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CURRICULUM VITAE

First things first, 

▪ What is a CV ?
Latin for “course of life”

▪ How much time do you think a prospective employer spends on a CV?

Usually, not more than 30 sec

…an overview



KEY ELEMENTS TO INCLUDE IN YOUR CV
..the absolute essentials

Contact 
information Summary Academic 

Details Skills

Internships Academic 
Projects

Extra 
curriculars 

Additional 
information

• Mobile phone, Email
• LinkedIn, Twitter profiles

• Your personal statement 
highlighting skills, 
achievements and what 
you bring to the table

• Position of Responsibility
• Achievements
• Projects from competitions

• Languages 
• Interests
• Personal blog etc



COMMON MISTAKES IN THE LAYOUT

▪ Font size too small
▪ The minimum should be 10 (11 is better)

▪ Too much continuous text
▪ Use bullet points instead. It is extremely tiring to read continuous text on a resume

▪ Excessive use of bold, underlining, italic
▪ Use this powerful feature to really highlight areas of impact

▪ Running into multiple pages
▪ Ideal length is 1 page

▪ Either too much or too less white space
▪ Create white spaces to declutter and improve readability



▪ Spelling mistakes
▪ Inconsistent use of tenses
▪ Analyzing & designed solution to fix ABC

▪ Repetitions leading to poor usage of space
▪ Winner- Olympiad…..2009
▪ Winner-Olympiad……2008

▪ Too many acronyms
▪ Project SLATE to conduct RCA resulting in 70% OEE

▪ Verbose statements describing project, but lacking to show real impact of the work
▪ Created user form via VBA to allow easy data entry and minimize errors for weekly report
▪ Using VBA created enhanced user form eliminating manual errors challenge and saved 3 mandays/week for 

the team
▪ Under-valuing/ under-selling your contribution
▪ Assisted in preparing logistics and event planning for 500 students 
▪ Led/coordinated the logistics planning and virtual delivery for ABC event that attracted 500 students from 

various universities, largest turnout in last 5 years

✔  Winner, Olympiad…..2009, 2008

COMMON MISTAKES IN THE CONTENT



WHETHER INTERNSHIP, ACADEMIC PROJECT OR EXTRA 
CURRICULARS
QUANTIFY YOUR IMPACT
REFLECT…

▪ What was the problem statement?
▪ What did you learn?
▪ About the industry
▪ About working in teams
▪ About navigating 

complex/ambiguous challenges

REFLECT EVEN MORE…

▪ What was your contribution?
▪ What problem did you solve? 
 ( shows your capacity to think and solve problems )
▪ What recommendations you made 

( shows how you apply your learning )
▪ Was your recommendation implemented? 

( shows quality of your work )

▪ What was the impact?
▪ Cost saving? 
▪ Operational efficiency?

Designed a marketing pitch for the new coding club

Designed a marketing pitch for the new coding club, securing 
cash sponsorships of INR 50k from 2 Fortune 500 companies



WHAT GOOD DOES NOT LOOK LIKE?
…lets review few examples!

Example 1:
Both LAYOUT and CONTENT

needs improvement

1. Too much 
White space 

2. Page number 
missing

4. Verbose,  no 
impact

3. Verbose,  no 
impact



WHAT GOOD DOES NOT LOOK LIKE?
…lets review few examples!

Example 2:
Good CONTENT,

LAYOUT needs 
cleanup

Example 3:
Clean LAYOUT, 

CONTENT needs 
more polishing



ALGO TO CREATE A WINNING CV
…if there could be one !

Activity Approx. Time required

Create a Master CV (4/5 pages) 1 or 2 weeks

Trim it to 1-2 pages 1 week

Run through your buddy/mentor/seniors/alumni --

Embed the feedback 2 days

Run through your buddy/mentor/seniors/alumni ---

Finalize 3 days



Congratulations, you made great first impressions !!
Your winning CV got you to 1st round of interview!!

Now, are you ready to 
ace the interview?



TYPES OF INTERVIEWS

• What would you do if you are 
assigned a task that you have 
never done before?

• Tell me about a time when 
you handled a 
challenging situation.

Technical
Core subject specific

Behavioral
Questions that deal with 

past work experience and 
situations

Situational
Questions that deal with 

hypothetical situations in 
the future and what you 
would do in that situation

• Case studies
• Coding

Focus for 
today



HOW TO PREPARE FOR INTERVIEWS

• Start with writing your auto-biography
   Your life story is unique, so learn to tell it impactfully !!

• Spend time to reflect and really know who you are
• What’s your life story?
• What experiences shaped you into who you are today?
• Which experiences are etched in your memories?
• Think of every single achievement and learning moment?

• This auto-biography will be your go-to reference not just NOW but for years to come in your career

• This will help you identify most appropriate examples from your life that can be used to answer any 
behavioral interview question
• Use the handbook we share today to start drafting your responses to such questions
• Apply STAR framework to structure your answers in a logical way

…the first step  
"Knowing yourself is the beginning of all wisdom."- Aristotle



STAR FRAMEWORK

This model helps to construct sentences to meet the set selection criteria
… Situation, Task, Actions & Results

• Set the context by describing the circumstance where 
you used the skills or qualities and gained the 
experience.

Situation 

• What was your role in completing this task?Task 

• What you did and how you did it.Actions 

• What you achieved. Relate this to the position you are 
applying for.Results 



INTERVIEW IS A CONVERSATION, NOT AN 
INTERROGATION!

✔ Prepare detailed notes and answers to possible questions

✔ Apply STAR framework

✔ Practice in groups with batchmates

✔ Give mock interviews

…getting ready!

Interviews are about getting more insights into the role, building a relationship with 
the interviewer, and highlighting how you can add value

The more you practice…
…The more ready you are to have the CONVERSATION !



All the best!!!


