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Aladlkaola e€eupeonc epyacioc

Etolpaoia

AlkTtuwon ‘
‘Epeuva AW NMapakoAouOnon

Avopas LONN D (Follow-up)
Epyaoiog |




Kotaotpwvw T OTPOTNYLKN HLOU

» AnuioUpynoe éva EexwpioTo,
“EmrayyeApaTikd” Adoyapliacuo emaill

» AnuIoUpYyNoE NAEKTPOVIKA
(PAKEAOUC YIA TIC AQITNOEIC EpyaTiag

» Maewe GAEC TIC TTANPOPOPIEC
TTOU Ba XPEIQOTEIC VIO VA CEKIVAOEIG

» Kave épeuva yia Ta 1d@opa GTUA
Bloypa@IKwyV TTOU UTTOPEIC Va
ETOINAOEIG.




Mpoowritkn Auto-aéloAoynon

» Zképou - Ti BEAwW;

» ZekaBdApIoe OTOV EAUTO 00U TOUG Adyoucg/agieg
TTou BEAEIC va EpYAOTEIC.

» Avayvwpioe/avaAuoE TIC IKAVOTNTES KAl
duvatoTnTég oou (soft and hard).

» \GBe UTTOWN TO XOPOKTAPA Kal EVOIaPEPOVTE OOU.

» Avayvwploe Ta evolapépovTa, deCIOTNTEC Kal
EPYAOIAKEG ACIEC.

» AClo\oynaoe TIC IKavoTNTéC oou (SWOT Analysis)
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2toXol BloypadikoU ZNUELWUOTOC

Etowpaoia
Bloypadikou
ZNMUELWHOTOC

» Molot eival oL KUpLOL oTOYOL
evOC BloypadLkou:

1. Na eéaopalioelc TNV MPwWINn

ETIAYYEALLATIK CUVEVTEUEN
(15t Interview)

2. Noa tpokaAeoeLc SnULoUpyLKN

ouvlntnon otnv
ETIALYYEALLATLKY) OUVEVTEUEN

3. Na EMKOWWVNOELC TLC

LKOLVOTNTEC Kal TANpodopleC

partnering people and business



[eplexopevo

» 2TOXEUOE OTO OWOTO TTEPIEXOMEVO.

Etolpacia
Blioypadikov
2ZNHELWUOTOC

» 2UuTTEPIAQRE TO OIKO OOU
ETTAYYEAUATIKO TTPOWIA / TTEPIANYN
(Personal Profile or summary)

> 21NV TTEPIYPAPN TWV KABNKOVTWY
oou, ceKkiva pe “duvartda/evepya”
PAMOTA KOl apIOUNTIKES
TTANPOPOPIEC TTOU AVADEIKVUOUV
TIC IKOVOTNTEG KAl ETTITUXIEC OOU.




[eplexopevo

Mapdadelyua

* [lapa va TreIc:
Etolpaoia
Bloypadikou Duties: Filing

2 NMELWUOTOC
* MTropeig va TreIG:

Maintained and organized an
accurate record of
confidential papers and
electronic correspondence
for XYZ Department.




Etowpaoia
Bloypadikou
ZNMUELWHOTOC

» ETTEAeCe pia DIOKPITIKN
YPOUMOTOOEIPA.

» XpnoIJoTToinoe opoiouop®pn
TTapouaiaon.

» Aglotroinoe £CUTTVA TOUG AEUKOUG
XWPOUG.

» [lpotiunoe T1a bullet points TTapd va
YPAPEIC TTAPAYPAPOUC.

» ['pawe atnv AyyAIKn YAwooa, aAAa
ETOINOOE Kal Eva oTa EAANVIKA.

» 2UvNOwc¢ 2 oeNidec ival QpKETEC.
e
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» Contact Detalls
= QvopaTeTTWVUNO,
= Taxudpouikn AieuBuvan,
* Email,
= KivnTo ThAEpwvo.

Etolpacia
Bioypadikou
2 NMUELWHOTOC

» Personal Summary / Statement
» Work Experience

» Huepounvieg
(March 2000 - February 2013)
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» Education & Trainings

Etowpacio » Professional Memberships

Bloypadikou

ZNHELWHOTOG » Skills:

= Languages

= |T Skills and Software
= Competencies

» Achievements

» Interests

» Professional References,
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Na Bupaoatl va:

Etolpacia
Bioypadikou
2 NMUELWHOTOC

» Avatrpocappodeig 1o Bloypa@iko
avaAoya JeE TIG ATTAITAOEIG TNG
0€ong TTou atroteiveoal

» ETOINAOEIC OUVODEUTIKN
emoToAn (Cover Letter) pe 1o

Bloypa@ikd onueiwua

» ‘EXEIC £TOIUEC CUOTATIKEG
ETTIOTOAEG

» ZNtnoe cupuBouAn atro €10IKoUg

partnering people and business



Bloypa ko Znueilwpa

Name Surname

r
L 123 Address Street — Town 1234 — CYPRUS
™ Mob: +357 00123455

email: yourparsonalemail.com

Personal Summary,/ Personal Statement

State who you are with a short description of your attributes and major achievements. Must be short (2-3
sentences) and should not take more than 10-20 seconds to read. Be smart in the choice of language so that you
pass 3 strong messags about you. You can edjust it for various position you apply.

Experience

Etowpaoia Nome of corpraton 7D

Title - period you have work

B lovp a¢ lKo l', Usz bullet points to describe your main activities, Start with a strong verb (use the Thessurus). Use £-5 bullet

points. Change this according to the job you apply, by priortizing the main activities accordingly. Wherever
possible, you should include "numbsers' and quantities in the job descriptions, Le. how many peopls you managsd,

z n uE l [ ] uatoc fow many clients you handled, how much revenue you generated and over what period of time, etc.

If you are applying for a position outside of Cyprus you may choose to incude the following for each job you
have had:
#  Main activity of the company
# Who you report to (the position of your direct managsr), who you manage, your responsibilities in the
job, your main achiewements in the job, reason for l=aving.

REFPEAT FOR EVERY COMPANY AND POSITION

Education, Training and Certifications
= Degree or qualification, with the area of concentration Mame of the University, City and country date it
was obtained.
#  List zll degress and Cartifications. Avoid high school education unless you are a fresh graduste.
# Mention totsl days of professional training and list significant recent ones to show that you have been

kept currant.
g Professional Memberships
’ | #  List all current professionzl and social memberships.
! AT
Skills and Competencies
C uny VAT *  Language knowledgs — Includs level of knowledge (i.e. native, excellent very good ete).
# [T skills — Include your knowledge on software, systems o tools which are known to the industry
) % Compstencies — list your compsetencies
Other Activities

#  Include hobbies, and charity activities

Personal Information (optional)

% Eurcpesn/Cypriot Citizen
& Married with two children (opticnal)

References

Professional References: Give 2 names with the titles company and telephone number
personal / Character References (optional)

0@
o0
Cy
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» OpBoypa@ika Kal CUVTAKTIKA

AGON
Exwpaocla
Bloyp: " PLkou » Mnv TePIAABEIC ATUAVTEG
INP DU TOG TTANPOPOPiES

» Mnv a@noeIg €W NUEPOUNVIES

» Mnv ypayeig avaAnBeic
TTANPOYPOPIES

» Mnv dwaeIg Eupaaon o€ aTTAn
TTEPIYPAPN KAONKOVTWYV




YuvodeuTtikn EmwotoAn (Cover Letter)

» Eidn ouvodeuTIKWYV ETTIOTOAWV:

» [eviki 2E
. = 2TOXEUPEVN 2ZE
Etowpaoia = E1dik) 2ZE
Bloypadikou . .
5 vp'cb » 2UVOOEUEl Kal EVIOXUEI TO
MHELWHATOS Bioypa@ikd Znusiwpa
» 2T0XOl:

* Na evnueEPWOEIS TNV ETAIPEIA /
OPYQVIOUO TTOU ATTOTEIVEDQI YVIA TO
EvOIQQEPOV OOU.

* Na TauTioEIg TIG IKAVOTNTEG, DECIOTNTEG,

YVWOEIC KQI EPTTEIRIEC TOU UE TNV B€on

) gpyaaciag.

= Na KIVACEIS TA VANATA YIA TNV TTPWTN
ETTAYYEAUQTIKA CUVEVTEUEN.
| & <
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YuvodeuTtikn EmwotoAn (Cover Letter)
» Aoun:
* Hugpounvia
Etolpacia = Ovopa
Bloypadikou = AigUBuvan
ZNMUELWHOTOC = Qfua
» Elcaywyn

» KuUplog NEPOG

» KAgiowuo

» Mia ogAida




YuvodeuTtikn EmwotoAn (Cover Letter)

Agiypa: YOUR NAME and SURNAME

10 ADRESS 5tr. 2018 Strovolos.
Mobile: +357 99 123456
Email: NAME@provider.com

Month 12, 2014

Etowpaoia

Name Surname

Bloypadikou Address
z n l.lE ld) uatoc Re.: Employment opportunity with MTN Cyprus - Credit Control and Collection Back Officer

Dear Mr. Surname,

MTN Cyprus has been recognized as one of the best places to work in Cyprus for
experienced dynamic professionals. You have deliberately set out to create this culture, and
it shows! It is my understanding that you have been overloaded with CVs. Mine is one more,
but | do have some experience that is hard to come by.

My experience gives me a unigue ability to apply for the position of Credit Control and
Collection Back Officer. The majority of my professional experience was within the credit
department of a financial institution dealing with the collection process on a daily basis. |
have developed skills that enabled me to communicate effectively with clients and negotiate
with them a realistic repayment plan in order to recover any overdue instalment. Attached

P

p—— please find my CV which contains additional information on my experience and skills.

C ey VNS

I 'would enjoy an opportunity to talk with you or someone in your organization to see where
) my skills set would be of the greatest benefit to your company.

Thank you for your time and consideration.

Sincerely

MAME SURNAME ..
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Epsguva Ayopac

» Kataypawe g€ AioTta TIG
gpyacicc/eTaipeieg Tou o€
EVOIQPEPOUV KAl ATTETTEIAE TO

AwkTtOwon - Bloypa@iké cou

‘Epguva Ayopo ’ ' ‘
Epyaoia » KTigg TO TTPOQIA OOU NAEKTPOVIKA

(LinkedIn, Gulftalent)

» Eyypda@ouv gg sites - On line
Vacancies yia va evnuepwveoal yia
KEVEG BETEIC

» MNapakoAouBnan ‘Evrutrou Tutrou

y partnering people and business




AlKTUWON

Awktowon -
peuva Ayopag
Epyaoiac

» KATToIEG €PEUVES avaPEPOUV OTI
TouAdx1oT1o T0 60% TWvV doUALIWY,
BpiokovTtal AOyw dIKTUWANG.
(Jobsearchabout.com)

» ‘Epeguva tng Forbes tTou £yive 10
2012 otnv EupwTtn amrokdAuye ot
MOAIC 25% TWV utTOWNQIWYV
KEPDI(OUV Mia TTPWTN CUVEVTEUEN
QTTO JOVOI TOUG

» H idia épguva ammokadAuywe ot 80%
TWV KEVWV DE0EWV TTOTE QEV
dnuoaoIEvovTal

I \‘ -
\. A 4
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» [olog gival 0 KUpIOoG 0TOXOG TNG

‘ TTPWTNG ETTAYYEANATIKIG
OUVEVTEUENG:

Na kepdiocoupe
Hia OeUTEPN
OUVEVTEUR).




[postoluaocio

» TIC NUEPEG TTPIV TN CUVEVTEUSN.
» Tnv nUEPQ TNG OUVEVTEUENC.

B, < et 3> KATA TN OIAPKEIA TNG TUVEVTEUENG.

- by & Clean Shaved
=g  €—=Warm Smile

Q" i&}'ﬂel Of Confidence
\ €—Formal Dress

& Firm
\ Handshake

orrect Body
FPosture




El6n EmayyeApATIKWY 2UVEVTEUEEWV

» [NpbéowTtro ye TPOOWTTO

» Emtpott Zuvevreucewy / Panel
Interview

» Aounuévn ouvévteuln (Structured)
» Mn dounuévn(non structured)

» Texvikou trepiexouévou (Technical)
» AvtiAnwn¢ Xapakthpa (Character)
» TnAeowvikn / Skype

» Kévtpa lNpooAnyewv




Follow Up

NapakoAovOno
(Follow-up)

» MeTta 1Tou atTeaTeIAeS Bloypa@ika
2NUEIwpara:

= Av mrépacav 3 eBOouadeg, Ba uTropouaes va
ETTIKOIVWVACEIG YIA TO TTOIO €ival TO ETTOUEVO
BAua atn diadikagia TTPpAoANYWNG.

» Eival evdedelyuévo va Kavelg 3 TpoaTradeleg
Xpnoigotroiwvtag TnAépwvo/email.

» MeTta 1TTou 0N KAAEOTNKEG O€
2UVEVTEUCN:

= ATTEQTEIAE £va EUXAPIOTHPIO HAVUHA META
TNV CUVEVTEUEN.

= Av og QU0 £BJ0oNAdEG OeV £XEIC ATTAVTNON
givan atrodeKTO va eTTIKOIVWVNOEIS padi Toug.

partnering people and busine:

SS



EYXAPIZTQ

RED HR Solutions : 22300326

‘Ayyeloc Aounc : 99570280




