Curriculum Vitae

Exercise 1

Make a list of what you think a CV should contain. Read the text below and compare your ideas with the information given below.

Writing your CV

     A CV  or résumé is an outline of a person's educational and professional history. You should keep your curriculum vitae simple and concise. Your CV must be easy to read and tailored to what the reader is looking for. Your CV must sell you as it is a form of advertising and the product is you. When you are selling anything you need to get to the key points quickly. The quicker the reader can read and absorb the key points the more likely they are to buy.  A well presented and well-structured CV also indicates that you are professional, business-like and well organised.

     Short-listed and successful candidates are the people who provide employers with the best CVs and best covering letters. For all but very senior positions you should aim to fit your CV on one side of standard sheet of paper. A well-presented single side will always tend to impress and impact more than lots of detail spread over a number of sheets. Always try to use as few words as possible – in CV writing, like advertising, “less is more”.

     Changing CV words and phrases to suit different jobs is important. Writing and keeping file copies of your own different CV templates can save you hours of work when new opportunities arise. 

     There is no one correct way to construct a CV but standard CVs usually contain the following sections:

1. Personal details such as your name, address, telephone number etc.

2. Personal profile. In this section you describe what kind of person you are. Don't be modest and emphasise your strong points in a paragraph. 

3. Education and qualifications. Here you should briefly present your educational history and your qualifications. There's no need to give details about primary school.

4. Employment ( Work experience). This should outline the different jobs you have done. Start with the most recent one and include a short description of the main duties of each job.

5. Skills. Here you should list any skills that an employer might be interested in such as computer skills or speaking foreign languages.

6. Interests. This should include your leisure interests but avoid obvious ones such as reading or watching TV.

7. References. You should include two people who can provide you with a reference. One should be your last employer, if possible.

Exercise 2

Match the words on the left with their definitions on the right. Look at the text to help you.

1) outline
a) to make or adapt something for a particular purpose

2) concise
b) a model for producing similar examples 

3) tailor
c) the main ideas or facts about something

4) absorb
d) to understand

5) short-list
e) to start to exist

6) provide
f) short and clear

7) but
g) to put someone on a list of the most suitable people for a job

8) impact
h) except

9) template
i) to have an important effect on somebody or something

10)  arise
j) to give

Exercise 3

Use the underlined words from the text to complete the following sentences:

1. You are advised to contact your doctor if problems ___________ later in the pregnancy.

2. We are here to  ___________ the public with a service.

3. It's a lot of information to  ___________ all at once.

4. If you need to write a lot of similar letters, set up a  ___________ on your computer.

5. In this book he gave an  ___________ of Polish history.

6. She's been  ___________ for the sales director's job.

7. Allan's text is  ___________ and informative.

8. Nowadays there is the potential for women to  ___________ the political process.

9. Special programmes of study are  ___________ to the needs of specific groups.

10. Europe will be represented in all  ___________ two of the seven races.

Exercise 4

Look at the different sections of a CV . Match each section with the correct title.

1. Achievements

2. Special skills

3. Interests

4. Profile

5. Personal details

6. References

7. Work experience

8. Education

Name

Address

Telephone

E-mail

Date of Birth

Nationality

Marital Status
Richard Wilson

2 West Street

Southampton, SW 4 2AA

0608 2728

richwil@yahoo.co.uk
3 February 1975

British

Married

     b)   Swimming, football, cricket and photography

     c)   

· Contributed to the development of a successful sales strategy

· Had the best sales results of the team during the last five years

· Coordinated the work of sales personnel

     d)   2004 – present      Assistant Sales Manager at Chem Products Ltd

           1998 – 2003          Sales representative for Quark Electronics Ltd

     e)

Mr James Smith 

21 Manor Road

London SE 14

(Sales Manager at Chem Products Ltd)
Mrs Jane Sayed

17 Queen Street

Bradford SW 3

(tutor at University of Leeds)

    f)  2001     MA in International Business, University of Southampton

        1997      BA degree in Marketing, University of Leeds

    g)  

· Proficient user of MS Windows, MS Word, MS Excel

· Fluent German

· Good working knowledge of French

     h)   

An Assistant Sales Manager in a medium-sized company, Chem Products Ltd, seeking a more challenging position with more responsibility. Resourceful and able to work on own initiative to tight deadlines.

Exercise 5

Decide on the best order for the sections in ex. 4.

Exercise 6

Write your CV in English.

Answer Key

Exercise 2

1c, 2f, 3a, 4d, 5g, 6j, 7h, 8i, 9b, 10e

Exercise 3

1. arise, 2. provide, 3. absorb, 4. template, 5. outline, 6. shortlisted, 7. concise, 8. impact, 9. tailored, 10. but

Exercise 4

1c, 2g, 3b, 4h, 5a, 6e, 7d, 8f

Exercise 5

5, 4, 1, 2, 7, 8, 3, 6

