Here's how to write the perfect CV

Writing a winning CV is not as tough as you might think -- as long as you know the

basic rules.
Keep the e-mail address small
EE?ETMA?_HAP:DREN'R Remember, the HR people might mistype
.&dd;:gg L:E: 2' your e-mail address while trying to approach yaou
Address Line 3: Phone Mo Q4 srsssss
Address Line 4, Mohile . G40 ==+
Chennai-B00 032 E-Mail: raamachandren ralagopalan@@yahoo coin

Ho CW or Resume at the top
Cne of the readers posted a very good comment.
RESUME It goes like thiz: Have you ever zeen the title
Mewyspaper on any neswspaper you read?
Anyhody reading a nevvspaper know:s
w what iz it. Same applies to the OV as well.

To achieve professional excellence and develop leadership qualities.

Educational qualification
Lo niot werite wour educational gqualifications ina grid.

ACADEMIC QUALIFICATION: The hetter way iz to write it in bullets

Course College/School Year of Percentage
FPassing

Matriculation Sury Manals
Matriculation & Higher 2001 B0
Secondary Schoal,
Yelachery,

Chennai — 600 042

Higher Secondary Suru Manak
Matriculation & Higher
Secondary Schoal, 2003 a0
velachery,

Chennai — BO0 042

Guru Manak College,
Bachelor of commerce | Velachery —B00 042,
(Affiliated to Madras, 2006 44
LUniveralty, Chennai).

Currently pursuing POST GRADUATE DIPLOMA IN BUSINESS ADMIMISTRATION with
FINAMCE as specialization through SYMBIOSIS CENTRE OF DISTANCE LEARNING PUNE.

Avoid capital letters and long paragraphs with spelling mistakes
The reader will immediately lose the attention here.
Try 1o mairtain =mall bullets with empowering words.



Format and profile
TECHNICAL SKILLS:

Operating System: Windows 85/38/2000/MefxP .

Knowledge on configuration of modems routers and basic computer hardware

Career Profile followed by work experience

WOREK EXPEREINCE Uze the opportunity to grab the resder's sttention in first 30 seconds.
Thiz can be done by providing a strong career summary
FREOM July 2008 till Date followed by your work experience.

Create a strong imprezzion and sell what they want to buy.

HCL Technologies BPO Services
Designation: Technical Suppart Officer
Frocess: ATE&T (ISF)

Mature of Worl: Troubleshooting for internet connections, modem configurations both wired and
wireless, basic router configurations for linksys, netgear, belkin, dlink and basic wireless
configuration of linksys router.

Have taken escalation calls while on floor and hawve monitored calls of team members.

Have even trouhbleshooted for 39 party modems on customer's request.

Hawve achieved good scores in POSE (Paoint of Service BEvaluation) FCR (First Call Eesaolution)
and in AQS (Agent Quality Scare)

Underwent training on BT modems and routers before being shifted to AT&T

Currently working in a non tech process named WLR3 for BT
Toaok calls in WLF3 for a while and returned hack to AT&T process again

ACCOLADES WON:

* Awarded the bestwolunteer in ¥OUTH RED CROSS
¥ Have heenthe runners up in Inter-Dept guiz

General Tip: Save file as your name
Thiz iz a very small but important point.

EXTRA CURRICULAR ACTIVITIES: Mary candidates zave their CW az Resume of Kehipra Singh.doc.

The better way iz to zave it as kshipra_singh.doc.

Thiz helps inidentifying your CY easily and fast.

# A core member of Sofract Club of Guru Nanak collegeMember of Sofract Club 32530
District) , Took part in pulse polio and blood donation camps
¥ Have heen a member and an arganizer of various cultural activities in college



Format and profile

PERSONAL DETAILS:

Father’s Name ; (late) Rajagopalan. B

Mother's Name ; Mrs. Kamakshi Rajagopalan

Date of Birth ; 15t August 1884

Age : Jdvears

Gender Male Include relevant details in personal information
. ) The recruiters are not interested in knowing

Marital Status : 5lngle your parerts' names or how much you sveigh.

Nationality : Indian only provide information that is relevant to the profile.

Religion : Hindu

Languages Known : English, Tamil and Hindi

General Tip: Ho CTC / Expected Salary
Con't include your current and
expected CTC inthe CW unless asked.
Thiz will reduce wour chances for an interviewy call.

DECLARATION:

| herehy declare that all the infarmation furnished above is true to the hest of my knowledge.

Mo Declaration required
Date: 24.7.2008 “aou do not need to write & declarstion statement

) oF include your signatures st the end of your CV,
Flace: Chennai

(RAAMACHANDREENR)



