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You may already have  a German style  CV (short form for “curriculum vitae” or “life story”
in Latin). However,  its  style  and  content is  most  likely  quite  different  from  a typical
CV  submitted  in  New Zealand.  Below  are  some  tips  and  tricks  which  will  help  you
firstly,  to  understand  the  differences between  a  German  and  a  Kiwi  CV,  and 
 secondly,  to  help  you  write  a  CV  New  Zealand  companies prefer. Always  remember, 
 your  CV  works  as  your  entry  ticket  to  an  interview.  Include  as  much  relevant
information about you as needed to raise the interest of a potential employer, but be
careful to not overload it. A traditional Kiwi style CV is at least 2-3 pages long. SELL your
skills, achievements and experience to your future employer.There is neither a perfect CV
nor a single right way to write one. Make sure the CV is “you” – use your  own  words,  as 
 potential  employers  want  to  get  to  know  you  and don’t like to be surprised meeting
“someone else” in an interview.

1) Start with your personal details 
Include your name, address, phone numbers and e-mail address at the top of the first
page. It is uncommon to include details like gender, age, marital status, or ethnicity.

2) Expand your objectives in a personal statement
Other  than  in  a  German  style  CV,  include  a  paragraph  called “Personal statement” or
“Objectives”. This block of text should summarize your most relevant experiences and
what you  are  looking  for.  Tailor  it  to  the  role  you  are  applying  for.  You  may  also
like  to  include why you are looking for a job or an internship in New Zealand.

3) Highlight relevant skills and strengths
List the skills and strengths you think are important for the position you are applying for.
You  may  want  to  give  examples  on  how  you  gained  those.  You  can  either  include
more general  skills,  e.g.  foreign  languages,  computer  skills or  driving license  in this 
 part of  the CV, or further towards the end of your CV.
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4) State your educational background and trainings
List your educational background and trainings starting with the most  recent
achievement. Give  details.  Include  the  qualification  you  have  obtained  along  with the  
educational institute,  your  graduation  data  and  majors.  You  might  need  to  explain
your  degree  (e.g.  a German “Diplom“ is usually higher ranked than a New Zealand 
 diploma).   It   is   not   very   common  to   include   high   school  or   any  prior education.

5) List your work experience in chronological order
Start  with  your  most  recent  work  experience.  Add  details  to  your  job  roles.  It  is
usual  to explain  your  responsibilities  for  each  position.  Also,  emphasize  your
achievements  and explain how you have contributed to the company’s business. You can
include part-time work during time of study here or separately under“further work
experience”.

6) Name any other interests and activities
State your interests and activities (e.g. sports, arts, reading, voluntary work etc.).

7) Provide references at the end of your CV
Very different to a German style CV, you need to list at least 2-3 referees at the end of
yourCV. As it is getting increasingly uncommon for employers to provide a written
reference and you  do  not  attach  any  further  documents  to  your  CV,  your  referees are  
taking  the  role  of assessing how you have worked in the past. They should know you
well enough to provide a good  reference.  Ask  your  referees  for their  permission  first. 
 The  potential  employer  should let you know that they are contacting your referees. In
New Zealand, the company will then very  likely  contact  your  referees  interviewing 
 them  on  you.  Include  the  referees’ first and last  name,  their  current  position,  place 
 of  work  and  contact  details.  If  you  do  not  want  to give details about your referees,
make a statement “Referees are available upon request”.

General Comments
Write your entire CV in English.
Tailor your CV to any role you are applying for.
Do not attach any further documents to your CV,
unless requested.
It is very uncommon to have a picture of yourself
on the CV.
Limit the amount of information per page – do
not clutter a page.
Be short and precise – use bullet points instead
of long sentences.

 

Have a clean and clear layout, don’t use flowery
or small font.
Don’t be afraid of leaving stuff out that does not
contribute to your application. CAREFUL: Your
CV should be gapless though!
Make  sure  you  check  your  spelling  and 
 grammar – have  someone  else  to proofread it;
preferably, a native speaker.
Make your CV memorable and easy to
understand.
Don’t lie or exaggerate!
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Example
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