· CVs, applications & interviews: CVs

CV is an abbreviation of the Latin “curriculum vitae”, literally meaning life story. 

CVs are subjective - what one person likes, another person will dislike. Give ten people your CV and ask for comments; you're likely to get ten different (sometimes conflicting) suggestions for improvement.

There's no perfect CV template. There are tips, resources, suggestions and examples CVs provided for you to look at. Take as much advice as you can and decide what layout and content suits you best. 

Traditional CV includes the following main headings:

· Personal details

· Educational qualifications

· Work experience

· Interests/skills/organisations

· References

Other possible headings:

Personal Profile

Skills 

Education

Employment

Interests

Referees

Other model:

Personal details

Education

Professional experience

Skills

Activities

References

There are several kinds of CVs – skills - based CV, traditional/chronological CV, etc. 

· Choosing a Resume Format

You must determine what type of resume format to use. There are three basic types: chronological, functional, and a combination of the two.  READ MORE: http://www.liv.ac.uk/careers/students/cvs_applications_interviews/cv/examples.htm
http://careerplanning.about.com/od/resumewriting/a/resume_writing.htm
 The following sections will explain what each of these types are and when to choose one type over another. 

Chronological Resume

The chronological resume is probably the one with which most people are familiar. On it, work experience is listed in reverse chronological order (most recent job first). The period of time during which you were employed is listed first, followed by the name of the employer and then the employer's location. A description for each job is also included. Following work history is a section on education. If you are trying to show career growth, a chronological resume may be the way to go. If your most recent job is store manager, while the one before that is department manager, and the one before that is sales clerk, you can show a history of promotion. However, if your work history has been spotty or if it has been stagnant you shouldn't use a chronological resume. If you are changing careers, a chronological resume is not for you either. 

Functional Resume

A functional resume categorizes skills by function, emphasizing your abilities. This is useful if you are changing careers and want to show how you can transfer your skills. As stated previously, it is important to show prospective employers what you can offer them. A functional resume does just that. A functional job objective is given first, followed by several paragraphs, each discussing a different job function. Examples of functions are: Supervision and Management, Accounting, and Writing and Editing. Begin with the one you want to emphasize most. If you are customizing your resume for different employers, you can change your functional job objective as well as the order in which you list the functions. However, if you don't list your previous jobs, the person reviewing your resume may be suspicious. 

Combination Resume

A combination resume is exactly what it sounds like — it combines a functional resume with a chronological one. An objective is listed at the top, after your name and address, of course. Following that are paragraphs describing job functions. A section titled "Employment Experience" comes next. That is where the chronological part of the resume comes in. List employers and dates in this section. Do not offer further descriptions here as you have already described your abilities in the functional part of this resume. This is a useful format if you are changing careers but have a solid employment history. I also find it useful if your job duties on a single job were very diverse and you want to stress your various abilities. If you spent a long time at one job but moved up through the company, you might want to use a combination resume.
READ MORE: 

CV basics 

http://www.liv.ac.uk/careers/students/cvs_applications_interviews/cv/basics.htm
and CV checklist

http://www.liv.ac.uk/careers/students/downloads/cvs/CV_Checklist_2010.pdf
APPLYING ONLINE

There are 2 main ways to apply online.

1) By filling in an application form online. Fill in the details in the same way as you would with a normal application form. Make sure you check you have filled in all the information the form asks for and that the information is correct before you select ‘send’ to send the form to the employer.  

Filling in application forms 
Some job adverts will ask you to fill in an application form. You may need to contact the employer to get a copy of the application form. 

Other tips on completing an application form

• Always check the instructions for filling in the application form (for example, whether you have to write in capitals, or fill in the form in black ink only).

• Spell the name of the company correctly!

• Prepare a draft of the application form and then transfer the information to the actual form (if you’re filling it in by hand).

• Read over the job advert again and make sure the information you include on the form is relevant.

• Answer all questions and fill in all the boxes.

• If there are gaps in your employment history, say what you were doing during that time (for example, bringing up your children, or working as a volunteer for a charity).

• Include skills that you have developed outside work.

• Ask a friend or relative to check your application form before you send it.
2) By e-mailing your CV. Some employers will ask you to send your CV by e-mail. You will need to have saved your CV so you can attach it to the e-mail. You may also want to include a covering letter. You can find information on how to write a covering letter in the material (JOB ADS)
Example application form

	Dates
	Employment

	January 2005 to present
	I have been secretary for the Smalltown Cricket Club for a number of years. My duties have included drafting the minutes of meetings and putting together the club newsletter. These duties improved my written communication skills. The newsletter was well received by members

	October 2003 to November 2005
	Warehouse operative – Farm Feeds

My duties included stock control, organising deliveries and operating a forklift truck.


Buzz words

WHAT you say and the WAY you say it can make the difference between an interview and the waste bin – for your CV at least! Introducing some of the following words and skills in your CV could get you that interview!

communicated – developed – co-ordinated – tested - built – arranged – liaised – team worker – high standards – performed  - creative – determined – careful – punctual – enthusiastic – flexible – committed – negotiated – analysed – managed – motivated

Although these are the type of the words that should impress established managers, they are also words you could use to describe school or college projects and experiments.

You might like to use these and others to write a short personal statement highlighting your particular personal qualities, skills and abilities. Say what you do and have done. This can be placed after your personal details, and give you that all important edge over other applicants.

EXAMPLE CV 

Sobia Bibi

23 Mary Lane, Low Moor, Bigtown BG4 1TW

Tel: 0013 789 4321

E-mail: sobia.bibi@email.co.uk

Personal Profile

I am a positive and energetic A level student with strong numeracy, analytical and communication skills. I have successfully coped with my A level course alongside my job and sport activities. I want to use my skills to develop a satisfying career in finance.

Skills

Numeracy and analytical skills: I am predicted to get grade A in my Maths A2, and B or C in Biology and English Literature.

Communication and team working: at Jackson’s I have been promoted to shift team leader and am responsible for training new part-time staff.

IT: I am familiar with Microsoft Office packages and the Internet.

Organisational: I am the events manager for our 6th Form sport and social committee.

	Education
	

	Low Moor High School
1998-2005
	A levels Mathematics, English Literature, Biology
GCSEs Mathematics A, English Literature A, Science BB, History C, PE C, Music C

	Employment
	

	Jacksons
p/t 2003 - present
	Team Leader, Sales Assistant
Customer service, cash and credit handling, stock control, staff training, shift management
Child-minding – Relatives and neighbours
2001-2003



Interests 

I run for Bigtown Harriers and last year came 20th in the Bigtown half-marathon. I also like swimming, table tennis and music.

I sing and play keyboards (I have reached grade 4 in keyboards performance)

Referees

	John Brown, Head Teacher,
Low Moor School,
Orchard Lane,
Bigtown BG4 7LY.
Tel: 0013 259 1256.
Email:jbrown@school.org.uk
	Jennifer Bond,
Manager, Jacksons
1 East Way,
Low Moor
Bigtown BG4 3AW
Tel: 0013 888 3344


Suggested activities

Curriculum Vitaes

Task 1 Answer these questions.

1 What makes a good CV?

2 How long should it be?

3 What should it contain?

Task 2 Are these statements true or false? Correct any false statements.

1 A CV should be no longer than two pages.

2 You should always include a photograph.

3 You put the most recent experience first.

4 You should write in full sentences.

5 An employer is not interested in your hobbies and interests.

6 You should adapt your CV to the job description.

7 You should use good quality stationery.

8 You should make sure there are no grammar and spelling mistakes.

Suggested Answer Key:
1 T; 2 F; 3 T; 4 F; 5 F; 6 T; 7 T; 8 T
Task 3 Insert as many as possible ‘action’ verbs to describe your experience. They attract attention and demonstrate that you are an ‘action’ person. What are these typical action verbs in your language? Use the dictionary.
	achieve
	
	introduce
	

	co-ordinate
	
	manage
	

	create
	
	organise
	

	develop
	
	plan
	

	direct
	
	research
	

	establish
	
	set up
	

	implement
	
	supervise
	


Task 4 Make a dialogue using the words form the list. These words are commonly used in job applications. They are arranged in groups to help you remember spellings.

	preference
	qualifications
	company
	apply

	reference
	information
	opportunity
	reply

	experience
	position
	vacancy
	

	
	
	ability
	convenient

	qualified
	enthusiastic
	necessary
	excellent

	advertised
	energetic
	
	

	attached
	
	sincerely
	suitable

	pleased
	possible
	extremely
	available

	experienced 
	responsible
	recently
	

	interested
	
	immediately
	resume

	
	advertisement
	friendly
	

	
	employment
	
	


VOCABULARY
	abbreviation
	abreviatūra, saīsinājums

	suggestion
	ierosinājums, priekšlikums

	improvement
	uzlabojums, pilnveidošana

	layout
	izkārtojums (lapas)

	suit
	derēt, būt piemērotam

	heading
	virsraksts

	referee
	persona, kas sniedz rekomendāciju

	determine
	noteikt, nosacīt

	in reverse order
	apgrieztā secībā

	description
	apraksts

	promotion
	paaugstināšana (amatā)

	career growth
	karjeras izaugsme

	spotty
	nevienmērīgs

	stagnant
	inerts, kūtrs

	transfer
	pārlikt, pārnest (esošās prasmes citā jomā)

	previously
	iepriekš, agrāk

	prospective
	nākošais (darba devējs)

	emphasize
	uzsvērt, akcentēt

	customize
	pielāgot, pieskaņot

	suspicious
	aizdomu pilns, aizdomīgs

	further
	nākamais, turpmākais

	abilities
	spējas, talants

	duties (sing. duty)
	pienākumi

	diverse
	atšķirīgs, dažāds

	same
	tas pats, tāds pats

	tips
	padomi

	write in capitals
	rakstīt drukātiem burtiem

	draft
	uzmetums

	gap
	starplaiks, intervāls

	bring up (children)
	audzināt (bērnus)

	charity
	labdarība

	attach
	pievienot

	the minutes of meeting
	sapulces protokols

	stock control
	inventāra, krājumu kontrole

	forklift truck
	autokrāvējs

	BUZZ WORDS (liekvārdi, bieži lietoti vārdi)

	arrange
	norunāt, sakārtot

	liaise
	uzturēt sakarus, darboties saskaņoti

	flexible
	elastīgs

	committed
	nodevies (darbam), saistījies

	negotiate
	vienoties, vest sarunas

	statement
	apgalvojums

	highlight
	izcelt

	numeracy skills
	skaitliskās prasmes

	cope with
	tikt galā

	predicted
	noskaņota

	events manager
	pasākumu organizators

	shift
	maiņa (darbavietās)

	part- time staff
	personāls uz nepilnu slodzi

	child-minding
	bērnu auklēšana
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