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CV FILLING INSTRUCTIONS
How do I gather all my expertise?
Read through these instructions before filling in the CV template. You will have a much better understanding of your knowledge, when you proceed in the right order.
First, start with your Project Experience. Once you have gathered your project experience you will have all the essential information for other sections. While doing this, try to recall the objectives of each project, how they succeeded and why, as well as the solutions for the problems you faced. Similarly, bring in mind the skills you used, required and acquired.
Secondly, fill in Skills, Methods and Technologies sections for which you can use the information you have collected earlier for the project experience.
Thirdly, proceed to your Project Roles. Once you have examined your whole career, pay attention to the roles you especially succeeded in, and which you would prefer in the future. Remember to stress the personal qualities which made you competent in the role in question.

The rest of the template is basic information required in a CV.

Project Experience

The professional skills you have achieved through Project Experience reveal the quality of your craftsmanship. The professionals in charge of resources or jobs usually look for a person who has experience in similar projects. They require exact information about your genuine experience. The technologies and tools are not the only criteria, but also the duration, scale, and line of business are important.

In case you have accomplished the professional skills in a sector where the duration of the project is counted in weeks, or projects are inexistent, describe the work experience as a process or as a job. For example, splitting several years of experience in database maintenance into particles is not recommended even if it were doable. Here the best thing to do is to use your judgment.
Here you can also add all the exercises you have done either while studying or otherwise, if you consider them relevant.

The older your project experience is, less information can be retrieved about it, but don’t let it bother. Concentrate on the projects which contribute to the roles you are applying for. The other projects are irrelevant. 
The sections marked with a star (*) are obligatory, the others you can fill in according to your own consideration.

For example:
	Project name:

Different projects

Customer:

Company1

Time involved:

03/2005 – 04/2006

13 months
	Description of project: 
· The purpose of the project, the implementation etc
· The scale of the project in men years, euros or any other    indicator. 

· The size of your own team

· International aspects of the project and team, working language etc.

· Your contribution to the project
Own role: 
· Software developer

Professional Skills:

· Requirement specifications 

· Test planning

· Software development

Methods, tools and technologies: 

Main Tools :

            JBoss, J2EE,  EJB, Rational ClearCase

Others :

            Windows, Java,  Eclipse, JMS. Hypersonic (db), Velocity,

            Rational ClearCase, Rational ClearQuest
Business area: Telecommunications


Project Name

Project Name is important only when the project has been cited publicly or is known in the business, otherwise it is irrelevant. Write Confidential in case you are not allowed to mention its name.
Customer

Report the name of the Customer Company whenever it is allowed. In other cases state the invoicing customer company. For example, indicate Nokia/Accenture or simply Accenture.

*Time Involved 

State the start and end of the project, and count the overall duration in moths. 

*Description of project

Pay special attention to this part, especially when the project is important for your own career. Whenever it is possible and permitted, highlight the following points:

The purpose of the project, the implementation etc.

The scale of the project in men years, euros or any other indicator. 

The size of your own team

International aspects of the project and team, working language etc.

Your contribution to the project

On the other hand do not overstretch the project experience. It is not necessary to repeat items that can be read elsewhere.
*Own role

Here fill in the role you had in the project. Pay attention to the fact that this role indicates the position you held in the project. In case you shifted your role during the project, let it be known too. Then think which roles you would like to acquire in the future, since a role of a software developer is different than a project manager, even though your task would be the same. 

Below is a non-exhaustive list of the possible roles. Be consistent with the roles you inform, keeping in mind that slight variations of the tasks do not necessarily mean a different role. 
	Roolit/ Roles

	Projektipäällikkö
	Project Manager 

	Testaus / verkko / järjestelmä / laatu päällikkö 

yms.
	Test / Network / Information Systems / Quality Assurance Manager 

	Tiiminvetäjä
	Team Leader

	Tietokanta / laitejärjestelmä / verkko/tietoturva ylläpitäjä
	Database /Hardware / Network / Security Administrator

	Määrittelijä
	Software Designer (Requirements i.e.)

	Laiteympäristöarkkitehti
	Hardware Architect

	Ohjelmistoarkkitehti
	Software Architect

	Sovelluskehittäjä
	Software Developer 

	Testaaja
	Test Engineer

	Kouluttaja
	Trainer


*Professional Skills

Professional skills defines diverge phases and duties, different systems or technologies in the IT sector which all need an explicit expertise. Characteristically in IT sector you may have had several roles for a distinguished professional skill. To define which professional skills you have exercised in this role, you should pick your most significant experience from Professional Skills and Methods, Tools and Technologies listings. 

This list is non-exhaustive but exemplary. Thus, feel free to define your own professional skill if it’s not on the list.  
	Osaamisalueet/ Professional Skills

	
	

	Vaatimusmäärittely 
	Requirements specifications 

	Ohjelmistoarkkitehtuurien suunnittelu ja toteutus
	Software architecture design and integration

	Sovelluskehitys
	Application / Software development

	Käyttöönoton suunnittelu
	Deployment planning

	Käyttöönoton toteutus
	Deployment

	Ylläpidon suunnittelu
	Maintenance planning

	
	

	Testaussuunnittelu
	Test planning

	Testaustoteutus ja raportointi
	Testing and test reporting

	
	

	Laiteympäristöjen määrittely
	Hardware architecture

	Laiteympäristöjen suunnittelu
	Hardware development

	Laiteympäristöjen toteutus
	Hardware integration

	Laiteympäristöjen ylläpito
	Hardware administration

	
	

	Verkkoympäristöjen määrittely
	Network architecture 

	Verkkoympäristöjen suunnittelu
	Network design

	Verkkoympäristöjen toteutus
	Network integration

	Verkkoympäristöjen ylläpito
	Network administration

	
	

	Tietokannat ja tiedon hallinta
	Database and Data Management

	Tietokantojen suunnittelu
	Database design - modelling

	Tietokantojen ylläpito
	Database Administration / Operation

	
	

	Käytettävyysarviointi
	Usability analysis

	Käytettävyystestaus
	Usability testing

	
	

	Tietoturva määrittely / suunnittelu / toteutus
	Systems security architecture / specification / integration

	Tietoturva ylläpito
	Security administration 

	
	

	Liiketoiminnan ohjausjärjestelmät
	ERP Implementation

	Laatu
	Quality Assurance

	Liiketoimintaprosessien kehittäminen
	Business process design / reengineering


Methods, tools and technologies

This section gathers the Methods, Tools and Technologies generally known and used in projects. Given the amount of technical innovations it is impossible to make an exhaustive list, so the best thing to do is to choose recognized technologies and state their marketing names or similar recognizable elements.  For example, for software development professional skills use a specific application framework such as Weblocig instead of a generic term application server.

Project Managers should state the project or process management methods, for example Nocop for Nokia.

Mention only the methods, tools and technologies which you have ‘used actively as a tool’ throughout the project. In case there were changes in the middle of the project, the project experience should be divided into two.

Main tools:

Here mention only the tools that were central for the project and that you master. For example operating systems are not included unless you functioned as an administrator in the project in question. Similarly database, editor, version control etc. tools are to be mentioned in Others section, unless you were specifically in charge of them. 

Others:

Add here the tools you have experience you want to mention of, but don’t fit in the previous section. 
The Line of Business 

The line of Business is important background information for each involved. The Project Managers and other leaders should emphasize this point in order to portray the branch knowledge they’ve accumulated.

Skills

In this section you have to list your roles, professional skills, and branch knowledge. Do not fill in lines without a project.  
Gather first all the roles you have acted in. Count the time of experience for each role by adding together all the similar project roles. Next repeat this with professional skills and branch knowledge.

Make sure that project descriptions and the time of experience match. The time of personal experience can not exceed the one of project experience.
The purpose of this is to represent a generic profile of you through your experience, which in turn serves to affirm your Main Roles.

In the end, remember to delete all the irrelevant information. Also, do not count your studies as experience.
For example :
	Roles
	Years
	Months
	Last Used
	Evaluation

	Software developer
	5
	5 
	2006
	Prof

	Test engineer
	
	6
	2004
	Junior

	Professional skills
	
	
	
	

	Software development
	5
	11
	2006
	Prof

	Requirement specifications 
	1
	11
	2006
	Prof

	Deployment 
	2
	9
	2004
	Prof

	Test planning
	1
	11
	2006
	Junior

	Testing and test reporting
	2
	9
	2004
	Prof

	Business knowledge
	
	
	
	

	Telecom
	2
	8
	2006
	

	Research
	
	6
	2004
	

	Insurance
	
	6
	2004
	

	Banking
	2
	3
	2003
	


Methods, Tools and Technologies 


In this section you have to list your project experience in each Method, Tool and Technology in terms of years. Add the number of years to the list in CV template. As in Skills, the time of personal experience can not exceed the time reported in project experience.
Here you can also describe any other relevant knowledge you possibly have, but just remember not to count it as experience. 

In Evaluation section you can give your own estimation of the level of your knowledge and skills. Count here all the experience, not only the project one, but be realistic.

Use the following classification:
Junior = has basic knowledge

Professional = can be considered as professional

Senior = professional who has more experience and deeper understanding

Expert = superior skills 
As in Skills, The purpose of this is to represent a generic profile of you through your experience, which you can in turn use in Main Roles section.
In the end, remember to delete all the irrelevant information. 

For example :

	Programming and scripting languages
	Years
	Months
	Last Used
	Evaluation

	Java
	5
	1
	2006
	Senior

	EJB
	3
	10
	2006
	Senior

	J2EE 
	3
	10
	2006
	Senior

	Swing
	
	4
	2005
	Junior

	Databases
	
	
	
	

	Oracle
	4
	
	2004
	Senior

	MS SQL Server
	4
	
	2004
	Senior

	…
	
	
	
	

	… 
	
	
	
	


Main Roles
The purpose of this part is to recapitulate your professional expertise and orientation.  Main Roles sum up your expertise. They tell in which roles you are at your best and most enthusiastic.
Roles
Gather all the roles you have functioned in in your career and count the time of experience accordingly. 

First investigate in which roles you have performed the most, and consider are these the ones you are looking for in the future projects. For you own benefit, define your Main Roles as those in which you are good at and which you really desire to perform in in the future. 

If you have experience of several roles, introduce them here. Leave out only the roles that you do not want to function in later.
Levels

State next the level of your expertise. The level is defined by the experience in years in the given role. In case you consider the level of your expertise higher than the years of experience, you must have arguments to support it.

Use the criteria laid out in the following list: 
Junior = has basic knowledge

Professional = can be considered as professional

Senior = professional who has more experience and deeper understanding

Expert = superior skills

Again remember the time of personal experience can not exceed your project experience.
Professional skills

Think which roles you have acted in and consider which areas of expertise you used. Here you can use the most important elements from Project Experience and Professional Skills sections. For example, a Project Manager could have had both infrastructure and software experience.
Methods, Tools and Technologies

Methods, tools and technologies section is used to indicate which expertise is the basis of your role/ roles.

Here mention only the tools that are central for the role and that you master. As earlier, e.g. operating systems are not included unless you functioned as an administrator. 

Line of Business Expertise

State the line of business experience, especially in the case that it contributes to your expertise.

Summary

The last section is the summary in which you recapitulate your strengths in this role. Avoid too vague and general expressions, and especially copying.
Possibly you have had several different roles in distinct projects. Of course you can mention all the roles you like, but think do you want to pursue each of those roles in the future. Normally it is worth stressing a single role. However, in some cases it is wiser to split the Role into two professional skills. 

The role, professional skills and summary are mandatory. Otherwise, state a topic whenever it contributes to your expertise.
Below you’ll find an example of Main Role. In case you have more than one area of expertise, or enthusiasm for many, you can describe all of them. In general though, rather bundle your strengths into a single role. 

Software Developer, Senior
	Professional skills
	Years
	Months
	Last Used
	Evaluation

	Software development
	5
	11
	2006
	Prof

	Requirement specifications 
	1
	11
	2006
	Prof

	Methods, tools and technologies

	Java
	5
	1
	2006
	Senior

	EJB
	3
	10
	2006
	Prof

	J2EE 
	4
	
	2006
	Prof

	Swing
	
	4
	2005
	Junior

	Business knowledge

	Banking
	2
	6
	
	

	Telecom
	2
	6
	
	

	Insurance
	
	6
	
	

	Summary

	Highly experienced Software Developer having an extensive knowledge in software development and application integration.  Frequently monitoring and studying the impact of new ideas and technologies. Capable to communicate to both management and technical people. 




Matti Meikäläinen

In addition to your personal data insert here a couple of lines describing you and your values. Add a photo whenever it is possible. An image helps remembering and selecting your CV out of the pile.  

The rest of the CV hardly requires further instruction, as you can see in the following example.
Career History

	Company

01/2004 – present
	Software engineer

Main responsibilities: 

Software design and implementation

	Company

09/2001 – 12/2003
	Software engineer

Main responsibilities: 

Software design and implementation

	Company

01/2000 – 05/2001
	Software engineer

Main responsibilities: 

Software design and implementation


Education

	1985 – 1990
	School: Master of Science, University of Helsinki

Main subject: software design and implementation

Minor subject: mathematics, economical science, statistics


Trainings

	06 / 2001 (3 days)
	Project Leader
	Tieturi ICL Invia

	05 / 2001 (5 days)
	Java II
	Sun Microsystems

	2000
	Several SQL courses in National Board of Customs
	

	2000
	Java Basic and Advantage in National Board of Customs
	

	2000
	Several courses of  VAX/VMS: usage, administration, ACMS, Digital TDMS, SQL/RDB, CDD, VAXSET)
	Digital


Certificates

	10.01.2006
	Sun Certified Programmer for the Java 2 Platform, Standard Edition 5.0






	02.06.2006
	Sun Certified Developer for the Java 2 Platform


Language Skills

	Finnish
	Native

	English
	Fluent

	Swedish
	Good
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