formatting uniform.

IT & LANGUAGE

3
Microsoft Office English
'Word, PowerPoint, Excel, Outlook MNegotiation level
Social media Dansk
Facebook, Instagram, Twitter, YouTube, LinkedIn MNative
IT courses [Languageif3]
~—|InD&%ign, Photoshop, SEC, Google Analytics [Conversation level

i

“MOST PROUD OF

14. The text in the remainder of the template (profile at the top, "Most proud of” and “Leisure
time”) are not in tables, so you can edit it the same way you would usually edit a Word

document.

MOST PROUD OF

Berlin Half Marathon 2019

Beat my personal best. | run several times a week alone or with my local running club.

Teammate of the Year 2017

1 have played soccer for 10+ years. The title was given to me for showing great team spirit, drive and humeor.

LEISURE TIME

In this section you might mention how you build energy to be ready for work. E.g. activities on your own, social
activities, culture/nature, volunteering, travel, reading. It's good to be specific, but keep it short!

Mote! This section is optional . Some recruiters actually start at this section to get to know you as a person, while
others don't lock at it at all. Be aware that what you choose to describe gives an impression of your personality and
your reader might be biased about whether that matches the personality they think they need for the job.
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