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CV Writing

MAKE YOUR CV

STRONG

and your job search successful

A1y Ot oW g g 1S (5 150 Aa gy s JSy “AI00 e S, A Curriculum Vitae or CV is a summary of

RV PUGPLA L PO anabiCiaycilensad g your work history and it is the first step to

Ay by a3 3l gl aadi (g5 ubidas)) AMae gy Jalgadle o “agiille jud” approach a possible employer. Your CV rep-

Sadzlen Kool g edig o s Cudadi s IS WD ol gall bl (e yiiny sl resents you and shows your skills and expe-

Sestoma | )ladicS ya ) Gl Jaial gla b IS el g Jaall alialid jela gelliag rience. It should be concise, accurate and it
s o bR b Gl S el el g2 lin s 5 gomo ) gacma oS5 should look good.

0 ) ANy e DUal g3 pdaid S iulie Aal Akl Axmaacila sles All information about your Work Experience

A EBhan’ 55 JSay paidda 5 pe e Dl das CaaMlala SSOangdanll gand nl and Education should be listed in a reverse

4) 2 sdada Pl S 5 (ol padaddis ) gaay a5 chronological order starting from the most

(95 o i ety Ja (Jea ) 4SSy paa recent ones.
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CV Writing

EXAMPLE OF A

CREA
TE YOUR CV ONLINE, DOWNLOAD IT & UPLOAD IT
TO UPDATE IT IN EUROPASS FORMAT.

http://euro
pass.cedefop.europa.eu/documents/curriculum-vita
-vitae

EMPLOYMENT HISTORY

06,/2012 - Present
Company

City, Country

sales Workflow Assistant

FULL NAME
Address: Any Road, Any Number, Any Town, Postcode, Country
Email: name@hotmail.com | Telephone: +30 000 000 000
valid car driving license - Work permit for Greece

PERSONAL STATEMENT

Efficient, organised Administrator with over 15 years’ experience and a record of working to
very high standards. Proven literacy and numeracy skills — proficient user of MS Office, with
a typing speed of 75 WPM. Holds an extensive list of certificates and a positive attitude to
professional development. Excels in collaboration; possesses a proven record of inspiring
others in different environments. Manages diaries, meetings and events effectively, and is
able to resolve difficult customer and admin situations. Seeking a challenging role inthe

humanitarian field in order to develop and

02/ 2010 - 06/ 2012
Company

City, Country

Accounts Administrator

o Dealt with key account needs « Created reports and dashboard
for major commercial contacts generation

within the business

« Conducted general Excel admin

« Induction champion and ‘goto’ work, as well as pricing matrices
person within the department to match unpriced tickets
« Trained other members of staff « Processed BACS and TT

on the commercial section

payments for customer accounts

» Attended account meetings « Covered reception where

with commercial contacts,

required

supporting Commercial Manager

EDUCATlON

09/2005 - 07/2007
College

City, Country

Bachelor's Degree in Busine

ADDITIONAL SKILLS

LANGUAGE
SKILLS

Mother tongue:
English

Other languages:
Spanish at B2 level
(lndependent user)

REFERENCES ON REQUEST

Source: WWW.monster.co.uk

gain further skills.

02/ 2010 - 06/ 2012

Company

City, Country

Accounts Administrator

« Created reports and dashboard
generation

« Conducted general Excel admin
work, as well as pricing matrices
to match unpriced tickets

« Processed BACS and TT
payments for customer accounts
« Covered reception where
required

09/2003 - 07/2005

High School
City, Country

sS Administration

DIGITAL SKILLS
Software:
proficient in MS
Word, Excel,
powerPoint, Access
and Outlook, and
internal systems
such as IFS and
Salesforce

SOFT SKILLS
. Organisational
skills developed

INTERESTS
Skiing, travelling,
keeping fit and

while working |earning new skills
as an Accounts

Administrator

« Mentoring skills

developed while

working as a Sales

Workflow Assistant
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A. Contact Information — What to include

* Name

¢ Email address — Telephone number

® Residence address

e Work permit for Greece/Eligible to work in
Greece

e Valid OAEA card

¢ Driving license (European/International)

¢ Health certificate (for restaurants, food com-
panies etc.)

Don’t include: age and nationality because you
could be treated unequally by some employers

Do | need to include a photograph in the CV?
¢ Only if the job advert mentions that a photo-
graph is a must or for professions where ap-
pearance is a prerequisite, like actors, models,
receptionists etc.

AND

 Only if you are willing to do so

In general, it should be avoided, in order to pre-
vent any possible discrimination but also for
protection of your personal data.

B. Work Experience
It is good to include the most important jobs

10 / employability guide

CV Writing

GV

Analysis

in terms of relevance to the position you are
applying for and in terms of duration (more
than 6 months at least).

It is not recommended to include many jobs
with short duration.

C. Education

If you write about the university/technical
school you graduated from, you could include
the following:

a) Subjects you completed

b) Achievements

¢) Any specialisation acquired or your grade, if
that was a good one

D. Language Skills

Native language: The language you leamnt at
home, your community or at school when you
were a child. Mention other languages you
speak, read or write and use the levels below
to indicate yours:
Basic/Independent/Proficient User.

Language skills according to European Union
standards:

Basic User

e Can understand sentences and frequently
used expressions

e Can communicate in simple and routine

e Can describe in simple terms aspects of
background, the immediate environment
and matters in areas of the immediate
need

Independent User

e Can understand the main ideas of complex
text, including technical discussions in field of
specialization

e Can interact with fluency and spontaneity
that makes regular interaction with native
speakers quite possible without strain for ei-
ther party

e Can produce clear, detailed text on a wide
range of subjects and explain a viewpoint on
a topical issue

Proficient User

e Can understand with ease virtually every-
thing heard or read

e Can summarize information

e Can express themselves spontaneously,
very fluently and precisely

E. Digital Skills

This is the ability of using electronic devices
like computer/tablet/smartphone etc. and
software programs like Microsoft Office. In to-
day’s modemn world they are as important as
speaking a language. They help to:

* Manage information

e Communicate

¢ Create

e Solve problems

F. Soft Skills

Soft or personal skills are personal traits highly
appreciated by employers. If you read carefully
a job advert, you will notice that almost half
of the requirements are soft skills, because
they are important in a balanced workplace
and in fulfilling duties with success, as well
as in cooperating well with other colleagues,
supervisors or subordinates. So, you will need
to recognise them and include them in your CV.
Here are some examples of soft skills:
Communication, teamwork, adaptability, prob-
lem solving, customer service, team manage-
ment, leadership, time management, atten-

tion to detail and many more.

Remember to mention how or when you de-
veloped those skills (in what job position or in
what situation).

G. Personal Interests (this is not a must to
include)

¢ Things that you enjoy doing

* Hobbies

e Sports

® Things you are passionate about

¢ Things you do in your free time

¢ Things that motivate you

e Activities or participations in unions or teams
* Whatever can make you look interesting/
unique/valuable

H. References

References (written or verbal) are statements
of people who can confirm your professional
skills, achievements and your professional at-
titude in general.

If you have references or reference letters,
mention that you will provide them when re-
quested on the bottom of the CV.

TIP: You will usually be asked to provide a
telephone number and an email BUT you don’t
need to mention names or telephone numbers
in your CV. You may provide them at the inter-
view.

I. Personal Statement

This typically goes below your contact informa-
tion. It is a small description of who you are
in the beginning of your CV that can make the
difference!

What to include:

e Who you are (what is your professional or
academic background)

e What you are good at (technical or soft skills)
® Your career goals and aspirations

TIPS:

e Keep it short and simple (maximum 200
words)

¢ Choose to talk in the 1st person or 3rd per-
son

¢ When possible, adjust it to the job advert

¢ Try to show you are an ideal candidate, but
do not exaggerate

employability guide / 11
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WHAT IS A COVER

LETTER

Rnown also

A motivational letter/letter of motivation/cover
letter/letter of interest is a letter accompany-
ing your CV, to introduce yourself.

The main purpose of a cover letter is to pro-
vide more information about you in a more
personal manner, as well as to persuade the
Human Resources Manager of a company or
organisation that you are the most suitable
candidate for the job.

When do you NOT need to send a cover
letter?

e If the application has specific instructions
not to include one

¢ [f it is an online application form and has no
choice for a cover letter

e If there is no instruction on including a
cover letter

Instead of writing a cover letter, you may:

e Add a personal statement to your CV

® Provide your social media (Linkedin or In-
stagram for photographers, decorators etc.)
¢ Add a small paragraph in the body of the email
explaining why you wish to apply for the job
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The types of an interview are: Face to
face, Telephone/Skype interview, Video
interview, Group interview, Assessment
interview.

There is also the behavioural interview,
where you will be asked to imagine how
you would behave in different situations or
give an example of how you have reacted
in the past.

Most common and trickiest questions

e Tell us some things about you

e What do you know about our company/
organisation?

e What is your greatest strength?

e What is your greatest weakness?

e Why should we hire you?

e What are your salary expectations?

e Why did you leave from your last job/

J0

Attending a Job Interview

GETTING PREPARED FOR THE

Interview

Why do you want to leave your job?

e Why were you fired?

e Why do you want this job?

e Where do you see yourself in 5 years?
e Why have you been out of work?

e Why did you change career paths?

e Do you prefer working on your own or
within a team?

e When will you be able to start working?
e |s there anything else we should know
about you?

Examples of behavioural questions

e Give an example of a goal you reached
and how you achieved it

e Can you describe a time when your work
was criticised?

e What was your biggest failure and how
did you handle it?

¢ Tell us about a difficult task you had and
how you dealt with it

e Have you handled a difficult situation
with a co-worker? How?

Your turn to ask questions (usually at the
end of the job interview)

It is totally fine for you to ask questions too.
You need to know better what this job is
about and what your responsibilities will be,
so if you still have questions, now is the
time to make them. Some examples:

e How did this position become available?
e How many people work in this office/
department?

e What is the typical work week?

* Who does this position report to?

e How does one advance in the company?
e When can | expect to hear from you?
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WORKPLAC
CULTURE

Once you have a job, there are some more

things to keep in mind.
IMPORTANT

* Be on time everyday

¢ Go to work everyday

e If you are sick or you have an emergency,
call 2 hours before work to tell them
KNOW THE COMPANY’S POLICIES ON

® Sick leave

® Time clock

® Dress code

e How to quit your job

® Resolving problems

e Who to call if you can’t go to work
TIPS

¢ Follow company rules and regulations

e Look for ways to improve: trainings, etc.

At Work

Meaning the values,

altitudes, behaviors, beliefs

of the place you work.

e Stay on the job as long as possible, AT
LEAST 6 months. It shows employers that
you are LOYAL and COMMITTED

ENDING A JOB

e After 6 months, you may be able to move
up to a higher-level position within the same
company OR start looking for another job

e Make sure you have another job lined up
before leaving a job, if you are not supported
by someone else financially

¢ Must inform/Must write a 2-week notice to
your boss (check policy on that) to let them
know you are leaving

e Ask for recommendation letters before
leaving

e Remember to update your CV with new in-

formation about duties and job position

HAVE IN MIND

e Gender equality at work is supported and
encouraged

¢ Your Manager/Supervisor may be a woman
* Avoid political or religious subjects

® |t is common to eat at work during your
break time, making it a good opportunity to
communicate with your colleagues

e Sometimes colleagues go out after work,
as a good way to boost the team spirit and
network

® Check the dress code of company

e Smoking rules: check with the company
e Talk to others using Mr. and Mrs. and
their last name if not told to do otherwise
e A proper greeting at work with external

partners: Handshake
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EMPLOYMENT

There is the Open-Ended or Contract of In-
definite Duration, which doesn’t set a time
period for the life of the contract, and the
Fixed-term Employment Contract, whose
duration is agreed in advance.

There is also the Fulltime Employment
(working for 8 hours per day, in total 40
hours per week) and the Part-time Employ-
ment (working for less than 40 hours per
week), as well as the Occasional Employ-

ment (working for fewer days per week or

26 / employability guide

fewer weeks per month or fewer months
per year or even a combination of them).

When your work is not documented

¢ There is no employment contract covering
your rights and obligations

¢ You are not covered in terms of health and
social insurance (visiting doctors or saving for
pension or renewing your residence permit)

e You are not covered in terms of accident
expenses, illness or maternity leave

* You are not recoghised by OAEA (Public Em-

IN GREECE

Get to know your labor rights in Greece.

ployment Organisation) in case you are fired,
so you cannot apply for the monthly unem-
ployment fee or other aid fees

® You cannot take advantage of social wek
fare benefits such as vacation subsidies or
family benefits

The Employment Contract (XUuBaon) is signed
by you and the employer on the 1st day of
work or some days later, and it must mention
the actual starting date of work. To be able to

sign an employment contract, you must have:

e Work permit

e AOM (tax number)

¢ AMKA (health and social insurance)

e AMA (you get this number by IKA the first
time you are employed in Greece)

Visit www.refugee.info/athens/info/working-

greece for more information.

If you don't sign an Employment Contract, the
employer can get a fine and is obliged to in-
sure you for the entire previous working period.
Working hours

¢ 40 hours for 5-day work (8 hours/day)

e 40 hours for 6-day work (6 hours and 40
minutes/day)

Overwork

+ 5 hours beyond 40 weekly hours are paid
normally with a 20% hourly wage.

Payment for each hour of legal overtime:

e Up to 120 hours per year are paid with the
hourly wage, plus 40%

e Over 120 hours of overtime work per year
are paid with the hourly wages, plus 60%
Night work: From 22.00 - 6.00: earnings of
the night hours, plus 25%.

Note: Night work is forbidden for minors un-
der 18 years of age.

Work on a Saturday or for the 6th day in a
week: normal wage paid plus 30%

(Not applicable to food & hospitality sectors)
Work on Sundays: 75% plus to the basic

wage.

Your Rights

Holidays: On official holidays during which
employees normally do not work, they are en-
titled to full coverage of those days’ payment.
Break: When working time exceeds 6 hours, a
break of at least 15 minutes must be provided.
Days off

1st year of employment: 1,66 days off per
month

20 days off (for 5 days work) and 24 days off
(for 6 days work) until 31/12

2nd year of employment: 1,66 days off + 1
day off per month

21 days off (for 5 days work) and 25 days off
(for 6 days work) until 31/12

3rd year of employment: 1,66 days off + 2
days off per month

22 days off (for 5 days work) and 26 days off
(for 6 days work) until 31/12

Employee benefits during leave

Usual earnings of employee + Vacations
payment/Christmas/Easter bonus

Salaries and Wages

Minimum Monthly Salary in Greece (40
hours/week)

e For employees over 25 years of age, the
minimum salary is set at 586,08 €

(492 € net + 94 € health and social insur-
ance and tax contribution)

e For employees under 25 years of age, the
minimum salary is set at 510,95 € (429 €
net + 82 € IKA and tax contribution)

Minimum Pay Day

e For workers over 25 years old, the mini-
mum wage is set at 26,18 €

e For workers under 25, the minimum wage
is set at 22,83 €

Minimum Pay per Hour

e For employees over 25 years: 3,51 € net +
2,95 € KA contribution

e For employees under 25 years: 3,06 € net
+ 2,57 € IKA contribution

Ergosimo (Epyoonpio)

A type of payment (work-stamp) of wages and
social security contributions for employees in

specific occupations like:

« housekeeping constructions
services « private lessons

« gardening « beauty services

« babysitting « cleaning and
and transporting gardening services
children of communal areas

« providing support « distribution of

to people with commercial flyers
disabilities or the and brochures

elderly or people with « promotion of facial
mobility difficulties and body products
« repairing that is « promotion of

not related to consumer products

It includes the Net Amount + the Insurance
Contributions to IKA

Example: 600 € (net) X 1,333 (coefficient) =

800 € (Nominal value of “Ergosimo”)
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Your Rights

TAXES, COMPENSATION
& PUBLIC EMPLOYMENT

Who should make a tax declaration?
e Every natural person, residing in Greece,
over the age of 18, regardless of whether
they are dependent or not, and obtaining
actual or imputed income

e Taxpayers who have started a business
e Foreign residents are required to state
whether they have an income or not in Greece
e Spouses are required to submit a joint
declaration of their income, if there is a
marriage relationship at the time of filling
the declaration

e Adult children who receive income sub-
mit a separate tax return

When?

Annual income tax returms must be submitted
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In Greece

using the TAXISnet online platform over a spe-
cific time period (spring to summer period).
Payroll Certificate

The Payroll Certificate is a document that
is provided by the employer to the em-
ployee and indicates the gross amount of
the salary, the taxes withheld and the net
amount of the salary. This must be signed
by the employee and be kept as a copy.

How can | open a bank account?

A new bank account at a Greek bank can
only be opened in the event of recruitment.
You will need your employment contract
or a recruitment confirmation provided by
the employer in order for you to be able to

open the account.

SERVICE

Compensation in case of dismissal/
when fired

e Up to 12 months of work, no compensa-
tion is paid to the employee

e Compensation is limited to the half sum
if there is a release notice before

e Within the compensation dismissal, the
vacations payment is included

e Compensation is always calculated and
paid with the employee’s gross earnings
Dismissal is not allowed:

* When the employee is on a regular leave
e When the employee is on maternity
leave

e When the employee is pregnant

e For 18 months after having given birth

e For legitimate trade union action

e Due to non-acceptance of an employer’'s
proposal to modify fulltime employment to
part or to occasional employment.

The dismissal is invalid if it is announced
verbally to the employee or if the employer
does not pay the compensation or does
not reimburse it entirely.

In case of a fixed-term contract, this is au-
tomatically terminated on the last date of
employment. The employer is not obliged
to compensate the employee when leav-
ing. However, a certificate of contract ter-
mination is given.

Voluntary Withdrawal

Resigning employees are not entitled to

the lawful dismissal allowance. They are

entitled, if haven’t used the annual leave,
to the compensation for the earnings of
the unused leave days, the leave allow-
ance and the relevant holiday gift ratio.
Occupational Accident Case

An incident that occurs during the execution
of a job or due to the job and which results
to death or inability to work or injuries, must
be reported and a compensation is provided.
The Employment Organisation of
Greece /| OAEA

Anyone between 15 to 74 years old, who
doesn’t work and who is not a pupil at school
or a student at higher education level, can

register at the OAEA services as being unem-

ployed providing the relevant documents.
Among other benefits, you may get an unem-
ployment support benefit after dismissal or
after a contract termination. This is decided
based on the duration of your last employ-
ment and by taking under consideration
whether you have received the unemploy-
ment benefit in the past.

As a registered unemployed person, you
will be also eligible for free access to ur-
ban transportation means in Athens and
you will be able to apply for job positions
that require to possess the unemploy-
ment card.

You may find more information on the ben-

efits by visiting your local OAEA office.
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