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About Me

• Senior Manager (Finance and Engineering and Supply  

Chain)
• Seven years with Michael Page International

• Team of around 20 people across 2 offices in Hong Kong  
and Kowloon

• Disciplines Managed:

- Finance 
- Engineering and Supply Chain

• Prior experience in the manufacturing and retail sector at 
executive level



Tell Us About Yourself!

•Name

•Specialization

•What would you like to achieve out of this workshop (in the  
context of CV Writing and Interview Skills)?



• Section One: Preparing an Effective CV

� Avoid the most common mistakes

� Feedback on CV’s

• Section Two: Preparing for a Successful Interview

� Role Play and Workshop

• Q&A

Agenda



Your Resume

• A personal marketing document

• Two versions – general vs job specific

• Qualifications – back up documentation

• Resume template



Source: Euromonitor Internationa from IMF, International Financial Statistics and World Economic 

Outlook/UN/national statistics

Preparing an Effective CV

• Format

� Clean & Precise

• Details

� Personal information (ie. Address, Contact numbers, email)

� Education Background

� Major, GPA

� Awards/Achievements

� Academic Achievements, Social awards (eg. Duke of 
Edinburgh)



Preparing an Effective CV (Continued)

• Details

� Extra curricular activities

� Volunteer work, Sports affiliates

� Internship/summer job experience

� Practical work experience 

� Hobbies/interests

� Computer skills

� Language skills

� Career Goal



Example of a Michael Page Resume



Example of a Michael Page Resume



• List academics/experience in chronological order from 
present to past

• List experiences in “point-form” rather than paragraph form
• Group/consolidate relevant achievements/awards
• Select more relevant achievements/awards
• Try not to abbreviate, use full form 
• Format (name, contact, education)

Avoid Most Common Mistakes



Listing Academics/Experience/Awards in 
Chronological Order



List in “Bullet Point”



Consolidate Awards and Achievements



List Relevant Experiences and Achievements



Try Not to Abbreviate



Q&A and Break



Section Two: Preparing for a 
Successful Interview



Preparing for a Successful Interview

Do:
- Research the company and role

- Work on effective Presentation skills 

- Project confidence (ie. Maintain Eye Contact, Firm Handshake

- Know your background and achievements (provide examples)

- Prepare Own Questions

Don’t:
- Be Late or have a negative attitude

- Talk from reading off the CV

- Lie or embellish the truth

- Discuss salary in the first interview



Key Soft Skills

• Strong written and verbal communication skills

• Good listener and effective negotiator

• Team player

• Time management

• Leadership

• Ability to exercise judgement and deal with ambiguity



Role Play



Debriefing



Thank You

Howard Chan

Senior Manager

howardchan@michaelpage.com.hk

www.michaelpage.com.hk


