





· 1.  Find out what a CV is and what it is used for. 

1. A curriculum vitae (CV) or resume  

A. is like a written sales presentation

B. is like a letter

2. A curriculum vitae (CV) or resume alone

A. will not get you a job.

B. will ensure a good job.

3. An effective CV creates a favorable impression of you while presenting

A. your personal qualities.

B. your personal qualities, abilities and experience.

4. Your CV 

A. can be used as a response to an ad.

B. can be sent as a letter

5. A good CV includes

A. your education and experience in the job

B. your personal details, education, previous experience 

and references 

6. A CV is a fact sheet that 

A. tells a prospective employer that you are a desirable       prospective employee. 

B. asks about job duties .



· Ensure your CV or Resume is professionally presented (never write   it in hand!) and the content is appropriate.

· If you apply to a university/college, write your qualifications before your work experience. If you apply for a job position, write about your previous experience first.

· Be careful about correct spelling, grammar and consistency.

· Send a covering letter with your CV. 


CURRICULUM  VITAE

a. PERSONAL DETAILS   

Name:    

Date of birth:

Address:

Marital status:

b. EDUCATION AND QUALIFICATIONS
· Certificates, diplomas, degrees in chronological order (start from the most recent one) 

· Mention first the degree (certificate, BA, MA etc.), the name of the school, institute etc. and the town / city  it is located.

c. WORK EXPERIENCE
· include the kind of jobs and the companies where you acquired experience at (any! )work in chronological order (start from the most recent one)

· mention your position, the name of the company, and the town / city it is located

d. INTERESTS AND ACTIVITIES
· Hobbies and activities 

e. REFERENCES
· Name, occupation and address of two referees 


CURRICULUM  VITAE

A.  PERSONAL DETAILS   

Name:    Steven Wood

Date of birth:    12 December 1976

Address:   34, Devonshire str., Brighton
Marital status: single

b.  Education and Qualifications
1994-1998                BEg in Mechanical Engineering - University of 

Sussex, Brighton 

c. Work Experience
2004-2008               Design engineer, Tiffen Enterprises, Liverpool




2001-2004

Assistant design engineer, Selco Ltd, Brighton

1998-2001
          Trainee design engineer, BDL Services, Brighton

D. LANGUAGES

1991


Grundstuffe Zertificat

E.  Interests and activities
Skiing, computing, windsurfing

F. References
Susan Spencer (Staff manager)

Marc Melton (Managing Director)

Selco Ltd.




Tiffen Enterprises

Brighton




Liverpool


33 Platonos str.

Kozani 50100

Greece
Papadopoulos John

Telephone number 65768

e-mail: papad@teinet.gr
	Personal details


	Marital status:

Age:

Place of birth:



	Position
	

	Education
	19xx - 19xx
[Name of university /TEI]
[Town / city]

· [Degree]


	Previous experience
	19xx - 19xx
[Name of company]
[Town / city]

[position-duties]

· [details]


	Languages
	

	Reference
	


· 2.  Put the information under the proper heading in the CV below.

· 1983 –1987
B.Sc. in Electronic Engineering  - University of Wales

· 6 December 1964

· 1989 – 1990
Inspection technician – Melton Enterprises, Cardiff

· 1985
Certificate in German

· Steven Bradley

· Sailing, jogging, karate, computing

· 23, Devonshire Rd., Middlessex E1

· 1991- 1997
Systems Analyst, BLD Computer Applications, Leeds

· Carl Spencer




Susan Marey

     Staff Manager




Head of Electronics Dept.

     BLD Computer Applications


University of Wales

     34 Bradsford st.




Cardiff 1NW

     Leeds 2W

· 1990-1991
Debug technician, Ace Ltd., London
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