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6 Work with a partner, Student A read the article * How to,

Write a CV™ below, Student B redd 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 mentioned

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 your CV s important
-~ interviewers will decide whether or not to see Jyou on
the strength of what you have writren, Don’t Just think
of it as a list of facts; it should sum up your peisonal,
educational and career histoty, as well as being an
indication of your strengths and weaknesses,
Here are a few suggestions:

Presentation.
Always type your CV. Use a good typewriter or word
!')I'()C@S.\‘Ul" .
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 n:overirig letter c:xplélluing
which vacaney you're applying for, If you're writing “on
spec.”, send a short letter explaining what kind of post
vou're looking for, )
Dor’t fax a CV uniess you're asked to, [t's a confidential
document,

“Content

Write a list of important headings, These should include your
name, date of birth, your address and your e-mail address, If you
have ane), phone number (at work and athorne), your woik
record and so an, ) . .
Start with vour most tecent job.and work hackwards.
Don't leave out any vital information, If you.spent a year or two
travelling, say so. Years that arve unaceounted for will seer™ 4
suspicious,
Don'tinclude any nepative information, such s exam fallures or
lost jofys, Be positive about yoursell, but don’t tie-or you wilk
undermine yoursell from the start,
Den't ask for youwr' CV to be returned; many companies keep
C¥aaon file for future relerence, . .

{aclapted from an avticle by fileni Kyriacou in Midweek}
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STUDENT B _

Tell your partner what recommendations “The Write Way
16 Find a Jobh" makes about:

* personal information and experience.

o layout, language and style.

Which of the fifteen polnté {a~0) in exerclse 5 (page.13)
are mentiorad In the arﬂc!e-?_

The Write Way to Find a Job

ANSWERING at‘lvex'lis@ilncrm'.is one way of ﬁliding a
job But t'h'el%e._'is a big-gﬂp-é&glwéén the nuntler of
vacancies filled and those n{i:vertis&bd So wriling on
spec, to gsrnp‘hyurs--can often be.a gond idea. '
The objeet is to get the employer to see you — no
more, because the best you.can hope for from such an
approach is an it}tettv‘i.aw...,f\ski'ng straight out for ajob’
is fatal because it invites-n yes of no respohse. As no
one will offer a post 1o anunknown quantity the answer
will always be negative.
There ave a number of golden rules:
Try to research the name (spelt corréctiy!) of a specific
person to write (o, '
Put yourself in the employer's slioes, Think.of what
you have to offor,
Try to keep your CV brief « one page is enougl;
perfect prose isiy't.expeeted ~ note-foim is scceptable,
Gear your €V 1o the job uncl;k)t‘gamisutioli. Notwo CVS
should be exagtly allke. ' - '
I you've been in work, explain your duties and how
your work has evolved. Demonstrate on paper that.yeu
are a potential asset, " L
List your outside interests aid skills, Don'vfurgel
your language abilities. Partictpation in sports can show -
your capacily for leam work. ' S
If your covering letter-is in English it should be
checked by o native speaket. You should state &';t 1he
beginning why you are wi‘i_t.i'hg andl then tey \to-ke'eh-lhc' .
reqader Interested, You Mnust establish that you would
like an intei“vikaw.'Ed'il"i':ut;hles,'é‘lyi ‘Go Sve:_r j(}'ur_ I'c'itr:_n' a8
many times as nocessary, Searely out and ‘gel i of all -~
unnecessaty words and sentences. 0 7 '
: =1(:;;dd|)ted from an.aiticle by
eaffey Clolzen in THE TIMES)



