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GIRAFFE CVS GRADUATE CV QUESTIONNAIRE:
Thank you for your order. By answering these questions, you will help me to understand your unique offering, job target, and the career stories we can showcase on your CV. 
PERSONAL DETAILS:
Name: 		
Location (e.g. Maidstone, Kent):	
Contact telephone:	
Personal email:	
LinkedIn address:		
Preferred contact method:		
What led you to order a new CV?:	
JOB TARGET:
NB: To get the best results from your CV, it is important to be clear on your job target and to understand what you can offer your next employer. If you are unable to answer these questions, you may like to book a personal career guidance session. You are welcome to book a session with me, or you may wish to browse the CDI’s listing of Registered Career Development Professionals who are qualified to provide personal careers guidance/coaching. You could also access free career information, advice, and guidance via the National Careers Service.
Job title and sector of role you plan to apply for:

What sparked your interest in that job or field?

Ideal responsibilities:

Companies you would like to apply for:

Link to target jobs:
(Please list a max of 3 and explain what attracts you to these jobs / reasons for applying)



What will lead your next employer to hire you? What problem can you solve for them? 

Imagine you were the person sifting CVs for your target position. What are the top 3 skills, experiences, or qualifications you would be looking for? 

What evidence can you show of the 3 skills, experiences, or qualifications? If you don’t yet have them, are you working towards them? 

EDUCATION:
Please list any ongoing, recently achieved, or achieved qualifications below. Add further rows if required.
	Name of School/College/University:
	

	Qualification:
	

	Course start date:
	

	Course completion date:
	

	Dates attended:
	

	Grades (or predicted grades)
	

	Degree modules:
	

	Dissertation title:
	

	

	Name of School/College/University:
	

	Qualification:
	

	Course start date:
	

	Course completion date:
	

	Dates attended:
	

	Grades (or predicted grades)
	

	Degree modules:
	

	Dissertation title:
	



Have you completed any university projects that are relevant to your target job or target industry? Please give details here:

Have you achieved any honours or awards at university, college or school? 


Outside of lectures, have you undertaken any roles at university (e.g. student union roles, society founder)? Please give details.

Do you participate in any extra-curricular clubs at university, school or college? Please give details and years.

Have you represented a school, college, or university at any competitions or events (e.g. subject sporting competitions), or by acting as a tour guide or speaker at open days or evenings)? 
Please explain, giving as much detail as possible (e.g. if you were a speaker, who did you present to? Who were they? How many people? Or, if you competed in an event, what was the event name, how many competitors, how did you do?)


PROFESSIONAL TRAINING / CERTIFICATIONS / LICENCES:
	Title
	Training Provider
	Dates
	Certification Level

	
	
	
	

	
	
	
	

	
	
	
	



In the rest of the questionnaire, I will be asking you to reflect on your achievements in your three most recent or relevant roles. You can choose whether to complete the rest of the questionnaire independently, or whether to go through it with me by telephone. To proceed with the questionnaire, PTO.
If you choose the telephone option, please return the questionnaire as completed so far to me along with a copy of your most recent CV, letting me know your availability to speak. We may need one or two 45- to 60-minute calls to talk through your career history and achievements.


SKILLS & STRENGTHS:
What strengths or qualities make you successful?
Think about what comes naturally to you, that has always come naturally to you, even as a child.  

Are you the go-to person for a specific subject or skill?  Who benefits from your expertise and why?

Imagine you are applying for the same role as five of your peers, all of whom have the same background and qualifications. What sets you apart?

EXPLORING YOUR EXPERIENCE:
Have you gained any paid or unpaid work experience or placement relevant to your career target? Or have you completed any relevant voluntary or community roles? Please give details below.
ROLE 1: (Details about your current, most recent, or most relevant role)
Job title:	
Company:	
Dates:
How did you come to be in this role?
Were you recruited, headhunted, promoted? Was this a newly created role?

Why were you appointed?
Was it to resolve a particular challenge or meet a defined need?

What situation did you face when you started your new role?  

What did you do to resolve the identified challenge? What improvements were you able to quickly deliver?

Did the role change at all for you? If so, why and how?

Were you part of a team?  How many people? 

Did you manage anyone? If so, who? To do what?

What is/was the most important part of this role?

What is the next most important aspect of this role?

What are the key skills you used in this role?

How is success measured in your field? What does someone with your role need to do and accomplish in order to be considered a success?

How would I know that you’re doing your role well?  

Did you receive any accolades or awards in this role? What did you do to deserve them?  

If you had to replace yourself in this role, what skills and qualities would you look for?

ROLE 1 ACHIEVEMENTS / SUCCESS STORIES:
NB: Detailing your achievements is essential for a strong, credible CV. Please aim to quantify your results through numbers, £, or % wherever possible, or at least give an estimate. Let’s use the Challenge, Action, Results, and Benefits (CARB) process to explore your achievements.  
Challenge 1: What was the problem / challenge faced / task to complete?

Action #1:  What did you do to address the problem / challenge?

Result #1:  What were the (measurable) results achieved?
Where possible, quantify the value in £, %, or numbers.

Benefit #1:  What was the impact of your actions?  Who benefitted?

Challenge 2: What was the problem / challenge faced / task to complete?

Action #2:  What did you do to address the problem / challenge?

Result #2:  What were the (measurable) results achieved?
Where possible, quantify the value in £, %, or numbers.

Benefit #2:  What was the impact of your actions?  Who benefitted?

Challenge 3: What was the problem / challenge faced / task to complete?

Action #3:  What did you do to address the problem / challenge?

Result #3:  What were the (measurable) results achieved?
Where possible, quantify the value in £, %, or numbers.

Benefit #3:  What was the impact of your actions?  Who benefitted?




ROLE 2: (Details about your next most recent or most relevant role)
Job title:	
Company:	
Dates:
How did you come to be in this role?
Were you recruited, headhunted, promoted? Was this a newly created role?

Why were you appointed?
Was it to resolve a particular challenge or meet a defined need?

What situation did you face when you started your new role?  

What did you do to resolve the identified challenge? What improvements were you able to quickly deliver?

Did the role change at all for you? If so, why and how?

Were you part of a team?  How many people? 

Did you manage anyone? If so, who? To do what?

What is/was the most important part of this role?

What is the next most important aspect of this role?

What are the key skills you used in this role?

How is success measured in your field? What does someone with your role need to do and accomplish in order to be considered a success?

How would I know that you’re doing your role well?  

Did you receive any accolades or awards in this role? What did you do to deserve them?  

If you had to replace yourself in this role, what skills and qualities would you look for?

ROLE 2 ACHIEVEMENTS / SUCCESS STORIES:
NB: Detailing your achievements is essential for a strong, credible CV. Please aim to quantify your results through numbers, £, or % wherever possible, or at least give an estimate. Let’s use the Challenge, Action, Results, and Benefits (CARB) process to explore your achievements.  
Challenge 1: What was the problem / challenge faced / task to complete?

Action #1:  What did you do to address the problem / challenge?

Result #1:  What were the (measurable) results achieved?
Where possible, quantify the value in £, %, or numbers.

Benefit #1:  What was the impact of your actions?  Who benefitted?

Challenge 2: What was the problem / challenge faced / task to complete?

Action #2:  What did you do to address the problem / challenge?

Result #2:  What were the (measurable) results achieved?
Where possible, quantify the value in £, %, or numbers.

Benefit #2:  What was the impact of your actions?  Who benefitted?

Challenge 3: What was the problem / challenge faced / task to complete?

Action #3:  What did you do to address the problem / challenge?

Result #3:  What were the (measurable) results achieved?
Where possible, quantify the value in £, %, or numbers.

Benefit #3:  What was the impact of your actions?  Who benefitted?

OTHER ROLES:
Please list any other roles you would like to feature on your CV.
	Role Title
	Company Name
	Dates 
(mon. YEAR – mon. YEAR)

	
	
	

	
	
	

	
	
	


ADDITIONAL INFORMATION:
Do you have any professional memberships?

Have you attended any conferences or events relevant to your career target?

Do you have any publications?

Languages and proficiency levels:

What IT software can you use?:	

What do you enjoy doing outside of your studies or work?

ANYTHING WE’VE MISSED?
Is there anything else you’d like to tell me? 


WHAT HAPPENS NEXT?
Please send your completed questionnaire to lis.mcguire@giraffecvs.co.uk. You are also welcome to attach your existing CV, if you have one.
I will use this information to create a draft of your new CV, and will aim to send this to you within 5 working days of receiving your information. Your feedback is vital to ensure your new CV meets your needs. You are welcome to share feedback by telephone or email. I will use it to create a next draft for your review. I will work with you to refine your CV until you are completely happy with the results. We will collaborate, going back and forth, until you feel confident in and happy with each and every line. On completion, I will send you a final version in Microsoft Word and pdf formats.
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