Scrivereil currriculum vitae (Writing a CurriculumVitae- CV)

Whenyou arelooking for ajob, you should offer yourself to an employer in thebest way. Thiscan bedone
by writingaCV, that isasort of “advert” to introduceyourself.

You should sendaCV to aparticular company whenthey ask for oneinajob advertisement, or whenyou
areenquiringif any jobsareavailable. Keep in mind that the purpose of your CV isto make you worth
considering and so receiveajobinterview.

For thisreasonaCV should bewell laid out. Useaword processor or, at |east atypewriter. Do not use
many different font typesand sizesand check that the spelling iscorrect.

Beforewriting consider how your skills, education, and experience comparewith the skillsthat thejob
requires. If you do not have enough information about thejob description, ask for moredetails. findly, be
honestintheinformationyougive.

In casethat all you need to say doesn’t fit onto one sheet of A4, do not go longer than two sheetsand
remember to put page numbers at the bottom of the pages.

A CVincludes

» personal details(name, home address, phone number, e-mail address, date of birth, marital status);

» education (starting with the most recent education, it should include any special project, thesis, or
dissertation work too);

» work experience (starting with themost recent experience, it givesthe name of your employer, your
jobtitle, and what you actually did and achieved in that job);

* interests(itincludesactivitieswhereyou have had leadership or responsbility, or which haveinvolved
youinrelatingto othersinateam, for instance volunteer work);

» sKills(ahility inforeignlanguages, computing experience, and possession of adriving licence);

 references(it shouldinclude one namefromyour place of study, and onefrom any work situationyou
have had. Alwaysmake surethat refereesarewilling to giveyou areference).

Covering L etter

When sendingaCV or job application, you must include acovering letter. The purpose of thisletter isto
make surethat the CV arrives on the desk of theright person and to persuade him/her to read your CV.
That iswhy theletter must be relevant to the company, interesting, and well written.

Inthe covering letter you should explain why you want that particular job with that particular employer.
Draw attentionto oneor two key pointsinyour CV. Remember to mentionwhen you areavailablefor an
interview.

Writing
Hereisthe European CV format. Wkite your own Curriculum Vitae.
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