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EDUCATION

• Do I put Education first or last or somewhere else ???







PUT YOUR EDUCATION 
FIRST:

• When you feel your education says the most about the skills. This 
is typically true when you have just graduated and are looking for 
your first full-time job. 

• When you have made a career change, been re-trained for a new 
profession and feel that your experience does not permit you to 
focus on enough job-related skills. 







PUT YOUR EDUCATION 
SECOND

• When your experience shows more about your skills 
than your education does.

• When years of work experience separate you from your 
school or university years.



WHAT DOES THE CV SHOW ?

CV is successful when

• It shows you working

• It shows the problems you have dealt with

• It shows your involvement

• It shows results you have reached

• It shows skills that will produce benefits



BASIC INFORMATION TO 
PROVIDE ON ANY CV

- Experience and Education are the two most important 
parts of any CV. 

- All your capabilities and skills to perform useful services 
for the company should normally be visible through 
these headings.



HOW DO I TALK ABOUT MY 
DEGREES ?

• “My degrees are ‘diplom’.

June 2016   Master’s in biology, majored in microbiology, 
faculty of  science, Biskra university, Algeria

• “I graduated from “X University.” 

• “I am finishing my 5th year in X University.

• “I hold a degree from a high School X country. 



EXPERIENCE

• Experience of work is very important to talk about in a 
CV.

• Ex.

2015-Present  Name of company 

city, Country.

fonction: 



LANGUAGES

the “Languages” heading is extremely important on CVs 
where applicants are offering skills to work 
internationally.

• Arabic : mother tongue

• English: fluent. Many lectures in English

• French: excellent command. following all courses and 
writing reports in French.

• Italian: good command. Understand TV and radio. Can 
write simple letters



ACCOMPLISHMENTS OR 
ACHIEVEMENTS

• They come from activities that are not work-related.

For example. Computer skills.

PERSONAL INTERESTS (ok, but not really important)

For example; reading, music, sports.etc.....



WHAT INFORMATION SHOULD 
YOU GIVE UP?

• Addresses; Put only one address on a CV, the one 
where you want to get important mail.

• Age or birthday; just type it as “25 years old.”

• Birthplace; Most birthplaces offer little useful information 
you can control.

• Nationality; not important



HOW TO STRUCTURE THE 
CV









COVER LETTER

What does the letter tell ?

• First, it says “Hello”

• It tells them why you are writing

• It tells them what you know about the company and 
why you are applying to them

• It tells the company what benefits you offer

• It says what you want in return



COVER LETTER



THE LETTER:FROM TOP TO 
BOTTOM

The Sender’s name and 
address (including phone 
and e-mail)

Who you are, and where 
you are writing from or 
where you want to receive 
your mail – or your calls

The Date When you wrote your letter

The Receiver’s name and 
address

Who specifically you want 
to read your letter and 
where they work

The Salutation How you say ‘hello’ to the 
receiver/reader



The Body of the letter Your opening and skills paragraphs, your

‘sales arguments’

The Closing Your reaffirmation of interest in the job 

and the company

The Complimentary 

Closing

Your way of saying goodbye in one or 

two words

Your Signature Personalizes the letter and shows that it is 

not a mass mailing circular letter

Your typed name Under your signature it allows the reader 

to know who signed that unreadable 

signature

Enclosures The abbreviation ‘Encl’ followed by the 

words Personal CV or Resume









THE CONTENT OF THE LETTER



THE OPENING PARAGRAPH 

I have been told that Canon, Inc. is looking for students 
to conduct surveys about your new photocopier range. 
I think I am in a good position to apply for this job.



THE READER LEARNS FOUR 
THINGS RIGHT AWAY: 

1. The writer is a student

2. She wants a temporary job

3. She is offering to carry out market survey

4. She feels qualified



The skills paragraphs



TECHNICAL SKILLS

• A series of courses devoted to marketing research in 
my Business School have provided me with a solid 
theoretical foundation for such work. Many class 
exercises in working up questionnaires, processing 
statistical data and reporting succinctly on findings 
have prepared me for both desk research and field 
work. I also recently took part in a nation-wide survey 
of French business leaders, which made me 
operational in conducting business surveys from the 
exploratory phase to the final report.



Paragraph 2 deals with technical skills 

acquired through education and 

experience.



PEOPLE SKILLS

• I feel I have developed good contact skills, whether 
dealing with customers or suppliers. Working in sales 
brought me in touch with many managers and taught 
me to listen well to customer problems and get 
valuable information to report to the home office. 
Whether as a member of a team, or in the field, I have 
learned to assertively offer creative and useful 
suggestions, while maintaining good relations with my 
co-workers.



1. Paragraph 3 deals with human skills, 

portraying the writer as a good 
contact person for the company and 

in the company.

2. the writer also tries to communicate 
something important he is productive 

and yet a team-player.

Other important words – adjectives and adverbs –
communicate a feeling of utility and confidence: 
‘good position,’ ‘solid foundation,’ ‘operational,’ 
‘good contact skills,’ ‘listen well,’ ‘valuable 
information,’ ‘assertively,’ and ‘creative and useful 
suggestions. 



INTEREST IN THE BUSINESS 
LEARNING

• I have been reading up on developments in the 
European photocopier market to prepare myself for the 
opportunity to work for you. I know the competition is 
tough and that digital technology is reconfiguring the 
industry. I would like to have the chance to learn more 
about this industry by carrying through a research 
project for you.



• In paragraph 4 the writer comes back to the recruiting 
company and its business, reinforcing his appeal by 
showing that he is really motivated through the efforts 
he has made.

• tells them what he knows about the company and why 
he is applying to them

• he finishes by repeating his request for a job and 
directly linking it with a service she is offering!



CLOSING 

• I hope to be hearing from you soon.



She concludes with a simple 

reminder  that they should contact  

her.



COMPLEMENTARY CLOSING

• Yours sincerely,



LINK THE CV AND THE 
LETTER

LETTER
• Marie speaks of Business School.

• She mentions a ‘nation wide survey’.

• She speaks of ‘working in sales’ (obviously 
Business to Business).

• She speaks of ‘offering creative and useful 
suggestions’. 

• She refers to ‘reporting’ twice in her letter.

CV
• The recruiter finds the name, place and

level of the school. 

• The recruiter scans the CV down to

Achievements where he finds out the details.

• The latest work experience as a sales rep 
suggests Marie has a solid understanding of 
corporate clients.

• The Assembly worker job, which might be 
unimportant on her CV, suddenly provides a 
chance to sell this skill.

• The reader finds two specific jobs where she 
‘reported’: in accounting and in assembly, 
besides the ‘start-to-finish

business survey’.



MISTAKES TO AVOID......
IN SUMMARY, COMMON MISTAKES 

TO AVOID ARE:

• • Talking to yourself:

• • Touching on sensitive areas:

• • Trying to say everything:

• • Organizing badly:

• • Providing irrelevant or negative information:



‘ADJECTIVES TO DESCRIBE 
WHAT KIND OF PERSON YOU 

ARE’
• Able to take stress

• Aggressive

• Analytic

• Assertive

• Capable

• Careful

• Cautious

• Cheerful

• Considerate

• Creative

• Curious

• Efficace sous le stress

• Accrocheur, offensif

• Analytique

• Assuré

• Capable, habile, compéten

• Consciencieux

• Prudent

• Attrayant, joyeux

• Prévenant

• Novateur

• Curieux



• Dedicated

• Demanding

• Dependable

• Determined

• Diligent

• Easy-going

• Effective

• Efficient

• Energetic

• Enterprising

• Dévoué, consciencieux

• Exigent

• Sûr, fiable

• Décidé, résolu

• Assidu

• Facile à vivre

• Efficace, décisif 

• Efficace, compétent 

• Vigoureux, énergique

• Audacieux



• Fast

• Flexible

• Friendly

• Goal-oriented

• Go-getting

• Hard-working

• Helpful

• Honest

• Humorous

• Rapide

• Souple, maniable

• Accueillant

• Ambitieux

• Motivé, plein d’initiative

• Travailleur

• Serviable, efficace

• Loyal, intègre

• Humoristique, amusant



• Imaginative

• Insightful

• Intellectual

• Intelligent

• Natural

• Observant

• Organized

• Imaginatif

• Perspicace

• Intellectuel

• Intelligent

• Naturel

• Perspicace

• Méthodique



• Patient

• Performance-oriented

• Persistent

• Persuasive

• Practical

• Precise

• Ready and willing

• Resourceful

• Responsible

• Risk-taking

• Endurant, patient

• Visant le rendement

• Obstiné, tenace

• Convaincant

• Pratique

• Précis, méticuleux

• Volontaire, toujours prêt

• Ingénieux, débrouillard

• Fiable, sûr, sérieux

• Ayant le goût du risque, 
entreprenant



• Self-confident

• Self-starting

• Sensitive

• Sincere

• Straightforward

• Street-smart

• Supportive

• Thorough

• Thoughtful

• Warm

• Sûr de soi, confiant

• Motivé, plein d’initiative

• Sensible

• Sincère

• Franc, honnête

• Averti, expérimenté

• Qui donne son soutien

• Approfondi

• Réfléchi

• Chaleureux



FOUR BASIC STRUCTURES 
FOR CVS

Actually there are four basic structures that may be used, 
and even mixed successfully: 

• 1. The Chronological CV

• 2. The Skills or Experience Areas CV

• 3. The Abilities and Achievements CV

• 4. The Letter/CV Combination












