
Structuring your CV 
Avoiding common CV mistakes 
Creating a strong first 
impression
Identifying your key skills 
Highlighting your work 
experience
Detailing your education and 
qualifications
Demonstrating your interests 
Providing references

h<***'

You’ve research e d  yo urse lf  and ide ntif ie d yo ur d re a m job . 
You’ve research e d  the m ark e t  and found a vacancy . So  how do 
you put to g e t h e r a CV th a t  will g u ara n te e  you an in t e rvie w?

1 a In p airs , d iscuss th e  followin g q uestions.

1 W h a t  d oes CV stand fo r?
2 W h a t  is a CV co m m o nly called in A m erica n  En g lish?
3 W h a t  is the main purp ose o f a C V?
4 W h a t  a re  the key q ualit ies of a successful C V?
5 How m any sections a re  th ere  in a typ ica l C V? W h a t  

are  t h e y?
6 W h a t  is th e b est way to structure  th e co n te n ts of yo ur C V?

�  2.1 Listen to  Silv ia  and her frie n d , So p hie , d iscussing CVs. In p airs, d iscuss 
th e  followin g q uestions.

1 W h a t  a re  the two m ost p o p u la r ways of structurin g  a CV?
2 W h a t  are  the key d if ferences b e twee n th e  two m ost p o p u la r ways of 

structurin g  C Vs?
3 D oes any of So p h ie ’s a dvice  surprise  y o u?

^2.1 Listen again  an d co m ple te  th e  followin g CV structures .

C hronological CV Sk ills - based CV
\ Youv in large le t t ers 9 ________________

d e ta ils2
3
4
5
6
7
8

( )
/ Aca d e m ic q uali f ica tio ns

Act ivi t ies and 
A d d it io nal

10
11

12

13
14
15
16

in large le t t ers 

/ C a re e r profile
Key

details
/ Pro fessio n al q ualif ica tio ns
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d Look a t  th e  two versio ns o f her CV t h a t  Silv ia  p re p are d . Which  a p p ro ach 
has she fo llowe d fo r each ve rsio n? Wh ich  CV do you p re f e r?

e  C o m ple te th e  fo llowin g CV using a p as t form o f th e  ve rb s in th e  box.

achieve complete coordinate develop hold
organise persuade represent research work

Silvia Carnali
Home address:

Telephone:
Email:

42 Hampstead Rd 
London NW3 
44 (0) 207 862 4567 
s carnali@hotrnail.com

Date of Birth: 14 February 1986 
Nationality: Italian

Education
2008-present The School of Oriental and African Studies (SOAS)
•  MSc (Hons) Development Studies (2.1 expected)
•  7000-word dissertation on reforestation in Kenya

2004-2007 University College London (UCL)
•  BA (Hons) Geography (2.1)

2004 Diploma Maturita Scientifica (58/60) -  Liceo A.Tosi, Milano 

Professional Experience

2008 Project Volunteer: Sustainable Solutions (NGO), Kenya (6 months)
•  i WovV-gA as Df an international team to increase awareness of sustainability in Kenya
•  2 __________communication strategies to ensure that our message was delivered effectively
•  Established, managed and maintained relationships with key stakeholders
•  3 __________local community leaders to increase the level of reforestation in Kenya

2006-2007 Communications Officer: University College London (1 year)
•  Organised and managed catering for more than 10 separate UCL events for up to 300 students
•  Liaised with student council board members, catering suppliers, venues and performers
•  4 _________ University College London at a series of event conferences
•  5 _________ two-week event management training course

2005 Activity Leader: Concord College Summer School, Shropshire, UK (2 months)
•  Led sports and drama activities for 200 international students
•  6 _________ weekend adventure trip in Wales, including leading a walking expedition for twenty students
•  7 __________daily meetings with other members of the activity team. Provided training and support for

less experienced members of the team

Activities and Interests
2007 Sept Mountain Trekking in South America (1 month)
•  8 __________and planned group mountain expedition in the Andes, Argentina
•  As sole Spanish speaker I acted as spokesperson for the group. Reacting to unforeseen events required 

frequent revision of plans, responding to group members, tour operator and airlines.
•  9 _________ aims of crossing the remote central part of the Southern Patagonian ice cap in Los Glaciares

National Park, improved Spanish language skills, stayed within budget

2003-present Greenpeace Active Member (5 years)
•  10__________ a campaign against nuclear power. Persuaded 1000 people to write to their local MP

demanding the Government to reconsider renewable energy resources as a viable alternative to 
nuclear power.

Languages Italian (mother tongue), English (fluent), Spanish (upper intermediate)
Computer Skills Full command of Microsoft Office Suite 
Driving Full current driving licence
References References available upon request
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f  C o m ple te the followin g CV using th e  sk ills head in gs in th e  box .

A d ap tab ility and resourcefulness Communication and teamwork 
Energy and m otivation Research and computer skills

42 H a m p s te a d  Rd , Lo n d o n  N W 3  
Tel: 44 (0) 207 862 4567 
E m a il:  s_c a r n a li@ h o t m a il .c o m

Well - organised , h ig h ly m o tiva te d  co m m u nica tio ns stra te g y adviser. G eo gra p hy grad uate w ith rece n t  
p ro fessio n a l e x p erie nce d evelo p in g  co m m u nicatio n stra te g y for p ositive  change . C u rre n tly co m p le tin g  M a ste r's  
in D eve lo p m e n t Stu d ies w ith  sp ecific focus on sustainab ility. F lu e n t sp o ken an d  w ritte n  En glish . Self - m otivated , 
reso u rce fu l an d  a b le to m o tiva te  o th ers, w ith  e x ce lle n t co m m u nicatio n an d  in terp erso n al skills.

Ed uca tio n

2008 -  2009 T he Sch o ol of O riental and A frican Stu d ies , U n iversity of London , M Sc  (Hons) D evelo p m e n t
Stu d ies (2.1 e x p ected)

2004 -  2007 U n iversity C olleg e London , B A  (Hons) G eo gra p hy (2.1)

1 ______________
•  A frican N G O  ‘Susta in a b le So lu tio ns': Six - month vo lu n teer project to e d uca te  Kenyan people about the 

im p ortance of re forestation . M y role w a s to assis t th e  project tea m  in devisin g and im ple m enting stra te g ies 
to co m m u nica te  this m essa g e to local resid e n ts in d ifferen t regions in Kenya . To do this e ffective ly , I had to 
rem ain calm , polite and p ersu asive w h e n  talking to co m m u nity leaders. (2008)

•  A s co m m u nica tio ns o fficer at U C L I re p resen te d  the university at co n fe re nces and organised stu d en t union 
eve n ts . A s part of the stu d en t union tea m  I w a s resp onsib le for dealing w ith  suppliers, bands, e tc. and I also 
w ork e d  in collaboration w ith  th e m arketing tea m  advertising and ticketing eve n ts . I assiste d  in organising and 
m anaging 12 successfu l eve n ts , all of w h ich  m ade a profit. (2006 - 2007)

2 _______________
•  In Se p t 2007 I successfu lly  co m ple te d  an eight - person e x pedition to A ustral A n d es in Argentina , in the sou th �

w e s t  of San ta Cruz on the border w ith  C hile . T hree m onths of training and fundraising preparation resulted in 
the successfu l crossing of th e  re m ote central part of the So uthern Patagonian ice cap in Los G laciares National 
Park . A s the so le  Sp anish sp ea k er I acte d  as sp o k esp erso n for our group, organising bookings and negotiating 
the ex pedition itinerary. (2007)

•  I organised and led sports and drama activities for 200 international stu d e n ts at a su m m er school in 
Shrewsb ury . M y  role included m otivating and supporting the less e x p erienced m e m b ers of the activit ies tea m .
I d evise d  a n u m b er of sporting tourna m ents for the su m m er school stu d e n ts and m otivate d  th e  children and 
sta ff to get fully involved , culm inating in an international volleyball co m petition . (2005)

3  i____
•  I w ork e d  with a large international tea m  in Kenya . T he nature of the project m eant that I had to travel regularly 

throughout the country at short notice , and share basic living conditions. (2008)
•  I handled a w id e  varie ty of tasks and projects throughout the six - month project, each requiring d ifferen t skills 

and ap proaches in order for targets to be ach ieve d  and o bstacles to be overco m e . I su g g este d  an alternative 
co m m u nicatio n stra te gy of m eeting w ith  local co m m u nity lead ers to d iscuss sustainability. I convinced 
co m m u nity leaders to im ple m ent a ltern ative farming m eth o ds. T he successfu l approach w a s adopted by the 
entire tea m  across the country. (2008)

4 _______________
•  I research e d  top international u niversities for m y d e gree course . I am curren tly co m ple ting in - depth research 

on reforestation tech n iq u es for th e  A frican su bco n tin en t for m y M a s te r ’s d e gree d issertation . Rese arch  for my 
dissertation inclu des substantial use of the In tern e t and professional journals, and in terviewin g e x perts in the 
field . I have an e x ce lle n t co m m an d of M icroso ft O ffice  Suite .

•  I updated and  m odified the w e b site  for Sustainab le  Solutions, resulting in a 4 0 %  increase in w e b site  traffic. (2008)

Em p lo y m e n t H isto ry
Susta in a b le So lu tio ns (N G O) 2008 Pro ject Volunteer, based Kenya
C oncord C ollege su m m er school 2005 A ctivity Leader, b ase d Shropshire , UK

Lan g u ag es
Italian, English , Spanish
Re fe re n ces availab le upon req uest

Silv ia Carnali
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g  In pairs, d iscuss th e fo llowin g q uestions.

1 W h y a re  skills - based CVs p ar t icu la rly p o p u la r with ca re e r ch an g ers and 
recen t g ra d u a t es?

2 Which a p pro ach  is m ore co m m on in th e  co u n try you are  a p p lyin g  for work  
in?

Avoiding common CV mistakes
2 a In p airs, th in k  o f five  m ista k es t h a t  p eo p le  co m m only m ake when writ in g  

a CV.

b ^2.2 A  G erm an stu d e n t , A le x  M e nck e n , has rece n tly d ecid e d  to  a p p ly fo r 
two a d m in is tra t ive  assis ta n t  jo bs a t  London th e a tres .  H e is in th e  p rocess 
o f w rit in g  his CV. Listen to A le x  d iscussin g com m on m ista k es p eo p le  m ake 
with CVs with his fr ie n d  Ella , an H R officer, an d  a nsw er th e  followin g 
q uestions.

1 How m any o f yo ur id eas in Ex ercise 2 a  does Ella  m e n t io n?
2 D oes Ella  ta lk  a b o u t  anyth in g t h a t  you h a d n ’t th o u g h t o f?

C ^  2.2 Listen again  an d a nsw er th e  followin g q uestions.

1 Accord in g to Ella , w h a t  words a re  co m m o nly m issp elt  in C Vs?
2 W h y d o es she b elieve sh ort ,  concise CVs are p re f e ra b le?
3 W h y sh o u ld n ’t you lie in a C V?
4 Accord in g to Ella , should you use th e  sa m e CV for all yo ur a p p lica t io ns?

d Ella  m entio ns th e  im p orta nce  o f co rrect  spelling . Look a t  th e  followin g 
e x tracts fro m  CVs. Id e n t ify  and co rrec t  th e  sp e llin g  m ista k es (th e  n u m b er 
o f m ista k es is given in b rack e ts). Use a d ic t io n a ry to  help you .

1 In my prevous jo b I was resp o nsa b le  for d ea ll in g  with my b osses’ 
corresp o n d ance ,  passing on t h e ir  t e le p h o n e massages, and 
arra n g e in g  a p o in t m e n ts with visitors. (7)

'/// w w/ v, w. "'A

A p a r t  form th e  aca d e m ic beneffits, th e e x p eria nce off studing 
a b ra o d  e n a b le d  me to practice my foriegn lan g ua g e skills and 
d eve lo p e my stre n g h ts in non - acade mic areas. ( 10)

''/A 'A  “A W "/// “ft

D urin g my tim e as an assist e n t  in the perso nal d e p ar t m e n t ,  my 
main ach e ive m e n t was when I lead a p ro ject witch focused on 
im proveing sta r t e g ic buisness p laning . (9)

m w & v/ m. m  w  'M W/yy// '//.

e  Which o f th ese  m ista k es do you re g u la rly m a k e? A re  th e re  any o th e r w ords 
t h a t  you o fte n  sp ell in co rrec t ly?

p r a c t ic e

p r a c t i c e  noun  |C| ©See a t practise <-.in, practise wohk.
action 1 ."pra-k.tis: n u u n  [UJ ac tio n  rati 

th an  th o u g h t o r  ideas: I t  seemed lik e  a good idea bet 
we started , bu t In  practice, it  u x l s  a d isaster, o O fficio  
Ro b e rt's in  charg e . b u t in  p ractice  H a n n a h  ru n s 
office. 1 cu n 'l see how yv t tr p la n  is  g o in g  to w ork  
practice , c How. do you in ten d to p u r these p ro p osals ii 
p ractice . M o h a m a d?

IreglLar activity! "pnek.iiv ' noun  |C or 
som eth ing  th a t is u su a lly  o r reg u la rly  done, often a 
hab it, tra d itio n  o r  custom : W h a t ca n  Euro p t 
co m panies le a rn  fro m  Ja p a n ese  business p ractices? c. 
co m m on practice, in  the Stat.es to  t ip  the h a ird resi 
o T h is  ts a cru e l p ractice  w h ich  sh o uld  be ham  
im m ediately. • > W h a t is s t a n d a r d  p ractice  (=  W hat 
u su a lly  done) in  a situ a tio n  lik e  t h is? o Newspa. 
e d ito rs h ave  agreed u new co d e o f  p ractice  on (h e in  
ttlon o f  p rivacy .
* m ake a p ractice  of sth rt t ot.n w .w w w /i  to  do som eth 
reg u la rly : /VI do y o u r w ash in g  f o r  you th is time, hut 
not g o in g  to m ake a  p ractice  oj it.
p ra c t is e  u k , vs p r a c t ic e  "pni-k.iis/ verb  [TJ to do soi 
tiling re g u la rly , o ften  accord ing  to  a  custom , re lig ion  
set of ru les , o r  a s  a  h ab it. T h e  new g overn m ent i 
pro m ised a t! c  i t  h e n s the. right, to p ractise  th e ir re lie f 
o Pra c t is in g  safe sex is a n  im p orta n t w ay o f  avo id  
H i V in jection . The com pany denies th a t it  h a s p ra c t i 
d iscrim in a tio n  a g a in st a n y o f  its employees.
•  p ractise  w h a t you  p reach ro do th e  T h in g s t h a t  5 
a d v is e  o t h e r  p e o p le  to  do: H e ’s such a hyp ocrite! H e  ne 
p ractises w h a t he preaches.
p r a c t is in g  UK. os p ra c t ic in g  "prcck.ti.sio/ <*4/ Ibefore nt
actively  invo lved  u i u re lig ion : a p ra c t is in g  M ush  
.Je w / C h ristia n

Iik a in  p k . r;s • "pr. -ek.tiv verb  |i a
to do o r  p lay  so m eth in g  re g u la rly  o r  rep ea ted ly  in  on 
to becom e skilled  a t  it. I ’m q u ite  g o o d  ut te n n is but i  n 
to p ract ise  m y serve , a  Sh e  p ractises th e v io lin  every a 
0 f  i v im;} H is w ritte n  Fre n ch  is  very good but he need: 
p ractise  sp e a k in g  it.

/ ‘prack.tisv noun  lc or uJ w hen  you  do soi 
tilin g  reg u la rly  o r  repea ted ly  to  im prove  y o u r skill 
d o in g  ir: J  need to pet. some more p ractice  before I  take  
d riv in g  test, c  A re  yo u  co m ing to crtck et practice, t

. w n i r A '  a t  home because, ̂ h e  spends a lL
•!,. 1 S.. .ITr-C Mim "' y/*/ y/ yy/ "// w: "  * :: �� •
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Creating a strong f irst impression
Writing a personal statem ent

A p erso nal s t a t e m e n t  is a b rie f s t a t e m e n t of the typ e of person you are , yo ur 
skills and yo ur ach ieve m e nts .  It a lways co m es n ear the top of the CV, before 
the main body, and p rese n ts the facts in the m ost posit ive way. A  well - written 
personal s t a t e m e n t  will im m e d ia te ly ca p tu re  the a t t e n t io n  of th e  e m p loyer and 
m ak e th e m w a n t to f ind o u t more a b o u t  you.

3 3 Re a d  Silv ia ’s p erso n al s ta te m e n t fro m h er skills - based CV an d fin d  words
and p hrases which d e m o nstra te  th e  fo llowin g points.

1 ed ucat io n 3 k nowled ge 5 success
2 ch a rac t e r 4 e x p erience
m * * ? f*. > • ' i is. ... 5 ’ • •• *!’ • • •• ••• ; “• & 5" 3 ’ £ % & '9 x-'y R 'i & 2 'is it �* £ 2

  . ' • • - • |

Well - organised , h ig h ly m o tiva te d  co m m u nica tio ns stra te g y adviser. G eo gra p hy grad u ate w ith  rece n t 
p ro fessio n a l e x p erie nce d evelo p in g  co m m u nica tio n  stra te g y for p ositive  change . C u rre n tly co m p le tin g  M a ste r's  
in D eve lo p m e n t Stu d ies w ith  sp ecific focus on sustainab ility. F lu e n t sp o k en a n d  w ritte n  English . Self - m otivated , 
reso u rce fu l a n d  a b le to m o tiva te  others, w ith  e x ce lle n t co m m u nica tio n a n d  in terp erso n al skills.

Each se n te nce  in Silv ia ’s p erso n a l s ta te m e n t has a d if fe re n t  m ain function . 
W r i t e  th e  se n te nces ne x t to th e  q u estio ns t h a t  th ey a nsw er (a - e).

a W h a t  sort  of person am I? v-esouv-ce£u1 exvA fo_____

y*\oHv<?d-e o f  k e y  s, w l f U  e * c e l ) e v \ f  i H f eyp e yso ng ’O s k i l ls .

b W h a t  is my a re a  of professional e x p e r t is e ?_________________________________

c W h a t  is my m ost im p orta n t  q u a l i f ic a t i o n ?__________________________________

d W h a t  is my m ost re levan t skill for th e  j o b ?

e W h a t  am I doing a t  the m o m e n t?

C C o m ple te  th e  followin g p erso n al s ta te m e n ts using th e  p hrases in th e  box .

confidently and e ffective ly experience in 
full - time professional proven a b ility well - organised

1 Pr o f e ss io n a l ,__________________ ind ividual. C o m m u n ica t e s_________________
a t  all levels; d e m o nstra t es in i t ia t ive  an d co n fid e n t ia li ty both in d e p e n d e n t ly 
a n d within a t e a m  enviro n m e nt .

2 En th usiast ic PA with t h re e  y e a rs ’ _________________ e x perience . Ex ce lle n t
writ t e n  and oral co m m u nica tio n skills have e n a b le d  me to esta b lish a strong
n e twork  of professional co n tacts in yo ur a r e a ___________________ to m e e t
d ea d lin es and priori t ise whilst m ain ta in in g co nsiste n tly high stan dards.
S u b s t a n t i a l__________________organising  m eetings and co n ferences gained
w hilst  provid ing PA  an d secre taria l service  to main b oard  director.

In p airs, d iscuss th e  followin g q uestions.

1 How do th ese sta t e m e n ts co m p are with Si lv i a ’s?
2 Wh ich  of th e  q u estio ns in Ex ercise  3 b  d o es each sta t e m e n t a n sw e r?
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The p erso n al s ta te m e n ts in Ex ercise 3c w ere ta k en 
fro m CVs w rit t e n  in resp o nse to th e  fo llowin g job 
a d vertise m e n t . Re a d  th e  a d ve rt ise m e n t and d ecid e 
which p erso n al s ta te m e n t you th in k  is m ore a p p ro p ria te .

Find an a d ve rt ise m e n t fo r a jo b  you would lik e to  a p p ly 
for. M a k e  a list o f th e  key p oin ts t h a t  th e  e m p loyer is 
loo k ing for. Pla n  yo u r p erso n al s ta te m e n t with  th ose  key 
p oin ts in mind . T hin k  a b o u t th e  fo llowin g q uestions.

•  How long will yo ur personal sta t e m e n t b e?
How m any se n te nces do you w a n t to inclu d e?
W h a t  key q uestio ns will you a d dress with each se n te nce? 
W h a t  a d d it io n a l in form ation will you inclu d e?
In w h a t  o rd e r will you put your se n te nces?

O ur client is looking fo r someone who 
can f i l l  the shoes o f a busy PA fo r 9 to 12
months.
In addition to the usual diary management, 
organising of travel and coordinating of 
interviews and meeting rooms, you will 
be expected to facilitate new starters in 
the department, issue contracts, write up 
commission schemes and job descriptions 
and coordinate the company's subscription
library.
The ideal candidate will be highly 
organised and able to multitask. Your 
written English must be of the highest 
standard, and as you will be liaising with 
executives at all levels, you must have 
excellent interpersonal skills. Previous 
experience essential.

You can cre a t e  im pressive  se n te nces fo r yo u r p erso n al 
s ta te m e n t by choosing a word  or p h rase  fro m  each column 
in th e  followin g tab le . For e x am ple , Highly experienced accounts manager 
with excellent communication skills. C o m ple te th e  t a b le  using th e  w ords in 
th e  box . In p airs , t ry  an d a d d  m ore w ords and p hrases to  each column .

a b ility  to broad consisten tly high enthusiastic
in terest in m otivator professional team leader

Modifier A djective 1

creative
customer - oriented

Sort of person

accounts manager 
English speaker

Extremely
Highly

experienced

resourceful
results - focused

recent graduate 
sales professional 
self - starter

with

A djective 2

deep
excellent
ex tensive
proven
recent

Ex perience / skills

com munication skills 
experience in . . .

knowledge of . . . 
range o f transferable skills 
skills in ...

h Use th e  t a b le  to  w rite  five  t ru e  se n te nces a b o u t you .

i  Use yo u r a nsw ers in Ex ercises 3 f an d  3h to w rit e  yo ur p erso n al s ta te m e n t .

Writing eye -catching headings

4 a Im agine you o n ly had 2 0  seco n ds to loo k  a t  Si lv ia ’s CV on page 21 . W h a t  
would you loo k a t?  W h a t  would yo ur im pressio n o f Silv ia  b e?

b In h er sk ills - based CV, Silv ia  used p erso n al stre n g ths and co m p ete ncies as 
sectio n headings. Loo k a t  th e  followin g sectio n head in gs and t ry  to ad d 
m ore to each group .

Business sk illsAreas of professional 
ex perience

Marketing Dealing with customers
Presentations and publications Financial management
Sales Managing people

Personal strengths and 
com petencies

In n ovatio n and crea tivity
Leadership
Strategic thinking

C In p airs, d iscuss th e  followin g questions.

1 Wh ich  t i t les would you use for yo ur skills - based C V?
2 Wo uld  you use the sa m e ca te g ories for eve ry jo b  you a p p ly fo r?
3 Wo uld  you use the re q u ire m e n ts sta te d  in each jo b  a d ve r t  as t i t l e s?
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5 a

Iden t i fying your key sk i l ls
Key skills m ay form th e b o dy of yo ur CV (in a skills - based CV] o r th ey m ay be 
d e m o nstra te d  thro u g h o u t (in a co nven t io n al chronological CV).

Loo k a t  th e  fo llowin g list o f t ra n s fe ra b le  skills. In pairs, d iscuss how you could 
d e m o nstra te  th ese  sk ills in yo ur CV. Use e x a m ples fro m  yo ur w ork  e x p erience , 
yo ur stu d ies and yo ur h o b b ies and in te rests .

• C o m m u nica tion skills (writ ten and oral)
• Foreign lan g ua g e skills
• In te llectu al skills (e.g. crit ical, a n a ly t ica l and proble m - solving skills) 

In te rp erso n a l skills (e.g. work in g with or m otiva t in g others, f le x ib ili ty)
IT skills
N u m eracy skills (e.g. sta tist ica l skills, d a ta  handling]
O rg a n isa t io n a l skills (e.g. work ing independe ntly , m eetin g d ea d lines)
Research skills

4

b T he followin g se n te nces a re  ta k en fro m  Silv ia ’s skills - based CV. Cross o u t th e 
t ra n s fe ra b le  skill which is not d e m o nstra te d  in each sen tence .

1
M y  role w a s to assist the project tea m  in devising and im ple m enting stra te g ies to 
co m m u nica te  th is m essa g e to local resid e n ts in d ifferen t regions in Kenya .

(co m m unicat io n / t e a m w ork  / cre a t iv i ty  / o rg a n isa t ion)

2
In Se p t 2C07 I su ccessfu lly  co m ple te d  an eight - person ex pedition to A ustral A n d es in Argentina .

(m otiva tio n / t e a m w ork  / ach ieve m e n t / crea t ivity)

^ A s th e  so le Sp anish sp ea k er I acte d  as sp o k esp erso n for our group, organising bookings and
negotiating the e x pedition itinerary.

(in terp erso n al skills / co m m unica tio n / an a lysis / neg otia tion)

I organised and led sp orts and drama activit ies for 200 international stu d e n ts at a su m m er 
school in Shrewsb ury .

(org anisa tio n / le a d ersh ip  / m otiva t io n / writ ing)

5  T he nature of th e  project m ea n t that I had to travel regularly throughout the country at short
notice , and share b asic living conditions.

(fle x ib ili ty / t e a m w ork  / research / in te rp erso n al skills)

I am curren tly co m ple tin g in - depth research on reforestation tech n iq u es for th e  A frican 
su bco n tin en t for m y M aste r's d e g re e  d issertation .

(in d e p e n d e nce / an a lysis / research / t e a m work)

C In p airs, t e ll each o th e r which o f th e  t ra n s fe ra b le  sk ills in Ex ercise 5a you 
have d eve lo p e d  a t  u n iversity o r a t  work . Provid e  e x a m ples t h a t  d e m o nstra te  
th e  d eve lo p m e n t o f th ese  skills.

d C o m ple te th e  followin g se n te nces so th ey a re  tru e  fo r you.

1 M y  role was t o - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
2 As t h e ______________________ I acte d  as
5 T he n a ture  of m ea n t t h a t  I had to
4 With in  th is role I was resp o nsib le  for
5 To do this effectively, I had t o _______
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e  Look a t  th e  followin g e x tracts fro m Silv ia ’s sk ills - based CV. W h a t  k inds o f
word a re  m issing?

1 I assiste d  in organising and m anagin g 1 2  eve n ts ...
2 In Se p t  2 0 0 7  I  co m ple te d  an eight - person e x ped it ion to A ustra l A n d es

in A rg e n t in a  ...
3 T hree m onths of tra in in g  and fu n dra isin g p re p ara t io n  resu lte d  in t h e _______

crossing o f the re m ote  cen tra l p a r t  of th e So u th e rn  Pa ta g o n ia n  ice cap ...
4 I d evised  a n u m b er o f sporting  to u rn a m e n ts for the su m m er school stu d e n ts

and m otiva te d  th e  children and sta ff to g e t  involved , cu lm in a tin g  in an
 volleyb all co m p etit io n .

5 I han d le d  a  va r ie ty  of tasks and pro jects t hro u g h o u t th e six - month
p r o j e c t ...

6 T h e  a p pro ach  was a d o p te d  by t h e  te a m across the country.
7 I r e s e a rc h e d _______ in t e rn a t io n a l u niversit ies for my d egree courses.
8 I am curre n t ly c o m p le t in g  research on re foresta t ion tech n iq u es ...
9 Research  for my d isserta t io n  in c lu d e s  use of the In t e r n e t ...

10 I have a n  co m m an d of Microso f t  O f fice Suite .

C o m ple te th e  se n te nces in Ex ercise 5e using th e  w ords in th e  box .

entire e xcellent fu lly in - depth in ternatio nal 
substantial successful (x 3) successfully top wide

f

9

6 a

26

Choose five o f th e  key sk ills in Ex ercise  5a . For each skill, w rit e  one or two 
se n te nces to highlight t h a t  skill, using e x a m ples fro m  yo ur work , stu d ies an d 
p riva te  life. Re m e m b er to  m ention yo u r role , using se n te nces fro m Ex ercise  
5 d , an d a d d  p osit ive  a d jectives and a d ve rb s to  m ake yo u r se n te nces m ore 
im pressive .

Highlighting your work 
experience
This is th e  section in th e CV w h ere you 
highlight yo ur professional ach ieve m e n ts 
which are  d irect ly re leva n t to the position 
you are  a p p lyin g  for. As well as highlighting 
periods o f full - and part - time e m ploy m en t ,  
th e work  e x p erie nce section m ay a lso include 
professional train in g ,  vo lu n ta ry work , and any 
e x te n d e d p erio ds in which yo ur life focused on 
a p ar t icu la r act iv i ty  (e.g. t rave llin g  a b ro a d).

Thin k a b o u t a jo b  or p ositio n o f 
resp o nsib ility you have held . In p airs, te ll 
each o th e r a b o u t th e  p ositio n .

•  W h a t  were yo ur d u t ie s?
•  W h a t  did you d o?
•  How did you do i t?
•  W h a t  were the posit ive results of the 

act ion you t o o k?
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b M a tch  th e  CV a p p ro ach es (1- 2) to  th e  e f fec t  (a - b) th ey will have on th e  
layo u t o f th e  w ork  e x p erie nce section o f a CV.
1 chronological CV
2 skills - based CV

a Wit h  th is a p pro ach yo ur re leva n t ach ieve m e n ts are listed se p a ra t e ly  u n d er 
skills hea d in gs a t  the top o f yo ur CV. T he na m es, d a t es and loca tio ns of yo ur 
work  e x p erie nce a re  listed towards the b o tto m of yo ur CV. 

b Wit h  th is a p p ro ach  yo ur work  e x p erie nce is listed in chronological order, 
start in g  with yo ur most rece n t job . Your main ach ieve m e n ts a n d skills are t ied 
to a specif ie d job , a t  a sp ecifie d  time , in a specified place .

C Wh e n  you give in form atio n  a b o u t p ast w ork  e x p erie nce and ach ieve m e n ts in a 
CV, use ve rbs in th e  p ast sim ple w ith o u t a p erso n al pronoun: Chaired weekly 
meetings  (no t I chaired weekly team meetings). Loo k  a t  th e  fo llowin g ta b le  o f 
actio n ve rbs co m m only associa te d  with p ro fessio n a l e x p erience . Se le c t  five 
ve rbs and w rit e  se n te nces su ita b le  fo r yo u r CV t h a t  a re  tru e  fo r you .

achieved compiled edited improved operated researched
anticipated consulted established increased organised resolved
approved convinced evaluated interpreted persuaded scheduled
arranged coordinated examined investigated planned supervised
budgeted created facilita te d led presented taught
calculated delegated formulated listened recommended trained
chaired demonstrated identified motivated repaired translated
clarified designed implemented negotiated represented wrote
collaborated developed

d  In pairs, t e ll each o th e r a b o u t yo u r p ro fessio n a l e x p erience using th e  ve rbs in 
Ex ercise 6 c.

e  Look a t  Silv ia ’s chro n olo gical CV on p ag e 2 0 . Wh ich  ve rb s in Ex ercise 6 c did 
she use? Wh ich  o th e r ve rbs did she use?

f  Re w rit e  th e  followin g se n te nces using th e  ve rb s in b rack ets. Leave o u t any 
in form atio n  t h a t  is im plied  by th e  ve rb  i tse lf  o r is sim ply irre leva n t .

1 T h ere were five e m ployees in my tea m . I was t h e ir boss and it was my jo b  to 
keep an eye on the m and help the m when th ey nee d e d  my su p p ort ,  (m anaged)

<*. fe<7u*\ o-P -five employees.__________________________________
2 I enrolled  on an d successfully f in ished a fina ncia l m a n a g e m e n t co urse in o rd er 

to im prove my k nowled ge in this area ,  (co m ple ted)

3 Wh e n  I a rrive d ,  th e co m p any w e bsit e  was only in Polish . As well as Polish , my 
m oth er tongue , I a lso sp e a k  English , G er m a n  and French ,  and so 1 decid ed  to 
writ e  the w e bsit e  in form ation in English , G er m a n and French , (t ra nsla te d)

4 T he co m p a ny ’s d a t a b ase  syste m had a pro ble m , which I found . A f t e rw ards I 
ta lk ed  to my boss a b o u t  a d if ferent way of doing things, which would solve the 
proble m , (identif ied / reco m m e nd ed)

5 Wh ile  I was work in g a t  th e hotel I no ticed  t h a t  t h e re  were so m e ways in which 
th e  custo m er fe e d b ack  syste m w asn ’t work ing effectively. T here fore I d eve lo p e d 
a new syste m and put th is in place . A  resu lt  of th is was t h a t  custo m er 
sa tisfaction levels increase d by 2 0 % .  (designed / im ple m ented)
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Re w rit e  th e  followin g se n te nces using th e  ve rb s in Ex ercise 6 c so t h a t  th ey 
a re  m ore co ncise an d im pressive .

1 I m ad e reco m m e n d a t io ns re gard in g the most e ffective a lloca tio n  of resources. 
lAevyH - fieA vaosF e -P-PecHve <gv))oo*HoK o-P vesouv -ces.______________________

2 I was th e  front - office staff re p rese n ta t ive  on th e im ple m e n ta t io n  t e a m  for 
o ur new ICT strategy .

3 I was resp o nsib le  for co ming up with th e  tra in in g  plan .

4 I looked a f t e r the b u d g e t for runnin g th e  office.

5 I looked for new su p p lie rs________________________________
6 I gave a p rese n ta t io n  of o ur clie n t f e e d b ack  question naire .

7 I looked into ways to re d uce w aste__________________________________________
8 I was in ch arg e of th e design t e a m __________________________________________

�  2.3 Liste n to  a d iscussion b etween K la u d ia , who is look ing fo r h er second 
serio us job , an d Tom, who has just p ro o fre a d  h er CV, and a nsw er th e  followin g 
q uestions.

1 W h a t  a re  K la u d ia ’s resp o nsib ili t ies as a s e cre t a ry?
2 W h a t  skills d oes Tom re la te  to th ese resp o nsib il i t ies?
3 W h a t  o t h e r jo bs has K la u d ia  d o n e?
4 W h a t  skills d oes Tom re la te  to th ese j o b s?

W rit e  th e  w ork  e x p erie nce section o f K la u d ia ’s CV. T hen co m p are yo ur a nsw er 
with th e  su ggestion in th e  a nsw er key.

Thin k o f a jo b  you would lik e to a p p ly fo r an d w rit e  th e  work  e x p erie nce
sectio n o f yo ur CV. Use w ords and p hrases fro m  th is sectio n to  help you .
D e m o nstra te  only th e  sk ills and e x p erie nce re q u ire d  fo r th e  p osition .

Detailing your education and quali f icat ions
If yo ur e d uca t io n  an d q uali f ica tio ns a re  yo ur stro n g est selling point , then yo u ’ll 
w a n t to pu t this in form ation close to th e  top o f yo ur CV. This is esp ecia lly t ru e  if 
you are  a rece n t g ra d u a te ,  o b ta in e d  e x ce lle n t aca d e m ic results or have g ain e d  a 
professional q ualif ica tio n which is a p rere q u isit e  for th e jo b  yo u ’re a p p lyin g  for.

In pairs, d iscuss th e  fo llowin g q uestions.

1 W h e re  should you put the ed ucat io n  section of yo ur C V?
2 W h a t  q uali f ica tio ns should you inclu d e?

Re a d  th e  a r t ic le  a b o u t how to  w rite  a b o u t yo u r e d uca tio n  in yo u r CV and 
a nsw er th e  followin g q uestions.

1 W h y should rece n t g ra d u a tes put the ed ucat io n section n ear the top of 
th e ir C V?

2 W h a t  te rm  d oes the a u t h o r use to mean ju s t the m ain p ieces o f inform ation , 
nothing m ore?

3 U n d er w h a t  tw o circu m stances would you include yo ur A - level results in a C V?
4 W h a t  q u ali f ica t io ns should you m ention f irs t?
5 W h a t  should you do if yo u ’re search in g for e m p loy m e n t in the IT f ie ld?
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? Should your education be proudly 
at the top of the CV or am ong the 
optional sections at the end? It all 
depends on who you are and w hat 
job you are trying to get. I f  you have 
just left school, college or university, 
your education experience is going 
to be m ore im m ediately relevant 
and should therefore be prom inently 
displayed early on. Your potential 
employer may be keen to hire 
recent graduates and will wish to 
see exactly w hat your educational 
attainm ents are. T his m eans you 
can give plenty of detail o f curricula, 
theses and grades. However, if you 
have been in the world o f work for 
20 years, your education is of little 
interest to an em ployer and should 
go in skeletal form  near the bottom  
of the CV. W hat you have achieved 
since leaving full-tim e education is

obviously m ore indicative of your 
value.
A nother thing to bear in m ind is that 
higher qualifications imply lower 
ones. If  you have only got G C SEs, 
fine. If, however, you have a bachelor’s 
degree, it is unnecessary to m ention 
your G C SE s, or even your A-levels, 
unless they are spectacularly good. 
A recruiter will simply assum e they 
were taken at the usual tim e and 
is unlikely to be interested in how 
m any there were and w hat grades 
they were. T he same applies to a 
M aster’s degree or PhD . T he  higher 
qualification makes the m ention of 
any lower ones redundant.
If you feel you need to m ention more 
in the way o f academ ic attainm ent, 
for example as a recent graduate 
or as som eone with professional

qualifications or o ther postgraduate 
training, the section should be 
organised in reverse chronological 
order, like your work experience 
section.
Finally, the education section can be 
the place to m ention the all-im portant 
com puter skills that continue to 
dom inate working life. D ifferent jobs 
and professions will require you to 
have an understanding  o f different 
com puter packages, and if you have 
good working knowledge of these it 
is w orth m entioning that you know 
they exist, or have been trained  to 
use them . If you are applying for a 
job m ore closely related to IT, your 
technical proficiencies should have a 
relevant section o f their own (entitled 
‘com puter efficiency’ or ‘com puter 
skills’ or ‘technical expertise’) m uch 
higher up  the priority  list.
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C W h a t  five typ es o f q u a lif ica tio n  a re  m e n tio n e d  in th e  t e x t? Pu t  the m  in o rd e r 
fro m hig hest to lowest.

1 __________  2 __________  3 __________  4    5 _____

d In p airs, d iscuss th e  followin g q uestions.

1 W h a t  a re  th e  e q u iva le n t  q uali f ica tio ns from Ex ercise 7c in yo ur own co u n try?
2 Wo u ld  th e a dvice  in th e t e x t be re leva n t if you were a p p lyin g for a jo b in yo ur 

own co u n try?
3 A t  th e  m o m e n t in th e  U K  m ost un iversity stu d e n ts stu dy for t h re e  ye ars (four 

years in Sco t la n d) to gain a b ach e lo r ’s degree . So m e  stu d e n ts then d ecid e to 
co n tin ue a t  u niversity for one or two years to do p ostg ra d u a te  stu d ies and 
gain a M a s t e r ’s degree . How d oes the higher ed ucat io n system in yo ur co u n try 
co m p are to th is syste m ?

e  In p airs, t e ll each o th e r a b o u t yo ur q u a lif ica tio ns . C o m p are the m  to the 
q u a lif ica tio ns in Ex ercise 7c using th e  p h rases in th e  box .

something like which is eq uivalent to

I h ave a  Physics d egree from Ludwig - Max im ilians - Universitd t in Munich , which is 
e q u ivalen t to a  BSc in Physics in the UK.

I h ave a  lice n tia te  degree from te ach er train in g college. It  was a three - year 
course, so som ething lik e a  BEd  in the UK. I go t my M a s te r ’s a  few ye a rs ago.
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Look a t  th e  e x tract fro m  th e  e d uca tio n  sectio n o f a CV. In p airs, d iscuss th e  
followin g q uestions.

1 W h y  has th e w ri t e r  given a d d it io n a l in form ation a b o u t  th e ir q ualif ica tio ns 
(in b rac k e ts)?

2 Will you need to e x plain any of yo ur q u a li f ica t io ns? H o w?
3 W h a t  o t h e r d e ta ils has th e w ri t e r  included in th is sect io n?
4 W h a t  else could you include in th e  e d uca t io n  section of your C V?

U n iv e rs i ty  o f U ls t e r
• BSc  Hons (2.1) European Regional D eve lo p m e n t (human geography and macro econo mics)
• 3 - month work  p lace m ent: Eco n o m ic Researcher , Northern Ireland Civil Service ,  Be lfast
• Exchange year: Diploma in Area Studies, University of Zaragoza, Spain (eco no mic geography 

and Spanish)
• Dissertation: T he role of EU funds on regional d eve lo p m e n t in Aragon , Spain

g  T hin k  o f a jo b  you would like to a p p ly  fo r and w rit e  th e  e d uca tio n  sectio n 
o f yo u r CV. Use e x a m ples fro m th is u nit to  help  you .

h Loo k  a t  Silv ia ’s skills - based CV on p age 21 . A p a r t  fro m th e  list o f d a tes 
and p laces she has stu d ie d , id e n tify five se n te nces which m ention her 
e d uca tio n  an d  q u a lifica tio ns .

i  Re w rit e  so m e or a ll o f h er se n te nces so th ey a re  t ru e  fo r you .

Demonstrating your in terests
T he things you like doing in yo ur free t im e say a lo t a b o u t  you as a 
person , an d yo ur p erso n ali ty is re leva n t to every job a p p lica tion .

8  a  In p airs, d iscuss th e  fo llowin g q uestions.

1 If you have pro d uce d a CV before , w h a t  did you put in the 
p erso nal in te rests sect io n?

2 W h y do e m ployers w a n t  to know a b o u t  yo ur in t e rests?

b ^2.4 Liste n to  two recru it m e n t e x p erts , G race  and O liver,
discussing p erso n al in te rests an d a nsw er th e  followin g q uestions.

1 W h a t  d oes th e  V in CV stand  f o r? W h y  is th is re leva n t  to yo ur 
in t e res ts?

2 W h a t  did O liv e r  th in k  was wro ng with pu tting ‘ca p ta in  of the 
football t e a m ’?

3 W h y is it a good idea to list a b roa d sp ectru m of in t e res ts?
4 W h a t  p erso nal in te rests does Grace  usually p u t in her C V?
5 W h a t  new ach ieve m e n t is Grace hoping to a d d ?
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3 Ph o to g ra p hy

4 U n ive rsity Socia l C o ord in a to r

h W rit e  se n te nces a b o u t yo u r own in te rests . Be  as sp ecific as p ossib le  and 
highlight th e  sk ills you need to ach ieve th e  th in gs you enjoy doing .

3 Travelling (back pack in g ,  e x pedit ions, etc.)

4 Min d  sp orts / activi t ies (chess, sudoku , etc.)

5 A r t is t ic in te rests (pain ting , photography , etc.)

M a tch  th e  skills an d p erso n al ch a rac te r is t ics in th e  box to th e  
in te rests (1 - 5).

a n alytica l skills crea tivity determination in telligence
in tercultural awareness in t e rpersonal skills language skills
leadership skills resourcefulness self - motivation

1 Team sp orts (football, vo lleyb all ,  etc.)
I v \ f e y p e y s o n < ? 0  s k i l l s ____________________________________________________________________________

2 Ind ividual co m p e t i t ive  sp orts (cycling , clim bing , etc.)

A d d so m e m ore in te rests to  th e  list an d id e n tify th e 
sk ills an d p erso n al ch a rac te ris t ics th ey suggest . T hin k 
a b o u t w h a t yo ur own in te rests say a b o u t you .

It  can be m ore e ffect ive  to p rese n t yo u r in te rests in 
te r m s o f who you are , inste a d  o f w h a t you lik e doing , 
using a d jectives an d  nouns to d escrib e  yo urse lf . In p airs , t ry  and 
ad d m ore w ords and p hrases to each colum n in th e  followin g tab le .

Adjectives Nouns

active former ballroom dancer rock guitarist
avid keen blogger sailor
committed proficient jew elle ry maker ski instructor
dedicated qualified mountain clim ber stamp collector
experienced regular Portuguese speaker tennis champion
expert successful reader volunteer

M a tch  th e  a d jectives with th e  nouns in Ex ercise 8 e to m ake t ru e  p h rases fo r 
you.

avid  re a d e r re g u la r b log g er

W rit e  th e  in te rests sectio n o f a CV fo r th e  followin g topics. Use a d ject ive  and 
noun co m bin atio ns, t h e  p h rases in th e  box and yo ur own ideas.

Active member of Currently attending Excellent working knowledge of 
Particularly interested in Recently completed Responsibilities included

1 Re a d in g  yegyAey. Economist -  subsoripHovy RgyHculgyly ivyfeyesfe ^  m 
yegyAing yecevri- <Aevelopmev\fs m science fecUv\ol<?gv._______

2 W a l k in g ________________________________________________________________
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i In p airs, t a k e  tu rns to  t a l k  a b o u t yo u r p erso n al in te rests . S t a r t  with th e
q uestio n , ‘So  what do you like doing in your free time?’ Enco ura g e yo ur 
p a r tn e r to  h ighlight th e  sk ills t h a t  t h e ir  p erso n al in te rests d e m o nstra te .

j T hin k o f a sp ecific jo b  you w a n t to  a p p ly fo r an d  w rit e  th e  in te rests sectio n
o f yo ur CV. H ighligh t th e  sk ills t h a t  a re  re leva n t fo r th e job .

Providing references
Refe re nces provid e f u r t h e r evid e nce to p o tent ia l fu ture e m ployers t h a t  you are  
who you say you are , and t h a t  you have done w h a t  you claim to have done for 
previous e m ployers.  It  is highly likely t h a t  yo ur re ferees will be co n tacte d  if you 
are  sh ort lis t e d ,  so it is essen t ia l to se lect  the m carefully.

9 3 In p airs, d iscuss th e  fo llowin g q uestions.

1 W h y  are  re fere nces i m p or t a n t?
2 How m any re fere es do you need , a n d who should you ch o ose?
3 Wh e n  is a re feree no longer use fu l?
4 W h a t  h a p p e ns if you d o n ’t  ge t on with the m ost o bvio us choices for yo ur

re fe re es?
5 Is it O K  to use so m eo ne you know well who works for th e  organisa tion 

w h ere you are  a p p lyin g  for a j o b ?
6 Do you have to give yo ur cu rre n t e m p lo ye r?
7 How can you find o u t w h a t  a re fe re nce says a b o u t  y o u?

b M a tch  th e  q u estio ns (1 - 7 ) in Ex ercise 9 a to  th e  fo llowin g e x p ert advice 
(a - g).  Do you a g re e  with th e  a d vice?

a Usu a lly two -  an aca d e m ic one and e i t h e r an e m p loyer or a personal /  
ch a rac t e r  referee . T hey should be of professional stan d in g so t h a t  they can 
co m m e n t on yo ur su i t a b il i ty  for th e  job . Do not use a rela tive; a fa mily friend 
is O K .  A lw ays ask  permissio n before using so m eo n e as a reference . Provid e  
the m with a copy of yo ur CV and an indicat ion of th e jo bs you are a p p lyin g 
for. Le t  th e m know how you got on, and th a n k  the m afterwards . _L_  

b Yes, b u t they m ay feel unco m fortable , so be sensitive . T h ey a re  put tin g th e ir
re p u ta t io n  on th e lin e____

c You ca n ’t e asily -  t h a t ’s th e point o f a co n fid e nt ia l reference . If you susp ect a
p oor re fere nce is causing you pro ble ms , t ry changing yo ur re fere e____

d It is norm al to ask  for yo ur curre n t e m p loyer not to be co n tacte d  yet . O ffer
a n o t h e r referee . Ask  to be a le r t e d  before yo ur e m p loyer is co n tac t e d____

e Wh e n  th ey d o n ’t r e m e m b er who you a re  or b eco m e u nco n tacta b le____
f C hoose a n o t h e r who will re p rese n t you in the b est  l i g h t .___
g Re fe re nces provid e co n fid entia l in form ation a b o u t  yo ur ch aracter ,  sk ills 

and e x p erience .  A  posit ive  reco m m e n d atio n  will g re a t ly  su p p ort yo ur 
a p p lica t io n____

C In p airs, d iscuss th e  fo llowin g sta te m e n ts . Do you a g re e  with th e m ?

1 It is b e t t e r  to choose professional o r aca d e m ic re ferees tha n perso nal 
friends.

2 As long as yo ur re fere nces back  up th e  facts on yo u r CV, then you d o n ’t 
need to worry.

3 You d o n ’t need to provid e the na m es and co n tact  d e ta ils o f yo ur re ferees in 
yo ur CV.
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d �  2.5 T he o p in io ns in Ex ercise 9c a re  e x p resse d  by th e  recru it m e n t
co nsu ltan ts , G race  an d  O liver, in a d iscussion a b o u t p rovid in g re fe re nces . 
Listen to  th e  co nversa tio n  and a nsw er th e  fo llowin g q uestions.

1 W h o  e x presse d which opinion (1 - 3 )?  Wri t e  O  (O liver),  G (Grace) o r B (Bo th).
2 W h a t  reasons did th ey give in su p p ort of t h e ir o p in io ns?
3 W h a t  p hrase d oes O liv e r  use to say you can provid e re fere nces if t h ey are  

n e e d e d?

e  Think o f a sp ecific job you would like to a p p ly fo r and , using the m od els 
p rese n te d  in th is unit, w rit e  yo ur CV. Re m e m b er to  highlight only yo ur sk ills 
and e x p erience t h a t  a re  re leva n t fo r a  job .

f In pairs, e va lu a te  each o t h e r ’s CVs. Thin k a b o u t th e  fo llowin g q uestions.

•  Is th e English na tura l and acc u ra t e?
•  D oes everyth in g  m ak e se nse? Do you g e t a good idea of yo ur p a r t n e r ’s life 

by read in g t h e ir C V?
•  Is the lan gu age im pressive an d p e rsu asive? If not, how can you im prove i t?
•  Is the layout a t t rac t ive  and lo g ica l? If not , how can you im prove i t?
•  D oes yo ur p a r t n e r ’s CV d e m o nstra t e  a wid e ran ge o f t ra nsfe ra b le  sk il ls? If 

not, w h ere could you a d d more p ro o f?
•  D oes yo ur p a r t n e r ’s CV d e m o nstra t e  t h a t  yo ur p a r t n e r is su ita b le  for the job 

th ey w a n t? If not, why n o t?
• Is th e CV too lo n g? If so, which words / sentences / sections would you d e le te  

or e d i t?

Wh e n  you a re  h a p py with the fe e d b ack  you have rece ive d , re w rite  yo u r CV. 
Re p e a t  th e  p rocess until yo ur CV is p erfect .
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