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Creating an Outline for your Text
Criteria to help decide what you want to discuss in further depth

1) the project brief

2) the nature of your work 
3) your career plans 

Brief
You may also find the following helpful when considering this Resume:

1. Try to bring out the competencies, such as those shown in the RICS Table of Competencies

2. Remember that this is a report and not an essay, i.e. use headings, Introduction, Conclusion etc

3. Try to relate theory and practice where possible and bring out evidence of CPD

4. Emphasise development of transferable skills

5. Highlight examples of problem-solving, decision-making etc.

Example 1
Introduction

Context – what my job is (briefly)

outline: which areas this resumé focuses on


and which ones are left out

Main Body

Example 2
Introduction

Context – what my job is (briefly)

Medium size construction company; mainly working on projects in West of Scotland

outline: which areas this resumé focuses on

was involved quite a lot in tender process, so learned a lot in this area; also about tendering for different parts of the construction process (cladding for Viewhill, HVAC for Heather Row), so could observe same process in different contexts; focus on that 

other areas to focus on…..


and which ones are left out

later stages less relevant for these main projects at the moment, although I did a little bit of work on that with regard to phase 2 of a residential construction in Fiddler’s Lane (post-contract control), but less relevant, so won’t focus on this
Main Body

Planning Major Sections – Example 3
MAIN BODY

Competence(s): Tendering

Competence(s): Interpersonal and Communication Skills
Example 4
MAIN BODY

Competence(s): Tendering

What?

So what?

Then what?
Competence(s): Interpersonal and Communication Skills
Example 5

NEGOTIATING AND WRITING CONTRACTS (the overall process I was involved in a lot)

RISK MANAGEMENT (an essential part of contracts, identifying risks and deciding who needs to take responsibility for them)

INSURANCE (because this is an important way of mitigating risks in projects; again needs decision who is responsible for this)

Example 6
Main Body
Competence: Tendering

Competence: Communication Skills (without being involved in tendering, I would not have found out about the importance of clarity in oral communication, as a  minor misunderstanding in negotiations can mean the wrong tender is accepted)
