












                     
 

Training program 
CV writing skills and passing the personal interviews skills 

 
Training content: 
General framework of training needs: Develop the skills of 
participants on the art of writing CV and passing personal 
interviews 
 
First: General Information: 

 Duration of the training program: ten training hours.  

 Target group: Graduates and recent graduates.  
 
Training Objectives: 

 
- This program aims at equipping university graduates with 
the skills needed to prepare a CV 
- Professionalism and helping job seekers identify the right 
way to get a fit job 
- Their qualifications, experience and realization of their 
aspirations, in their cognitive, emotional, and performance 
dimensions, 
 

At the end of the program, each participant is expected to be 
able to: 
 
1. Curriculum Vitae (CV) - Biography Writing 
 
2. Interview - To build a better career, pass the personal 
interview 
 
3. Know the current and future market trends and consider the 
quality of jobs available in the market. 
 
4. Ability to search for a job. 
 
 



The main content of the training program: 
 
1. The importance of CV in getting a job. 
 
2. The points that the trainee must know before starting to write 
a CV, such as determining his purpose in life, to identify the 
strengths and weaknesses of the trainee and stand on (SWOT) 
and the work of quadrilateral analysis, opportunities for a job 
and determinants in getting a job 
 
3. Familiarity with different types of CVs. 
 
4. Know the components of a typical resume as well as how to 
write the letter attached to the resume. 
 
5. Tips for trainees, especially recent graduates when writing a 
resume. 
 
6. Provide trainees with different locations to help them find a 
suitable job and do hands-on training Biography Writing. 
 
7. Introduction to the interview and what is the interview and its 
importance and the interviews committees as well types of 
personal interviews such as selective interview - individual - 
group - telephone - bionic and others. 
 
8. How to prepare for the interview both before the interview (by 
gathering information about the job and its requirements) during 
the interview and after the interview the possibility of sending a 
letter of thanks to the interviewers and how to try the person 
develops himself after the interview. 
 
9. Frequently asked questions in interviews and how to respond 
to them or avoid answering. 
 
11. Common mistakes in interviews both in appearance and 
during dialogue and how to avoid them. 
 
 
Fourth: Training methods and methods and specific means 
 



 Methods and methods:  
The training consists of brief briefings on best practices, 
supported by interactive educational activities such as lecture, 
workshops and role play, case study analysis, problem solving, 
brainstorming. 
 

 Means concerned:  
Blackboard, data projector, flipchart, computer and more 
 
 
Fifth: Evaluation Methods and Tools: 
To assess the participant 's achievement in the program, the 
following methods and tools will be adopted: 
- Monitor attendance.  
- Participate and interact with the activities and events of the 
session.  
- Evaluate the performance of practical applications by each 
participant.  
To evaluate the training program and its activities, the following 
methods and tools will be adopted: 
- Verify the achievement of the objectives of each training 
session through the session calendar.  
- Monitor participants' feedback at the end of each training day. 


