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CV Preparation Questionnaire
	Important: Please Read
· Take your time and answer ALL the questions as completely as possible. The information in your new CV will only be as good as the information you provide here.

· Make sure you answer each question properly. There are examples throughout the questionnaire of good answers and bad answers to help you with this. 

· If the information you give is similar to a good answer the chances are it will work well in a CV, if your information is similar to a bad answer then you need to have a rethink.
· This document will probably take 2 to 3 hours to complete. If it takes you considerably less time you’re probably not providing sufficient detail.

Don’t want to fill in a questionnaire?

· Ask about our Professional Level Service. You get an in-depth 2 hour fact-finding session (via telephone) with one of our experienced CV writing consultants who will work closely with you to create a CV which is perfectly aligned to your chosen career. Call (01274) 408 222 or visit www.cvandinterviewadvisors.co.uk for more information.  


PLEASE ANSWER THE QUESTIONS BELOW AS COMPLETELY AS POSSIBLE

	Personal Details

	Name (as you would like it to appear on your CV):


	Landline Telephone Number (including international dialling code if outside the UK):


	Mobile Telephone Number (including international dialling code if outside the UK):


	Email Address: 


	Driving Licence: 
Full UK (?? years)

	Languages Spoken (including proficiency): 


	Additional Information (eg. CRB checks, security clearance etc): 




	What kind of role(s) are you looking for?

· Please indicate the type of role you would like the CV to be aligned to, this is particularly important if you are intending to change the type of work that you do.

· If you are intending to use your new CV to apply for a specific post, please include a details of that post (or a link to a website)

	


	What are you?
· This is your professional label. It may be your current job title or something different. 

· Think about what recruiters in your chosen sector are going to be looking for and try to match that; for example if you want your next position to be in project management call yourself a Project Manager. Be specific and try to avoid using words like “professional” or “consultant”.

	Examples of Good Answers:
· Project Manager
· Managing Director

· Sales Assistant

· Medical Writer

· Or other specific job titles…
	Examples of Bad Answers:
· Marketing Professional
· IT Consultant

· Office Worker

· Communications Executive

· Or anything non-specific…

	


	What is your Key Value Proposition?

· This is the professional reason for your existence, your Key Value Proposition describes in brief and obvious terms the main benefit that a company will get when you work for them.
· Think about what an employer in your chosen sector would expect you to deliver and try to reflect that in your Key Value Proposition. 
· Avoid clichés like “being a good communicator” or “working well in a team”.

	Examples of Good Answers:

· “An experienced Drilling Manager, with a proven track record of delivering high value drilling campaigns in remote locations for top-tier oil and gas operators, focusing on quality and cost without compromising HSE values. 
	Examples of Bad Answers:

· “An honest, talented and hard-working professional person who communicates well at all levels, works well in teams, and delivers innovative solutions to problems.”

	


	What are your most important Key Strengths?

· Your Key Strengths describe the areas in which you excel professionally.
· Key Skills are about what you do not who you are, so avoid behavioural traits.

· Make sure your Key Strengths are relevant to your chosen sector.

· Please provide FOUR key skills. 

	Examples of Good Answers:

· “planning and managing large scale development drilling and exploration campaigns in remote locations such as Sub-Saharan Africa and the Indian Sub-Continent.”
· “monitoring performance of drilling operations and managing contractors to deliver safe and efficient wells in compliance with local regulation and industry standards” 
	Examples of Bad Answers:

· Being a good communicator
· Working well in teams
· Problem Solving
· Being Innovative
· Or other behavioural traits…

	

	

	

	


	What are your key skills? 

A list of your technical competencies. Include equipment, systems, techniques, methodologies, sector experience and management. We typically list up to 18. For example: 



	Project Management


	Please delete examples and replace with your own

	Engineering Management


	HSE & Process Safety 

	Change Management


	Tendering & Negotiation

	Data Analysis


	Well Design & Planning



	Business Strategy


	Contractor Management

	Financial Modelling
	Budget Management

	Assurance & Review
	Leadership

	Budget Control
	Mechanical Engineering


	Career Highlights This section is for High-End CV Packages Only
· Career Highlights provide hard evidence of your ability to perform well in your job.
· Each Career Highlight should focus on a specific single event from your career and NOT be a summary of an entire job.

· Career Highlights are written according to the STAR format (Situation, Task, Actions, Result), each of these elements is vital to writing a high-quality Career Highlight (see the Guidance Notes for more information on STAR)
· Situation: The background to the Example

· Task: The overall purpose of your involvement

· Actions: 5 or 6 steps outlining the specific process you followed

· Result: The benefits, to the employer, of what you did (ideally in measurable terms)

· For each Career Highlight please complete every field (see the example below).

	Company Name:

Cairn
	Job Title:

Lead Drilling Engineer
	Type of Project:

Onshore Drilling Campaign

	Situation: Cairn commenced second phase of development drilling in Western India and required 3 additional rigs. 

	Task: As Lead Drilling Engineer, contracted and mobilized rigs and services to deliver ~150 wells within $200m budget. 

	Action 1: Hired Engineers and reorganized team

	Action 2: managed interfaces with C&P, subsurface and JV partners 

	Action 3: engaged with production and construction teams to schedule SIMOPS 

	Action 4: facilitated safety review meetings and HSE audits 

	Action 5: and tracked drilling performance in terms of well cost, HSE and drilling statistics

	Action 6 (optional):

	Result including metrics: Successfully delivered campaign and met production schedule with 3% savings and zero LTIs in 2-years. 


	Career Highlight 1 This section is for High-End CV Packages Only

	Client Name:


	Job Title:


	Type of Project:



	Situation: 

	Task: 

	Action 1: 

	Action 2: 

	Action 3: 

	Action 4: 

	Action 5: 

	Action 6 (optional):

	Result including metrics: 


	Career Highlight 2 This section is for High-End CV Packages Only

	Client Name:


	Job Title:


	Type of Project:



	Situation: 

	Task: 

	Action 1: 

	Action 2: 

	Action 3: 

	Action 4: 

	Action 5: 

	Action 6 (optional): 

	Result including metrics: 


	Career Highlight 3 This section is for High-End CV Packages Only

	Client Name:


	Job Title:


	Type of Project:



	Situation: 

	Task: 

	Action 1: 

	Action 2: 

	Action 3: 

	Action 4: 

	Action 5: 

	Action 6 (optional):

	Result including metrics: 


	Career Highlights Checklist:

Please make sure you can answer “yes” to the following questions:

· Have you provided the information for three Career Highlights?
· For each Career Highlight have you provided a situation, task, 5 or 6 actions and a result?

· Do all your results include metrics?

· Is each Career Highlight a specific single event instead of a “job summary”?


	Career History

· The Career History is about explaining the scope of your responsibilities and achievements across your relevant roles.
· Typically you should focus on roles from the last (approximately) 10 years.

· Make sure that you focus on roles that will be of interest to your employers.

· Each role consists of the following 4 components:

· Information on the company and who you reported to.
· The purpose of the role and your key deliverables.
· The specifics of your role, for example daily, weekly and monthly tasks.

· Your achievements while in the role.
· For each role please complete every field (see example below)

	Company Name:

Xyz Limited

	Job Title:

Well Delivery Manager 

	Dates (including months):

April 2013 to June 2014

	Reported to (the job title of your line manager):
Regional Wells Manager

	Overview of role (a summary of the purpose of the position):
· Reporting to the Regional Wells Manager and managing up to 15 direct reports, including Drilling Superintendent, Drilling Engineers, Completion Engineers, Contract Engineers and Logistics Manager, to execute all drilling, completion and well services activities for Tullow Oil assets in Kenya. 

	Key Deliverables (the criteria on which your success are judged):
· Part of the leadership team responsible for preparing final contracting strategy with ‘bundling approach’ and delivered final contracts suitable for project sanction (FID) and for execution of drilling campaign. 


	Duties and responsibilities (the specific details of the work that you did):

· Interfacing with internal and external stakeholders, including sub-contractor Country Managers, Tullow Oil Leadership Team and Local Community representatives. 

· Involved with preparing vendor engagement strategy for executing the development drilling campaign in Kenya and evaluated turn-key proposals from 3 major contractors. 

· Managing well intervention and PCP installation campaign to meet production target for 2000 bopd early oil production scheme (EOPS).


	Achievements:

· Managed a $20m budget and oversaw technical execution of simultaneous drilling and well intervention operations to ensure world class HSE performance with zero LTIs. 

· Successfully drilled 2 appraisal wells in 2017 and established oil reserves, pending full field development. 

· Coordinated demobilization of rig and services from remote Turkana Region, whilst managing risk of 

· disruptions from local community and completed without any major incident and within budget. 

· Successfully managed and delivered a water injection project in South Lokichar, establishing water- 

· flooding as a feasible primary recovery method. 



	Career History (Role 1):

	Company Name:


	Job Title:


	Dates (including months):



	Reported to (the job title of your line manager):



	Overview of role (a summary of the purpose of the position):



	Key Deliverables (the criteria on which your success are judged):



	Duties and responsibilities (the specific details of the work that you did):



	Achievements:




	Career History (Role 2):

	Company Name:


	Job Title:


	Dates (including months):



	Reported to (the job title of your line manager):



	Overview of role (a summary of the purpose of the position):



	Key Deliverables (the criteria on which your success are judged):



	Duties and responsibilities (the specific details of the work that you did):



	Achievements:




	Career History (Role 3):

	Company Name:


	Job Title:


	Dates (including months):



	Reported to (the job title of your line manager):



	Overview of role (a summary of the purpose of the position):



	Key Deliverables (the criteria on which your success are judged):



	Duties and responsibilities (the specific details of the work that you did):



	Achievements:




	Career History Checklist:

Please make sure you can answer “yes” to the following questions:

· Have you provided Company Name, Job Title and Dates for each job?


	· Have you provided Key deliverables?

· Is each job relevant to your chosen sector?


IF YOU NEED EXTRA CAREER HISTORY SECTIONS FOR MORE JOBS COPY AND PASTE THEM HERE. ONLY GO BACK 10 YEARS IN DEPTH. 
	Early Career – Any positions older than 10 years. 

	Date From
	Date To
	Company
	location
	Position

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Education:

· This section is for you to show academic education (school, college, university, postgrad etc.)
· Please include profession qualifications and on-the-job training in the Professional Development Section.
· Please complete all fields for each qualification (see the example in each section).


	A Level, AS NVQ, GNVQ, BTEC or equivalent:

	Level
	Subject
	Grade
	Year Completed
	School

	A Level
	Mathematics
	B
	2000
	Pqr College 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	ONC, HND, Bachelor’s Degree, Master’s Degree, PhD etc.:

	Level
	Subject
	Grade
	Year Completed
	School

	BSc (Hons)
	Mathematics
	2:1
	2004
	Xyz University 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Professional Development:

· This section is for professional development training / qualifications gained through work.


	Professional Development:

	Qualification & Subject
	Provider / Employer
	Year Completed

	PRINCE2 Project Management
	Xyz Training Ltd.
	2008

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Additional Information:

· Please provide any additional information for example articles published.

	


	Recommendations (Optional):

· Please provide any written recommendations / testimonials for example from customers or line managers.

· Please include name, position and company

	


PLEASE ATTACH YOUR CURRENT / MOST RECENT CV IF YOU HAVE ONE (THIS IS NOT A SUBSTITUTE FOR COMPLETING THE QUESTIONNAIRE PROPERLY BUT CAN HELP TO PROVIDE YOUR CV WRITER WITH ADDITIONAL INFORMATION)
