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Work with a partner. Student A read the article “How to,

Write a CV" befow, Student B read the article “The Write
Way to Find a Job" on page 103,
STUDENT A

Tell your partner what recommendations “How to Write a
CV" makes about:

* personal information and experience,
+ layout, language and style,

Which of the fifteen points (a~0) in exercise 5 are mentioted

in the article?

HOW TO WRITE A CV

When applying for a job you'll be In competition with
a number of other candidates. So Jyour CV is tmportant
- interviewers will decide whether or not to see Jyou en
the strength of what you have written, Don’t just think
of it as a list of facts; it should sum up your personal,
educational and career h:‘swzy, as well as being an
indication of your strengths and weaknesses.
Here are a few suggestions:

Presentation
Always type your CV, Use a godd typewriter or word
processor,
Ifa CV is hand-written, it goes into the wastepaper basket,
Use good quality paper, Don't give the impression this is
just another photocopy. _
Never send'a CV without a covering letter explaining
which vacancy you're applying for. if you're writing “on
spec.”, send a short letter explaining what kind of post
you're locking for, ’
Don’t fax a CV unless you're asked to, It's a confidential
document,

Content

Writo a list of important headings, These should include your
name, date of birth, your address (and your e-mafl addross, i you
have anc), phone number (at work and nt'ho"rw), your work
record and so on. '
Start awith vour most recent job and work backwards.
Don't leave out any vital in[bl‘nmtiq_n-, if you spent a year or two
travelling, say so. Years that are unaccounted for will seem
suspleious, ‘
IDon’vinclude any nug‘a.tivdinf'm-mntiﬁn, such as exam failures or
lost jobs, Be positive-about yoursell, but don't tie-or you will
undermine yourself from the stare,
Don'task for your CV to be returned, many companies keep
CVson file for Muture veference,

{addapted Mrom an article by Elenl Kyriacoudn didweek)
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STUDENT B
Tell your partner what recommendations “The Wrlte Way
to Find a Job” makes about;

* personal information and experience.

® layout, language and style. _ o
Which of the fifteen polnts (a-o} in exercise 5 (page 13)
are mentioned in the article?

The Write Way to Find a Job

ANSWERING adVerﬁségneu1lé is one way of finding &

job. But there is a l):y gap gb‘__e;chcn the n umber of
vacancies filled and _tjms;;—';.léivcrtis‘éd, So wrting on
spec, to employers can offen tie a-rgc,mcf idea.

The object is to get the employer to see you - no
more, because the bist you:gan hope for from such an
appreach is an inleeview. Asking stright aut for a job
is fatal because it invites 4 yes o no rc‘spbn'se. Ag 10
one will offer a post 10-anunkaowsi quantity the answer
will always be negative.

There are a number of golden rules:

* Try to research the name (spelt correctly!) of a specific
person to write to, -

¢ Put yourself in the empleyer’s shoes, Think of what
you have to offer, '

¢ Try to keep your CV- brief - one pzigé i§ enough;
perfect prose dsn’t expécted - note fortn is acceptable.

+ Gear your €V 1o.thejob and organisation. No'two CVa
should be exactly alike. ' ' '

o If you've been In work, explait your duties and how
your work has eveolved, Demonstrate on paper that you'
are a potential asset, S

+ List your owtside:inferests and skiiiy, I.D_O.n"_‘ L. fbi‘gel
your language abilities, Particl pation in sports ¢an show'"
your capacity for team work, - o :

If your covering detter is in -English it should be
checked by o native spaake’_u. Yol shogld state at the,
beginning why you are writing and. then fry to keep the
reader interested, You must establish t'hat._you would
like an intci‘vi‘e'w.'IEdil'_'-i't'{'t.h']e‘ss'ly'i_ (3(}_6vc‘_;jyc:1|1j letter us
many times as necossary. Seatch outand-get rid of all
unnecessaiy words and sentonces,

- adapted from an-article by
Teoffey Golzen in THE TIMES)



