== A

CURRICULUM
VITAE

CV OR RESUME

QA



e
—
i

== == "’"-—___ s . -—::_7/-’—-

Curriculum Vitae

Curriculum Vitae (CV) means "course of life" in Latin

A CV is a written description of your work experience,
educational background and skills

A CVis a typically a "living document” which will reflect
the developments in a professional’s career
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Purposes of a CV

* Marketing tool: First impression is the one which lasts

* Request for an interview: We are always looking for
jobs

* Your “big picture”: A detailed snapshot of your
professional and academic life
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EDUCATION

* Do | put Education first or last or somewhere else ?7??



CV Formats

* Chronological
* Functional

* Chrono-functional
/Combinational/Combined
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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.



* Focuses on the skill set
of an individual
* Mainly used by
individuals
e with significant gaps in
employment

* a mixed employment
background

e very short work history
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Functional

Example of a functional CV
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* Specific work experience

* Specific skills and talents

* Used mainly by
individuals

* Freshly graduated from
school

e With uninterrupted
work history

» Applying for specific
jobs

Combined Resume, URL:"http: //www.resume-resource.com/Exa mples/functional-resume-sample gif", Feb 12, 2012
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I PUT YOUR EDUCATION

SECOND

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

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



WHAT DOES THE CV SHOW ?

CV is successful when

e |t shows you working

|t shows the problems you have dealt with
e |t shows your involvement

e [t shows results you have reached

e [t 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 | TALK ABOUT MY
DEGREES ?

« “My degrees are ‘diplom’.

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

- “l graduated from “X University.”
* “l am finishing my 5th year in X University.
* “I hold a degree from a high School X country.



o
EXPERIENCE

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

e 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.

* [talian: 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.efc.....
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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



HEADINGS CAN MOVE!

STANDARD STRUCTURE

e |
NAME

ADDRESS

i~
.
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SPECIAL INTERESTS:

SPECIAL STRESS

-~

NaME
ADDRESS

LANGUAGES:

(:1 EDUCATION:

WORK EXPERTENCE:

SPECIAL INTERESTS:

e "
HOW TO STRUCTURE THE

CV
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David Gibbons

57 Outlands Road. Dingley, LE16 951
Mobile: 079 3316 8158 E-mail: David.gibbons@live.co.uk

Personal Profile Statement

A motivated, adaptable and responsible Computing graduate seeking a position in an IT
position which will utilise the professional and technical skills developed through past
work experiences in this field. I have a methodical, customer-focused approach to wnrk\
and a strong drive to see things through to completion. In my current job, T have

»
managed the launch and migration of two major IT systems which was completed
time and within budget. V
Achievements

e Implementing major systems with zero downtime and ze S5

+ Employee of the month for two consecutive months
e Member of the British Computing Society

Education

2009 — 2013  BSc Computer Scie s) Aston University

o |st Class Degree with Pro@l ment
Relevant Modules:

Professional and @spects of Computing (73%)
% 1 abase Systems (59%)
: adSrmation Systems (93%)

Becurity (67%)
puter Interaction (309)

BTEC National Diploma in IT Hall Green College

LI B I ]

2007
o Grade Achieved: Triple Distinction™®
2000 — 2007 Bournville Secondary School

e 8 GCSEs at grades A*(C,

Employment

Jun 2008 — Present IT Manager Maplins

« Mentoring and training new IT staff;
e Researching, installing and configuring new computer systems;
« Ensuring that all relevant licensing laws are adhered to;

Page 1 of 2
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Employment

2011 — Present [T Support Assistant  ABC Electronics Ltd.
2008 — 2011 IT Admin  Dana Corporation

2006 — 2008 T Assistant  M&M Electric Vehicles Ltd.
2005  Cleaner K Lacey Ltd.

2003 — 2005  Housekeeper  Plaza Hotel

2002 Packer  Packaging Products Ltd.

2000 — 2001 Cleaner  TB Group Inc.

Qualifications Q

2004 — 2007  BSc Psychology, University College BQQ

Skills

« Excellent communication skills £+

+ Excellent management skills

«  Great IT skills Q

Hobbies and interest

ootball, going to the gym, eating out with
ifg and going to church on Sundays.

References

My Evan

Tesco

Birmingham, West Midlands, Bss 1KE, United Kingdom.
Tel: 078 4320 3833

E-mail: evan.sandersg2@hotmail.com

Curriculum Vitae

Address: 66 Hendford Hill, MOULDSWORTH, WAG 8DE, United Kingdom

Tel: 07900257283 Email: coolguy(07@hotmail. co.uk
DoB: 27 February 1983 Nationality: British
Gender: Male Marital-status: Single

Personal Profile:

1 am a hard-working individual who enjoys working. I am excellent at meeting deadlmes. I
have two years of experience in business and I would like to contribute to a business with my
excellent skills and past work experience.

Education:
1991 - 1992 Collingham Gardens Nursery
1992 - 1996 Stamford Primary School ?,
1006 — 2002 Hall Green Secondary Schog] Q\,
2002 - 2004 A-Levels Sandwell Sixth Form l@

» English: A*

+ Mathematics: C

+ Biologyv.B

+ (Geography: A

* Business: C

October 2004 - Tune 2007 & irmingham  BSc Psychology

Work:

2011 - Present IT Support Assistant ABC Electronics Ltd.
2008-2011 IT Admin Dana Corporation

2006 - 2008 IT Assistant M&M Electric Vehicles Lid.
2005 Cleaner KlaceyLtd

2003 - 2005 Housekeeper Plaza Hotel

2002 Packer Packaging Products Ltd.
2000-2001 Cleaner TB Group Inc.

Hobhies:

1 enjoy skimng, hiking, playing football, bird watching and going to Church on Sundays.
Reference:

Mr Evan

Tesco

Birmingham, West Midlands, B35 IKE, United Kingdom Europe, World, Universe.
Tel: 078 4320 3333
E-mail: evan. sanders82 @hotmail.com




COVER LETTER

What does the letter tell ?
e First, it says “Hello”

e |t fells them why you are writing

e |t tells them what you know about the company and
why you are applying fo them

e |t fells the company what benefits you offer
e |t says what you want in return



LETTER LAYOUT

Rersyer’s Sender'sname Hate
name & LR ——
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Closing
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Complimentary m— )
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COVER LETTER

Janet Lands

Hiring Manager
Strangelove Systems
123 Wall Street

New York, NY 10001

Dear Janet:

. Fromthe description,

Given my proven expertisein m*
will bring immense value to your organization. I'm available by e-mail or

phone (ASNESD

Sincerely,

Sarah Yang

Enclosure

and look forward to speaking with you.




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

The Date

The Receiver's name and
address

The Salutation

THE LETTER:FROM TOP TO

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

When you wrote your letter

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

How you say ‘hello’ fo the
receiver/reader



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

The Closing
The Complimentary
Closing

Your Signhature

Your typed name

Enclosures

‘sales arguments’
Your reaffirmation of interest in the job

and the company
Your way of saying goodbye in one or

two words
Personalizes the letter and shows that it Is

not a mass mailing circular letter
Under your signature it allows the reader

to know who signed that unreadable

signature
The abbreviation ‘Encl’ followed by the

words Personal CV or Resume



bl = T el D&

23, s Whoooer Floginss
L2800 Trwrsdl=, Framass
el E3-F-[E R T FS

ol -l bl Sl S
FHprd L5, L9

e e

Slarhzcra Nlaea s

e,

el i

T s The=rasrn

T Saoger sty ool il s bt B Dot ieal o ERacliralh e <SSl cREreteE Bteoal - el
ettty ahaceame raesgs D Peck | B s 8 paiece il b apea by B rhis ok

A perirs Ol cooreed Seaoded [ rSarkess g senegschh = oy Hoslsesl Sl R
pocidad et twih &tk Tetosshcal foesdabkoes Faf sackh wemen. Selaeess Clasid emssciied B

earbrgd Lt petEleresidess, pecetsiiibras Slaliinen ddeds Gl reparsegl sescEecily o feacbegis
Feiter presmaared re For Sodk el reasare s asd Sl wor® | el serard e e Pl b9 d reld oy

ke grreesy of Freesh Bsieein edefeey abde® sacde ree opscsaioas] n oosdectirgg Bty
St oo e aocpdsginrs plade k3 e Ml mepanes
I feel 1 Eaeee deeclaged geacsd sordssy Ehile whedhes degkeg orith COESTstrE oF

sagel jars Uonriteg b Eabef Broas g et i Reoach weith el s iasaees. Serml Limsgd ree B LiEEew
] B3 i P el el et LRl b S el Bt L SRt B s o ooTEoes CATee iy

EE B resanker Of B EGee, oF i S el T R Raesst O aaiertiee s ol eseead e aret aie Fal
g s, Wi el erirgn o retlad boeriE SRS SR OO 0TI

I Pares Sees adial 22 on dewelagaesx b e Boropeds SSSaes@ids reases W
presaere e T fior et SeaceTord sy o Seork Fae yoas 1 hreoey et Soervseriniss B keaah sl i
el erSaslegt S recceli@eteg the Ecbagaey. | woah] ke oo Paise e el o EEss paose-
Elas ek ity e CETyerd oA d re il P Seoeet et e

Tomose b Pearisa Foes Yoo Ross
R T T E e
. R

SfEser Tl E:



Ml Tailka
123, e Wicnig Higo
| &80 Trorrnille, Erance
Bzl PRl SdTAED
miadl s email com
&pnl 15, 1068

Fiemer Tiemens

Warketing Mapager

Cunn,

e e bk

Treas M. Tearedn,

[ Barve beea told fm Canon. 1a. is laking for sindents 2 condunt surveys sboul your
e photocopist gage. | Rink 1 e 3 pod pesilios W apply Dir Lhis joh

A mnes of conrss deveied be markeing ressanch in my Besness Schood e
mended  me Wl g wld el findawon foe wich ok Mary das genais in

wirlang pquestiannaires, processing simigical dat and reponing sxceimody an findings have
prepieal me Toe both desbl rescarch and Nkl work 1 ok eecatly wok piet in 3 satin-sdks

servey of Prench basness leaiders. which made me aparmonad in cordudieg Menss ameys
leam the cupleralery phasc ke the Nisal repest

[ el [ have devdloped good comisc skills, wheiber dealing wih cagomers o
ieppiers, Workmg m saka bregghl me n oich with oy maragen i laeght me ol
well e onioner preblems od g2 valushle informanon o repon o the bome affice. Whether
i by o Leam, o i the fiekd, T hinie lemsed o irstinely alles credive dnd asall
sugpestions, whik: mainianing pood sfations with my ce-warkers.

| bawr bem mesdmg op oo devlopmends in the Esnpean phelesoprr mrkat e
e el Sar e oppeniendy w0 work oo pei | KBosy the conapeition (s (ough e thal
digital teckrod gy is reeonfipunng the mdustre, 1 weald bke 12 b the chmee 1 leam more
oot this indh ey by corrpng dooagh 3 ssemch peagect Tor vou

| Beg o by heaning from you seen

Turdis smcerely,
Warie Taillat
blarie Tailm
Encl: Peigoaal CV

/

N

A

n-...LE_'Jrr.rn-:'r 1947

Marie Tasllar

123, nue Wictor-Hugo
14300 Trouwlle, France
tel; 13-2-15F449-T4-849
mtaillat@ermail com

EDUCATION

Currently in Master of Marmagement Program ¥ School of blasagement.

11 Admitbed to Master's program an compeetilive examinalion,

ramking 51 out of 3000 condsdates.

W4T Pre-Business Adminssiration Schesal, P, France,

WORK EXPERIENCE
Semmen 1968 British Telecom, Eest Anplie. Colohestes, Base x

Sales representative in Business Systems Depanment. Trained
in British Telecom selling methods in o twoweek course.
Assigned e ke over from regular in fax machine salbes.
Researched prospects, visited several hundreds of firms,
DBeveloped =les approaches o mnew dormanl accounis,
Wegataled praces amd s ol payewnl. Ranked #ik in the
traphy betweeen 50 lomgsandmp represenbalivies and sovice,

Atamiei {heivicals, Pans, Frabce

Accoaniant; Kept Foreipn cistomer snd anspiorier acodunts,
Wrate & repart assessing the organization of customer and
supplier services.

Sormmer |#95

SPES cardboard indusiry, Momtrouil. France.

Smembly worker Mo packages Tor porfume indudiry. Niliced
aned meporied wase of wme and produtcs dies w0 o5 bl
crgamizaiion on the mesembly line, Prapased selutions to
improved the srganization and the conirel of quality, Ingroved
productivity raie,

UL, Bandk, {heitan, Framee,

Cownter clerk: Entered customer’s deposits and withdrawals
deliversd check books apd creds cands, Answered <usiomer's
questions about Stock Exchange.

Sermime |9

ACHIEVEMENTS
flamaged a studend polling a=sociation : sapervised a starliHo-finish business




Writing
Style
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. Resume

Summary

Employment history and work experience
Education and qualifications

Contact details

Chronological — work experience in date order

Functional - prioritising skills & experience by
relevance, rather than by date

Combination / Hybrid - Blend of Chronological and
Functional

Targeted - Specific to the role you're applying for
(Quick Tip: this is the best one!)

Third person

Short & concise

Bullet points

2 pages

Cover Letter

Where you heard about the job to which it refers

How your skills and experience are relevant to the job
and the business

Why you are interested in the job and the business
Examples of your relevant abilities

Your address in the top right-hand corner

Address of the recipient on the left, below your
address

Formal greeting, such as ‘Dear Sir / Madam’
Series of paragraphs
Formal sign-off, such as ‘Yours sincerely’

First person
Full sentences

Use of paragraphs

1 page



THE CONTENT OF THE LETTER
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THE OPENING PARAGRAPH

| have been told that Canon, Inc. is looking for students
to conduct surveys about your new photocopier range.
| think | 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



e

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. | 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

* | feel | 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 fo customer problems and get
valuable information to report to the home office.
Whether as a member of a team, or in the field, | have
learned to assertively offer creative and useful
suggestions, while maintaining good relations with my
co-workers.



gragraph 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 fo 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.
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INTEREST IN THE BUSINESS
LEARNING

* | have been reading up on developments in the
European photocopier market to prepare myself for the
opportunity to work for you. | know the competition is
tough and that digital technology is reconfiguring the
industry. | would like to have the chance to learn more
about this indusiry 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!



== A
CLOSING

* | hope to be hearing from you soon.



=

She concludes with a simple
reminder that they should contact
her.

§



B o

COMPLEMENTARY CLOSING

* Yours sincerely,



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.

LINK THE CV AND THE

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 workedob which might pbe
unimportant on her CV, suddenly provides a
chance to sell this skill.

+ The reader finds two sPecmc jobs where she

‘reporfed’: in accounting and in assembly,
besides the ‘start-to-finish

business survey’.

§



IN SUMMARY, COMMON MISTAKES
TO AVOID ARE:

« o 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

« Able to take stress
« Aggressive
« Analyfic

« Asserfive

« Capable

« Careful

« Cautious

» Cheerful

« Considerate
» Creative

« Curious

ARE’

» Efficace sous le stress
« Accrocheur, offensif
« Analytique

« Assuré

« Capable, habile, compéten
« Consciencieux

* Prudent

« Attrayant, joyeux

« Prevenant

« Novateur

« Curieux



Dedicated
Demanding
Dependable
Determined
Diligent
Easy-going
Effective
Efficient
Energetic
Enterprising

Dévoug, consciencieux
Exigent

Sur, fiable

Décidé, résolu

Assidu

Facile a vivre

Efficace, décisif
Efficace, compétent
Vigoureux, énergique
Audacieux



Fast

Flexible
Friendly
Goal-oriented
Go-getting
Hard-working
Helpful
Honest
HuMorous

Rapide
Souple, maniable

Accuelllant

Ambitieux

Motivé, plein d'inifiative
Travailleur

« Serviable, efficace

« Loyal, infegre

« Humoristique, amusant



Imaginative

Insightful
Intellectual
Intelligent
Natural
Observant
Organized

Imaginatif
Perspicace
Intellectuel
Intelligent
Naturel
Perspicace
Méthodigue



Patient
Performance-oriented
Persistent

Persuasive

Practical

Precise

Ready and willing
Resourceful
Responsible
Risk-taking

Endurant, patient
Visant le rendement
Obsting, tenace
Convaincant

Prafique

Précis, méficuleux
Volontaire, toujours prét
Ingénieux, debrouillard
Fiable, sUOr, sérieux

Ayant le goUt du risque,
enfreprenant



« Self-confident « SUr de soi, confiant

« Self-starting « Motivé, plein d'initiative
« Sensitive « Sensible
« Sincere « Sincere

Franc, honnéte
Averti, expérimenté
QuUI donne son soutien

 Straightforward
o Street-smart
« Supportive

« Thorough « Approfondi
« Thoughtful « Réfléchi
« Warm « 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



—

Tasks:

Photography- Business Development Manager- Certificate in Presentation Skills- Degree in

Marketing-Taekwondo-Professional blogger- Research Assistant - Sales Executive- Class B

driving licence- Proficient knowledge of analytics software- Masters in Public Relations and

Digital Marketing- Diploma in Innovation Design

§

Work experience

Education

Skills and Interests




Task 1

Are the sentences true or false?

1. It 15 a good idea to start with a short summary about you.

2. You should wnte your work history in order, with your most recent job at the end.
3. You should list all your responsibilities in detail.

4. You should give the full title of your qualifications, with the date you

passed each one and the organisations that awarded them to you.

5. It1s a good 1dea to include hobbies if they are relevant to the job.

6. Include references to support your application if you can.
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Work experience

Education

Skills and Interests

Business Development
Manager

Sales Executive
Professional blogger

Research Assistant

Certificate in Presentation
Skills

Degree in Marketing
Diploma in Innovation
Design

Masters in Public Relations

and Digital Marketing

Proficient knowledge of
analytics software

Class B driving licence
Photography

Taekwondo

Task 1



Task 2

Put the words and phrases in order to make sentences.

1. roles. - I have-in various-experience-five years’

2. My-involves working-deadlines. role-tight-to

3. a-create-ability to-1 have-successful-campaigns.-proven

4. digital-in-specialise-I-marketing.



Task 3

Write the correct form of the word 1in brackets.

1.

2.

3.

lhaveaproven ........................ to deliver successful marketing campaigns. (able)
lamastrong .........ccciiiiviiiiiiiiiinann... . (collaborate)
I have specialist ..............................of marketing. (know)
dusemy oo Inanalytics to assess the success of campaigns. (expert)
dwas oo Tor the overall social media strategy. (responsibility)
Iplayedakeyrolein ............ooiiiiiiiiinn ... campaigns. (number)
Astartedto ...ooooiiiiiiiiiiiciiaeenev .. my blog through sponsored posts. (money)
. I worked on several initiatives to boost customer...................cooiiee. ... (engage)



