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Be relevant

The key to a great CV is helping you stand out. You need to present yourself well, but you also need to ensure the experience you are communicating is relevant to the job.
Mind your language
Avoid tired expressions such as passionate, hardworking and team player. “It does depend on the type of job you do, but use descriptive words that mean something.
Pay attention to detail
It’s hard to be positive about yourself because we tend to be quite humble, and it’s hard to read your CV as if you’re seeing it for the first time. Show it to someone you trust – ideally, someone who has worked with you – and ask for feedback.
Keep it short
Be concise and don’t be afraid to delete experience if it’s not relevant to that role. People talk about the traditional two-page limit, but it depends on the sector and the seniority you’re going for but, broadly speaking, if you can keep it to two pages, the recruiter will be delighted.
Be accurate
Recruiters will judge you on mistakes, either in structure or in spelling or punctuation. “Use auto-correct, but also get other people to check for errors.
Include interesting hobbies
Team sports look good or something which show a degree of dedication, but avoid things that are ‘I go out and enjoy socialising’ because that doesn’t tell them anything more about you as a person.




2.What is a letter of complaint. Its structure
Complaint Letter Format: A complaint letter is a letter written to concerned authorities if we are not satisfied with the service provided by them. These letters are usually formal in nature. Sometimes when we order a product and it is received defective then we write the letter to the related person or company, complaining about the product. Hence, appropriate action will be taken by the concerned department for the complaint raised.
There could be many reasons for writing complaint letters such as for wrongdoing, grievance, offence, resentment arising out of product or service, etc. It is the right of every citizen of the country to raise the complaint for unfair things happening to them and get a productive result.
For example, if the roads in your area have potholes, then we need to write a letter to the relevant department to make it fixed. Else it could be a problem for the people who are residing in such areas to travel. It may also cause pedestrians to fall or road accidents. Therefore, it is necessary to take the desired action against it.

Structure Letter Format
SENDER’s ADDRESS- The sender’s address is usually put on the top left-hand corner of the page.

DATE- The sender’s address is followed by the date just below it, i.e. on the left side of the page. This is the date on which the letter is being written. It is to be written in expanded form.

RECEIVER’s ADDRESS- Whether to write “To” above the address depends on the writer’s preference. Make sure you write the title/name/position etc of the receiving official, as the first line of the address.

SALUTATIONS- This is where you greet the person you are addressing the letter to. Bear in mind that it is a formal letter, so the greeting must be respectful and not too personal. The general greetings used in formal letters are “Sir” or “Madam”.

SUBJECT- Then we sum up the purpose of writing the letter in one line. This helps the receiver focus on the subject of the letter in one glance. It is important to underline the subject.

BODY- This is the main content of the letter. It is either divided into three paragraphs or two paragraphs if the letter is briefer. The tone of the content should be formal. Do not use any offensive language. Another point to be kept in mind is that the letter should be concise and to the point. And always be respectful and considerate in your language. It should include-

How To Write A Complaint Letter?
The tips to write the format of complaint letter are:
· Write the letter in a polite manner. Though you have a complaint regarding something and you are frustrated, but if you write the letter politely then it gives a good impression to the concerned person and chances of getting a resolution are also good.
· Always introduce yourself first at the left of the letter
· Never forget to mention the date of writing the letter
· The letter of receiver or recipient should be properly mentioned along with Pincode.
· Mention the purpose of writing a letter in the subject line
· Start the letter with a salutation or proper greeting.
· Write the first paragraph by introducing yourself, and then writing the purpose of writing the letter. It should be very loud and clear.
· In the second paragraph give a brief description of the complaint and what problems it is causing to you. Do not deviate from the main topic.
· The third paragraph should include the conclusion part, where you state the resolution for your problem.
· Close your letter by thanking the person for giving time to the letter.
· Check the grammar and spelling mistakes if any.
· You can highlight the important points in the letter, to grab the quick attention of the reader.
· Present the letter in a proper format.










