
to the job or goal.
 Emphasise your skills.
 Keep it brief ( 1-2 pages).
 Correct all typographical, 

grammatical and spelling 
errors.

 Include your employment-
related accomplishments.

 Target your qualifications.
 Clearly communicate your 

purpose and value to the   
employers.

 Maintain an appealing vi-
sual appearance.

 Use the best format to 
showcase your skills.

 Appear neat, well-organ-
ised and professional.

 Always include a cover 
letter when mailing your  
resume.

 To enhance your quali-
fications, use measur-
able outcomes, values and  
percentages.

Don’ts 
 Don’t use personal pro-

nouns such as “I” to refer 
to yourself.

 Don’t mention salary ex-
pectations or wage history.

 Don’t use a fancy typeset, 
binders or exotic paper.

 Don’t make statements 
that you cannot prove.

 Don’t change the tense of 
verbs or use the passive 
voice.

 Don’t include hobbies 
or social interests unless 
they contribute to your  
objective.

 Don’t use repetitious  
statements.

The interview
Getting an interview is an 

achievement in itself. Only a 
small proportion of applicants 
are selected for an interview, 
so getting a call means you 

have already made a positive  
impression. 

Now, it is for the inter-
viewer to see if you match the 
requirements of the job. These 
will naturally vary with dif-
ferent jobs, but are likely to  
include:
 Your personal qualities.
 Your qualifications.
 How well you express 

yourself.
 Your motivation and  

enthusiasm.
The recruiters will already 

have an indication of these 
from your initial application 
but now the interview will as-
sess you in person. Be yourself 
– if you have to put on a com-
pletely false act to get through 
the interview, is it really the 
right job for you?

Preparation for the 
interview
 Remind yourself why you 

are interested in this career, 
and this employer: Enthu-
siasm is important;

 Re-read your application 
form as if you were the 
interviewer. Try and an-
ticipate the questions they 
will ask. Think about any 
awkward points that might 
be picked up on, and how 
you will handle them.

 Prepare some questions to 
ask the interviewer.

 Plan how you will get to 
the interview. Leave plenty 
of time to account for traf-
fic jams or delayed trains.

 Dress neatly and smartly.
 Research the career area for 

which you are applying.
 Research the employer 

– here are some things you 
may be able to find out 
from the employers web-
site or via a search engine.

 What is the size of the  
organisation?

 How long has it been in 
business?

 What are its products and/
or services?

 Who are its main  
competitors?

 Where is it based? Single 
or multiple locations?  
Indian or multinational?

 What is the organisational 
structure like?

 What are its future plans 
and prospects?

 What is the organisational 
culture?

Arriving for the interview
Try to arrive 10 or 15 min-

utes early. This doesn’t just give 
you the opportunity to visit 
the loo – time spent waiting in 
the reception area can be very 
useful if there are publications 
about the employer or their 
field of work to read.

Be polite to everyone you 
meet, including receptionists, 
porters and security staff.

First impressions
These are very important 

as they set the tone for the rest 
of the interview:  
 Shake hands warmly, but 

wait to be invited to sit 
down.

 Smile and keep up good 
eye contact with the  
interviewer.

 You may be offered tea or 
coffee. If you feel this will 
help you to relax, then fine, 
but otherwise it is quite ok 
to refuse politely.

 Try to relax – don’t perch 
on the edge of your chair, 
but don’t slouch either.

 Speak clearly and not too 
fast. Give yourself a mo-
ment to think about your 

Tips to Win Jobs

The resume is...
 Review of qualifications
 Essential information only
 Skill-based 
 Unique – what makes you 

special
 Marketing a product – you
 Effective – gets you  

noticed

Your resume should make 
you stand out from the com-
petition. When you are com-
posing a resume, you are creat-
ing a snapshot of yourself. This 
snapshot contains elements 
that describe the activities that 
have made you professionally 
qualified to do a job. The re-
sume is used to apply for most 
jobs because it is an easy-to-
read document that clearly 
summarises your...
 Objectives and goals.
 Education.
 Work experience.
 Special abilities.
 Achievements.
 Interests.

The purpose of a resume is 
to get an interview. The key to 
a good resume is a clear, con-
cise personal goal statement 

defining your short-term 
professional goal or the job 
you are seeking. The resume 
should contain your creden-
tials and attributes to support 
your personal goal. You should 
communicate your ability to do 
the work implied in your per-
sonal goal statement. Resumes 
should be done on quality 
paper and free of typographi-
cal, grammatical, and spelling 
errors and, you should avoid 
abbreviations unless widely 
accepted by the profession. No 
allowances are made for care-
less, poorly written resumes 
and correspondence.

Personal information such 
as race, age, sex, marital status 
and health status is not to be 
considered in the employment 
decision and should not be 
given in the resume.

Unfortunately, the employ-
ment process is most often a 
screening-out process. There-
fore, your resume should be 
free of information that would 
cause you to be eliminated 
from further consideration.

Use the resume to com-
municate the qualitative as-

pect of your skills and expe-
riences-rather than quantity. 
Communicating how well you 
did, offices held, successes, and 
achievements is more impor-
tant than a simple laundry list 
of activities/experiences and 
dates.

Your resume, if you’re suc-
cessful in getting an inter-
view, will be an agenda for the  
interview.

You are employable  
because you have:
1. A professional education 

and a solid history of aca-
demic achievement.

2. Good communication 
skills and evidence of ef-
fective interpersonal skills. 

3. Leadership potential, expe-
rience in leadership roles.

4. Evidence of self-discipline, 
maturity, self-confidence 
and a positive mental at-
titude.

5. Work or related experience.
Focus on your skills and 

accomplishments and look for 
ways to sell your qualifications. 
A prospective employer does 
not only want to know where 
you worked, but also what you 
can do. The purpose of the 
resume is to convince an em-
ployer to contact a candidate 
for an interview. Your resume 
is a marketing tool. Make sure 
it presents you in a positive 
way.

Do’s and Don’ts of a 
general resume
Do’s
 Lead with your strongest 

statements that are related 

The author is a member of 
the Institute. His contribu-
tion is coordinated by the 
Committee for Members 

in Industry of ICAI

The first step preceding in appearing for an interview is 
creating a job-winning resume. In today’s job market, 
the resume is an important tool for anyone looking for 
work. Everyone, from the new entrant into the work-
force to the experienced professional, benefits from 
a well-written resume. Many employers require a re-
sume be sent as the first method of contact. A resume 
captures an employer’s attention, even when no job is 
advertised. Just as a job search is a sales campaign, 
one’s resume is a sales brochure. More than a sum-
mary of candidate’s skills, experience and education, it 
is an advertisement of the candidate’s best.

C A R E E R  W A T C H

The purpose 
of a resume 
is to get an 
interview.  
The key 
to a good 
resume is a 
clear, concise 
personal goal 
statement 
defining your 
short-term 
professional 
goals or the 
job you are 
seeking 
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my final year, I’ve had a great 
deal of academic work and I’ve 
also been working continuously at 
my CA’s office. All that has meant 
that I’ve had to be very organised, 
but I’ve never missed any au-
dit work or any deadline, and I 
have stood second in the All India 
Rank, too.”

Hypothetical questions
Some interviewers like to 

pose hypothetical questions, 
or questions that you could 
not be expected to have an-
ticipated. These questions are 
used precisely because it’s im-
possible to work out your an-
swer before the interview, thus 
it tests your ability to think 
quickly, reason logically, and 
produce practical solutions.

You may be given an exam-
ple of a situation that might 
arise in your work, and asked 
what you would do about it:
 How would you deal with 

an irate internal or external 
customer?

 Your manager goes ill for 
a week and leaves you in 
charge. You hear staff com-
plaining about the way he 
runs things, and how bored 
they are with their job 
– what do you do?

 The net profits are falling 
– what would you do to 
improve bottomline?
Sometimes questions may 

be about general aptitude or 
non-work situations. Don’t 
panic. Don’t try to blurt out 
your answer. Take a few sec-
ond to think – this shows 
confidence and assertiveness 
rather than weakness.

Don’t try to form your 
whole answer immediately - 
just try to say one or two sen-
sible things first – this gives 
you time to think further.

replies.
 Don’t fidget and try to 

avoid meaningless phrases 
like “you know”, “I mean”, 
etc.

Types of interview
Many large recruiters now 

used “structured” or “situa-
tional” interviews in which the 
questions are designed to help 
candidates give evidence of 
the personal qualities, which 
are needed to perform well in 
the job. Usually, you will be 
expected to given an example 
of how you have demonstrated 
these qualities in the past in 
reply to questions such as:

Describe a situation where 
you had to…
 Show leadership.
 Make a difficult decision.
 Work as a member of a 

team.
 Shown initiative.
 Change your plans at the 

last minute.
 Overcome a difficult  

obstacle.
 Refuse to compromise.
 Work with others to solve 

a problem.
 Tell me about yourself.
 Why did you choose the 

CA profession?
 Explaining gaps on you’re 

A.F. – e.g.: year out; unem-
ployment, etc.

 How would the experience 
you describe be useful in 
this company?

 What are your main 
strengths and weaknesses?

 What other jobs/careers 
are you applying for?

 Where do you see yourself 
in five years time?
Structured interviews can 

seem unfriendly and off-put-

 Who do you think are, 
or will be, our main  
competitors?

 What do you think makes 
you suitable for this job?

 What do you see as the 
main threats or opportuni-
ties facing the company?

 What image do you have 
of this company?
Avoid simple “yes” or “no” 

answers – if you are asked a 
closed question, open it up.

Give answers which are 
relevant and illustrate them 
with examples:

Interviewer: “This is a job 
with a very heavy workload. Do 
you think you could cope with 
that?”

Interviewee: “Well, during 

There may be many pos-
sible solutions to the prob-
lem. The interviewer won’t 
be expecting a perfect answer. 
What you actually say in an-
swer doesn’t matter, so long as 
it sounds reasonable, confident 
and well-thought-out, and you 
show awareness of the issues 
involved.

Questions which can be 
asked by interviewee

At the end of the interview, 
it is likely that you will be giv-
en the chance to put your own 
questions to the interviewer.
 Keep them brief: There 

may be other interviewees 
waiting.

 Ask about the work itself, 
training and career devel-
opment: not about holi-
days, pensions, and season 
ticket loans.

 Prepare some questions in 
advance: It is ok to write 
these down and to refer to 
your notes to remind your-
self of what you wanted  
to ask.
Interviewer: Well, that seems 

to have covered everything: Is 
there anything you would like to 
ask me?

Interviewee: Thank you. 
I’d made a note to ask about your 
appraisal system and the study 
arrangements for professional 
exams, but we went over those 
earlier and I really feel you’ve 
covered everything that I need to 
know at this moment.

You can also use this op-
portunity to tell the interview-
er anything about yourself that 
they have not raised during 
the interview, but which you 
feel is important to your ap-
plication. Don’t feel you have 
to wait until this point to ask 
questions – if the chance to 

ask a question seems to arise 
naturally in the course of the 
interview, take it! Remember 
that a traditional interview is a 
conversation – with a purpose.

Examples
These are just a few ideas 

– your should certainly not 
attempt to ask them all, and 
indeed it’s best to formulate 
your own questions tailored to 
your circumstances and the job 
you are bring interviewed for.  
Make sure you have researched 
the employer carefully, so that 
you are not asking for infor-
mation, which you should be 
expected to know already.
 I see it is possible to switch 

job functions – how often 
does this happen?

 Do you send your manag-
ers on external training 
courses?

 Where would I be based – 
is this job function located 
only in …?

 How easy is it for a new 
CA’s performance to be 
appraised?

 What is a typical career 
path in this job function?

 Can you give me more 
details of your training  
programme?

 Will I be working in a 
team? If so, what is the 
make-up of these teams?

 What is the turnover of 
CA’s in this company?

 What are the possibilities 
of using my languages?

 What are the travel/mo-
bility requirements of this 
job?

 How would you see this 
company developing over 
the next five years?

 How would you describe 
the atmosphere in this 
company?

Getting an 
interview 
is an 
achievement 
in itself.  
Only a small 
proportion 
of applicants 
are selected 
for an 
interview, 
so getting a 
call means 
you have 
already made 
a positive 
impression

ting to candidates. They do 
not give opportunities for dis-
cussion – when you have an-
swered one question as far as 
you feel you will be able to, the 
interviewer will move on to 
another topic. The advantages 
of these interviews is that they 
are standardised – important 
when many different inter-
viewers are assessing a large 
number of applicants – and 
that they are based upon the 
skills essential for the job.

Questions about your 
knowledge of the employer, or 
career area...
 Why do you want to work 

for us?
 Why have you chosen to 

apply for this job function?


