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B Structuring your CV

You've researched yourself and identified your dream job.
You've researched the market and found a vacancy. 5o how do
you put together a CV that will guarantee you an interview?

1 & In pairs, discuss the following questions.

1 What does CV stand for?
2 What is a CV commonly called in American English?
% What is the main purpose of a CV7?
4 What are the key qualities of a successful CV?
5 How many sections are there in a typical CV? What
are they?
6 What is the best way to structure the contents of your CV?

b P21 Listen to Silvia and her friend, Sophie, discussing CVs. In pairs, discuss
the following questions.
1 What are the two most popular ways of structuring a CV?
2 What are the key differences between the two most popular ways of
structuring CYs?
%L Does any of Sophie's advice surprise you?

t P21 Listen again and complete the following CV structures.

Chronological CV Skills-based CV

| Your WA n |arge letters 9 _  _ inlarge letters

2 details 10 ==

G TN == 11 / Career profile

4 ! Academic qualifications 12 Key

5 i3 details

B Activities and 14 ! Praofessional qualifications
7 Additional 15
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d Look at the two versions of her CV that Silvia prepared. Which approach
has she followed for each version? Which CV do you prefer?

2 Complete the following CV using a past form of the verbs in the box.

achisve complete  coordinate  develop  hold
grganise  persuade  represent  research  work

Silvia Carnali

Home address: 42 Hampstead Rel Date of Birth: 14 February 15986
London NW3 Natlomality:  ltalian

Telephone: 44 (09 207 862 4567

Email: s_carnali@hotmail.com

Education

2008=presery The School of Oriental and African Studies (30AS)

® M:c {Hons) Development Studies (2.1 expected)

& TliHwerd dissertation on relorestation in Kenya

2004=2HM7  University Colbegge Londan (UICL)

® A (Hons) Geography (2.1

2004 Plploma Maturita Scientifica (38,840 ~ Liceo A Tosl, Milana

Professional Experience

2005 Project Volunteer: Sustoimabie Sofurions (NGO, Kenva (8 months)

1 _wovked g part of 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 Kenva
2062007 - Communications OMfcer: Diversdy College London (1 vear)

Organised and managed catering for more than 10 separate UCL events for up o 300 students
Liaised with student council board members, catering suppliers, venues and performers
4___ \lniversity College London at a series of event conferences

5 twoweek event management training course

2005 Activity Leader: Concord College Summer School, Shropshire, UK (2 months)
® | ed sports and drama activities lor 200 international students

® G__ weekend adventure trip in Wales, incloding leading a walking expedition for twoenby students

® 7 __ daily meetings with olher members of the activity team. Provided training and support {or
less experienced members of the team

Activitles and Interests

2007 Sept Mountain Trekking In South America (1 month)

® 8 __  and planned group mountain expedition in the Andes, Argentina

* Az gole Spanish speaker | acted as spokesperson lor the group, Reacting to unforeseen events reguired
Irequent revision of plans, résponding 1o group members, tour operator and airlines,

® O aims ol crossing the remole central part of the Southern Pataponian ice cap in Los Glaciares
Mational Park, improved Spanizsh language skills, stayed within budget

20053-preser  Greenpeace Active Member (5 years)

® 10 acampaignagainst nuckear power. Persuaded 1000 people (o wrile ta their local MP

demanding the Government to reconsider renewable enérgy resources as a viable alternative 1o

nuclear power.
Languages Italian (mothor tongue), English (fluent), Spanish (upper intermediate) I
Computer Skills  Full command of Microsolt Office Suite |
Driving Full current driving licence I
References References available upon request
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omplete the following CV using the skills headings in the box.

Adaptability and resourcefulness  Communication and teamwork
Energy and motivation  Research and computer skills

Silvia Carnali 42 Hampstead Ad, London NW3

Tel: 44 (0] 207 B62 4567
Email: s_carnalii@hotmail.com

Weltargansed, highly mothvatad communications strategy aduser Geography graduata wath fecant
prafessions! expenience developing commurication strategy for posive change. Cufrently complating Masters
1 Devalgpment Studves with specific focus an sustainabviity. Fluent spoken and writtan English, Seif-motivared,
resgurcetul and abie fo mativale athers, with axcellant communicanon ard interpersonal skifls

Education
2008 - 2009  The School of Oriental and African Studies, University of London, MSc (Hons) Development

Studees (2.1 expected)

2004 - 2007 University College London, BA (Hons) Geographiy (2.1)

1
L]

® | upciated and modified the website for Sustainatie Sclutions, rasulting in a 40% ncrease in wabsita waffic, (2008)

African NGO 'Sustainable Solutions”: Six-month velunteer project 1o educate Kenyan people about the
importance of reforestaton. My rode was o assist the project team in devising and implementing strategies
to communicate this message o local residents in differant regions in Kemya. o do this etfectvely, | had to
ramain calm, polite and persuasive when lalking to community leaders. (2008)

As communications officer gt UCL | represented the university at conferences and organised swdent uruon
events; As part of the student umon team | was responsible for dealing wath supphers, bands, et and | also
warked in collabaration with the rarketing team advertising and ticketing events. | assisted in arganising and
managing 12 successiul events, all of which made a profit. (2006-2007)

In Sept 2007 | successtully completed an aight-persan expadition to Austral Andes in Argenting, in the south-
wast of Santa Cruz an the bordes with Chile. Thrae months of training and fundraising preparanon rasulited in
the successtul crossing of the remote central part of the Southemn Patagonian 1ce cap in Los Glaciares Naticnal
Park. As the sole Spanish speaker | acted as spokesperson for our group, organising beokings and negotiating
the expedition itinerary. (2007)

| organised and led sparts and drama activifies tor 200 international students at a summer schood in
Shressbury. by roba included motivating and supparting the less expenenced members of the activities team.
| davised a number of sporting toumamants for the surmmer school students and motiveted the children and
staff to gat {ully mvabved, culminating in an international volleyball competition, {2005

I worked with a large imternetionsl team in Kenya. The nature of the project meant that | had o travel segularhy
throughout the country at short natice, and share hasic fiving cond:tions, {2008

| handied & wide vanety of tasks and projects throughout the six-month project, each requinng different skills
and approachas m arder for targels to ba achieved and obstacles to be overcome. | suggestad an alternative
pommunication stratagy of meeting with local community leaders (o discuss sustainability. | convinoed
community leaders to implamant altermatve farming methods, The suocesstul approach was adopted by the
enties Leam acrass the country. (2008)

| researchad top international universities for my degree course. | am currently comgleting in-depth research
on reforestation technigues for the African subcontinent for my Master's degree dissertation, Research for my
dissartation includes substantial use of the Internet and prefessional joumals, and interviewing experts in the
fizld. | have an excellent command at Microsoft Office Suite.

Employment History

Sustainaple Solutions (NGO) 2008 Project Voluntesr, based Kemya
Concord College surmmer schoal 2005 Actaty Leader, based Shropshire, LK
Languages

italan, Engfish, Spanish

Setrences it pon e ossLIVEWORKSHEE

e

T

T e — T

B S S—

o B e p—

J
!

TR S T ———— e e



