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Writing an Impressive CV (Part 1)

Structuring your CV
Creating a strong first impression
Writing a personal statement
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Writing eye-catching headings



Structuring you CV

Think about the following questions

What does CV stand for?

What is a CV commonly called in American English?
What is the main purpose of a CV?

What are the key qualities of a successful CV?
How many sections are there in a typical CV? What are they?

o Uk wh e

What is the best way to structure the contents of your CV?



Structuring you CV

1.
2.
3.

CV = Curriculum Vitae
CV commonly called Resume in American English

Purpose of a CV is to persuade a potential employer that you have
the right skills experience, education and personality for the job.

Successful CV = stand out, well planned, well written, meet the
requirements, concise, honest, error-free.

Sections in CV = professional experience, educational
qualifications and skills.

What is the best way to structure the contents of your CV? No
specific one, the main two are chronological and skill-based.



Audio: Silvia and Sophie talking about CV

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 CVs?

3. Does any of Sophie’s advice surprise you?



Audio: Silvia and Sophie talking about CV

1. What are the two most popular ways of structuring a CV?
Conventional chronological CV and skills-based or functional CV.

2. Chronological CV: chronological order of academic achievements
and work experience.
Skill-based CV: key transferable skills relevant to job and provides
evidence of these skills.

3. Does any of Sophie’s advice surprise you? You may think about the
answer yourself.



CV Structure

Chronological CV Functional/ skill-based CV

1. Your name in large letters 9. ...inlarge letters

2. ... details 10. ...

3. 11. .../ career profile

4. .../academic qualifications 12. Key ... / transferable skills

5. 13. ... details

6. Activitiesand ... 14. ... /professional qualifications
7. Additional ... 15. ...

8.

16. referees



CV Structure

Chronological CV

Your name in large letters
Contact details
Personal statement

Education/ academic
qualifications

Work experience
Activities and interests
Additional skills
References
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Functional/ skill-based CV

9.

10.
11.

12.
13.
14.

15.
16.

Your name in large letters
Contact details

Personal statement / career
profile

Key skills / transferable skills
Work experience details

Education/ professional
qualifications

interests
referees



Silvia Carnali

Home addresas: 42 Hampstead Rel Date of Birth: 14 February 1986

London NW3 Natlomallty:  [talian
Telephone: 44 (0) 207 862 4567
Email: s_carnalighotmail.com

Education

2008-present The Sciwsol of Oriental and Alrican Studies (SOAS)

® MSc (Hons) Development Studies (2.1 expected)

®  T000-word dissertation on reforestation in Kenya

2004-2007  University College Loadon (UCL)

® A (Hons) Geography (2.1)

2004  Diploma Maturlta Sclentifica (58/60) - Liceo A Tost, Milano

Professional Experience

2008 Project Volunteer: Sustainable Solinions (NGO, Kenya (5 months)

o | _Movked as part of an international team 10 increase awareness of sustainability in Kenya
e 2 commumication strategies to ensure that our message was delivered effectively
® Established, managed and malntained relationships with key stakeholders

® 3 local community leaders to increase the level of relorastation in Kenya
HM0-2007  Commmunicatbons Officer: Uniersaty Coltege London {1 year)

® Organised and managed catering lor more than 10 separate UCL events for up to 300 students
® Liaised with student councl board members, catering suppliers, venues and performers

® 4 University College London at a series of event conferences

® 5 two-week even! management training course

2005 Actvity Leader: Concord College Summer School, Shropshire, UK (2 months)

® Led sports and drama activities for 200 international students

® 6 weekend adventure trip In Wales, Including feading a walking expedition for twenty stodents

® e daily meetings with other members of the activity team. Provided training and support for
less experienced members of the team

Activities and Interests

2007 Sepr Mountain Trekking in South America (1 month)

® 8 and plasmed group mountain expedition in the Andes, Argentina

® As sole Spanish speaker | acted as spokesperson for the group. Reacting to unforeseen events required
frequent revision of plans, responding to group members, tour operator and airlines.

® o aims of crossing the remote central part of the Southern Patagonian ice cap in Los Glaciares
National Park. Improved Spanish language skills, stayed within budget

2003-present  Greenpeace Active Member (3 years)

® 10 acompaign agoinst nuclear power. Persuaded 1000 people 10 write to their local MP
demanding the Government to reconsider renewable energy resources as a viable alternative to
nuclear power,

Languages Ttakian {mother tongue), English (Muent), Spanish (upper intermediate)
Computer Skills  Full command of Microsoit Office Suite

Driving Full current driving licence

References References available upon reguest

Silvia Carnali 42 Hompstead Rd, London NW3
Tal: 44 {0) 207 862 4567

Email: s_carnali@hotmall.com

Wel-orgamsed, hahly MonVEted communications strategy adwser. Geagraphy grackare with racent
ofassons! axpenence develaping communcation sieaategy for positive change. Currantly complering Master’s
i Davelopment Stuadles with spacific focus on sustamabaty. Fluent sgoken and warten EngUsh. So¥ monvarad,
resourceny and able 1o mativate athevs, with exceilent communeancn and nterpersonal skils,

Education

2008 - 2009 The School of Onentsl ana Afncan Studias, Unmarsity of Landon, MSe [Hens) Devstoprment
Stuchies 2.1 axpacted
2004 - 2007  Unmarsiy Colags London, BA (Hans Gaography (211

¥ g

® Afrcan NGO '‘Sustainable Sclutions’s Siemanth volunteer progect to educate Senyun peaple about the
impartance of reforestation. My rals was (0 2528l e sropect tearm in davisng and impkementing strateges
10 commuricate this message 1o Jocal taskdents » difarent régions ¢ Kenya. To do ths effactively, | had 1o
remain caim. polte and persusswe when taking to community leaders (20081

® As communications officer at UCL | représanied the unwarsty 3t conferances and organised student uron
evants, As part of the stugent uwien team | was responsbia for daalng with suppliees, bands, etc. and Lalso
werkad i colabaranon wih the marketing taam advertising and tcketing events | assisted n organising and
managing 12 successiul events, all of which made a profit. |2006-2007)

® | Sept 2007 | successiuly completed an sight-person axpedingn 16 Austral Andas in Argeating, in tha south.
weaat of Sanma Cruz on tha borged wath Chie. Three months of iraning and fundraising preparation rasulted n
the successiul orassng of the wmate central part of the Southern Patagonan e cap in Los Glacares Naticas!
Park. As Tho soe Spansh spaaker | acted as spokesperson for our groun, argansing bookings and negatating
the expedtion tineracy. (2007}

® | argaresed ard led sparts and drame activites for 200 intemstional Studants 8t a surmmer school in
Strevesbury. My role mcluded motivating and supporting he less expanencad membars of the aciivites team
| dewised & murnber of 2porting 1umaments lor the summer school students ant motiated the chikiren and
s1afl 1o ge fully involvad, culminating » an intamatonal voleyball compettion, (200%5!

® [ worked with a largs mtermationsl seam n Kenya. The natuie of the projact meant 1hat | had 1o raval ragulary
throughout the country at shor notce, and shave basic livng sonditions. (2008}

® | handied a wide variety of 1asks and prosects throughout the sx-month project, @ach requirng different skils
and approaches in acdet 1or 18rge1s 10 be achieved and obsiacks 10 be overcome, | supgesied an shernative
communication strateqy of meatng with local community leaders 10 discuss sustainabiity. | convinced
community leaders 10 rrplement allemative farming methods. Tha successtul approach was adopted by the
antire tesm acroes 1ha country. 12006)

e

® | ressarchad 109 intecnaticoal uriversitas for My degres course | am curently completing in-depth rasearch
an reforestation techmmques for the Alrican subcontinent for my Master's degree cissertation. Research far my
dissartation mcludes substantad use of the Internet and profassional ournais, and interdewing experts 0 the
fioid. | have an excallent command of Nerosaht Office Sue

® | updated and modifred the webiste for Sustainable Soluhons, resuttng vi a 40% mncraase in waebsta traflic. (2008

Employment History

Sustainaole Soutions (NGO} 2008 Project Volunteer. based Keaya
Concord Collage sumvmar schoal 2005 Actwity Leadter. based Shropshee, UK
Languages

Itatan, Englsh, Spanish
References avaiable upon request
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Silvia Carnali

Home addreas: 42 Hampstead Rel Date of Birth: 14 February 1586
London NW3 Natlomallty:  [talian

Telephone: 44 (0) 207 862 4567

Email: 8_carnplighotmail.com

Education

2008-presemt The Sciwxsl of Oriental and Alrican Studies {(SOAS)
® MSc (Hons) Development Studies (2.1 expected)

®  7000word dissertation on reforestation in Kenya

2004-2007  University College Loodon (UCL)

® RA (Hons) Geography (2.1)

2004  Diploma Maturlta Sclentifica (58/60) - Liceo A Tost, Milano
Professional Experience

2008 Project Volunteer: Sustainatde Solinions (NGO, Kenya (6 months)

o | Movked a5 part of an international team 10 increase awareness of sustainability in Kenya
e 2 commumicalion strategies to ensure that our message was delivered effectively
® Established, managed and malntained relationships with key stakehoblders

® 4 local community lesders to increase the level of reforestation in Kenyva

H-2007  Commmunications Officer: Duiperaty Coltege London {1 year)

® Organised and managed catering for more than 10 separate UCL events for up to 300 students
® [iaised with student councl board members, catering suppliers, venues and performers

® 4  University College London at a series of cvent conlerences

® 5 two-week event management training course

2005 Activity Leader: Concord College Summer School, Shropshire, UK (2 months)

® Led sports and drama activities for 200 international students

® 5 weekend adventure trip In Wales, Including Seading a walking expedition for twenty stodents

® 7 daily meetings with other members of the activity team. Provided training and supporl for
less experienced members of the team

Activities and Interests

2007 Sept Mountain Trekking in South America (1 month)

® Ao and plasmed group mountain expedition in the Andes, Argentina

® As sole Spanish speaker I acted as spokesperson for the group, Reacting to unforeseen events required
frequent revision of plans, responding to group members, tour operator and airlines.

® o aims of crossing the remole central part of the Southern Patagonian ice cap in Los Glaciares
National Park. Improved Spanish language skills, stayed within budget

20 3-present  Greenpeace Active Member (5 years)

® 10 acampaign agoinst nuclear power. Persuaded 1000 people 10 write Lo their local MP
demanding the Government to reconsider renewable energy resources as a viable alternative to
nuclear power,

Languages Itakian {mother tomgue), English (Tuent), Spanish (upper intermediate)
Computer Skills  Full command of Microsolt Office Suite

Driving Full current driving licence

References References available upon request
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Achieve
Complete
Coordinate
Develop
Hold
Organize
Persuade
Represent

Research
Weork



Silvia Carnali

Home addreas: 42 Hampstead Rel Date of Birth: 14 February 1986
London NW3 Natlopality:  [talan
Telephone: 44 (0) 207 862 4567
Email: s_carnalighotmail.com CO rre ct An Swe rs :
Education

2008-presemt  The Sciwx of Oriental and Alrican Studies {(SOAS)
® MSc (Hons) Development Studies (2.1 expected)
& 7000wword dissertation on reforestation in Kenya

2004-2007  Unidversity College Loodon (UCL)

. Worked
. Developed
. Persuaded
. Represented
. Completed

® RA (Hons) Geography (2.1)
2004  Diploma Maturita Sclentifica (58/60) - Liceo A Tosi, Milano
Professional Experience

208 Project Volunteer: Sustainabde Soliwions (NGO), Kenya (6 months)

| Movked a5 part of an international team 10 increase awareness of sustainability in Kenya
2 Commumicalion sirategies to ensure 1hat our message was deliversd eflectively
Established, managed and malntained relationships with key stakehobders

3 ko<l community leaders to increase the level of reforastation in Kenyva

M-2007  Commmunicatbons Officer: Hipersaty College Lordon {1 year)

® Organised and managed catering for more than 10 separate UCL events for up to 300 students
® Liaised with student councl board members, catering suppliers, venues and performers

® 4 University College London at a series of ovent conferences

® 5 two-week evenl management training course

2005 Activity Leader: Concord Coflege Summer School, Shropshire, UK (2 months)

® 5 . weekend adventure trip In Wales, Including Seading a walking expedition for twenty stodents

Organized
Held
Researched
Achieved

0. Coordinated

® e daily meetings with other members of the activity team. Provided training and support for
less experienced members of the team

Activities and Interests

2007 Sepr Mountain Trekking in South America (1 month)

® e el plaaned group mountain expedition in the Andes, Argentina

® As sole Spanish speaker [ acted as spokesperson lor the group. Reacting to unforeseen events required
frequent revision of plans, responding to group members, tour operator and airlines

® O aims of crossing the remote central part of the Southern Patagonian ice cap in Los Glaciares
National Park, Improved Spanish language skills, stayed within budget

20 3-present  Greenpeace Active Member (5 years)

® 10 acampaign against nuclear power. Persuaded 1000 people 10 write to their local MP
demanding the Government to reconsider renewable energy resources as a viable alternative to

® Led sports and drama activities [or 200 international students 6

nuclear power

Languages Itadian {mother tongue), English (Tuent), Spanish (upper intermediate)
Computer Skills  Full command of Microsolt Office Suite
Driving Full current driving licence

References References available upon request
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Education
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2004 - 2007  Unmearsay Cobaga Londan, BA (Hans) Gaography (211
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® | updeted and modifred the websae for Sustainable Soluhons, resittng vi a 40% ncraase in websta raffic. (2008

Afrcan NGO '‘Sustainable Sclutioas’s Soomanth volunteer progect to sducate Kenyan peaple about the
impartance of reforestation. My rols was 10 285588 the sropect 1eam in davisng and amglementng strsteges
10 cammuricate this message 1o ocal teskients » difarent regions 5 Kenya. To do ths effactively, | had 1o
remain caim. polte and persusswe when taking 1o community leaders. 120081

As communications ofticer at UCL | représanted the ynwarsty 3t conferancas and organised student uron
evants, As part of the student wieh team | was responsbia for daalng with suppliers, bands, etc and Lalso
werkad 0 colabaranon with the marketing taam advertising and tcketirg events | assisted n organising and
mansging 12 successiul events, all of which made a profit. |2006-2007)

In Sept 2007 | successiuly completed an sight-person expadingn 1o Austral Andas in Argentina, in 1ha south-
wear of Same Cruz on tha borge: wath Chis. Three months of traning and fundraising preparation rasulted n
the successiul crassng af the emaote central part of the Southern Patagonan e cap in Los Glacares Naticas!
Park. As 1ho soe Spansh spaaker | acted as spokespesson for our groun, argansing bookings and negatating
the expedton tirerary. (2007)

| argarsed and led sparts and drame activibes far 200 infermstional Stutants at a surrmer school in
Stepwesbury. My role mcluded motivating and supporting the kess expanancad membars of the aclivites team
| devised & nurnber of 2pong 1wumamems 1o the summer school studaents and motaated the children and
ssafl 1o get fully involved, culminatng »n an ntamatong! volleyball competton. (20051

I worked with a largs mternational seam n Kemya. The natuie of the projact meant that | had 1o ravel ragulary
throughout the country at shor notce, and shave basic livng condnions. 12003}

handied a wide variety of 1asks and proects throughout the Sxmonth project, each requarng gifferent skils
and approaches in ardet 1or 18rge18 10 be achieved and obsiacks 1o be overcome, | supgesied an alternative
communication strategy of meatng with local commuonity leaders 10 discuss sustainabilty. | convinced
community leaders 10 rrplement altemative fsrming methods. Tha suocesstul approach was adopted by the
antire team acroas tha country. 120060

I ressarchad 109 Intecnaticoal ursversitias for My degree course. | am curently completing in-depth rasearch
an reforestation techrnques 1o the Alrican subcontinent far my Masier's degree oissertation. Research far my
dissartation mcludes substantd use of the Internet and professional ournais, and interdewing experts n the
fiold. | have an excallent command of Nycrosatt Offics Sue

Employment History

SusmEinaole Soutions (NGO} 2008 Proect Volunteer. basac Kenya
Concord College surmvmar schoal 2005 Actwity Leader. based Shropshee, UK
Languages

Itatan, Englsh, Spamish
Referances avafable upon request
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Adaptability and resourcefulness
Communication and teamwork
Energy and motivation

Research and computer skills



Silvia Carnali 42 Hempstead Rd, London NW3
Tel: 44 (0) 207 862 4567
Email: s_carmali@hotmall.com

Correct Answers:

1. Communication and
s e Dl teamwork
' 2. Energy and motivation

3. Adaptability and
resourcefulness

4. Research and computer skills

Employment History

Languages



Self analysis:

1. Why are skill-based CVs particularly popular with career changers
and recent graduates?

2. Which approach is more common in the country you are applying
for work in?



Self analysis:

1. Why are skill-based CVs particularly popular with career changers
and recent graduates?
Both career and recent graduates may not have much relevant
professional experience, so they may prefer to use a skills-based
CV where capability is emphasized over experience.

2. Which approach is more common in the country you are applying
for work in?



Creating a strong first impression:
Writing a personal statement.

Brief statement of the type of person you are, your skills and your
achievements.

"well-organized, highly motivated communications strategy adviser.
Geography graduate with recent professional experience developing
communication strategy for positive change. Currently completing Master’s
in Development Studies with specific focus on sustainability. Fluent spoken
and written English. Self-motivated, resourceful and able to motivate
others, with excellent communication and interpersonal skills.”



Personal Statement

"well-organized, highly motivated communications strategy adviser. Geography graduate with
recent professional experience developing communication strategy for positive change.
Currently completing Master's in Development Studies with specific focus on sustainability.
Fluent spoken and written English. Self-motivated, resourceful and able to motivate others,
with excellent communication and interpersonal skills.”

What sort of person am I?

What is my area of professional expertise?
What is my most important qualification?

What is my most relevant skill for the job?

A A

What am | doing at the moment?



Personal Statement

What sort of person am I? . .
Self-motivated, resourceful and able to motivate others, with excellent
communication and interpersonal skills.

What is my area of professional expertise? o .
Well-organized, highly motivated communications strategy adviser.

What is my most important qualification? . . .
Geography graduate with recent professional experience developing
communication strategy for positive change.

What is my most relevant skill for th.e)"ob?
Fluent spoken and written English.

What am | doing at the moment? . . o
Curre,ntlg,c.ompletmg Master's in Development Studies with specific focus on
sustainability.



Personal Statement

Confidently and effectively | experience in | full-time professional |
proven ability | well-organized

1. Professional, ... individual. Communicates ... at all levels,
demonstrates initiative and confidentiality both independently and
within a team environment.

2. Enthusiastic PA with three years'... experience. Excellent written and
oral communication skills have enabled me to establish a strong
network of professional contacts in your area. ... to meet deadlines
and priorities whilst maintaining consistently high standards.
Substantial ... organising meetings and conferences gained whilst
providing PA and secretarial service to main board director.




Personal Statement

1. Professional, well-organized individual. Communicates confidently
and effectively at all levels, demonstrates initiative and
confidentiality both independently and within a team environment.

2. Enthusiastic PA with three years’ full-time professional experience.
Excellent written and oral communication skills have enabled me to
establish a strong network of professional contacts in your area.
proven ability to meet deadlines and priorities whilst maintaining
consistently high standards.

Substantial experience in organising meetings and conferences
gained whilst providing PA and secretarial service to main board
director.



Create your own Personal Statement

1. How long will your personal statement be?

2. How many sentences do you want to include?

3. What key questions will you address with each sentence?
4. What additional information will you include?

5. In what order will you put your sentences?



Create your own Personal Statement

W Adjective 1 - Adjective 2 Experience/skills

Creative Accounts manager

Extremely Customer/oriented English speaker Communication skills

Deep Experience in...
Experienced Recent graduate with Excellent
Sales professional Extensive Knowledge of ...

Highly _
Resourceful Self-starter Proven Range of transferable skills
Results-focused Recent Skills in ...

Highly experienced accounts manager with excellent communication skills.




Create your own Personal Statement

W Adjective 1 - Adjective 2 Experience/skills

Creative Accounts manager

Extremely Customer/oriented English speaker Communication skills

Deep Experience in...
Experienced Recent graduate with Excellent
Sales professional Extensive Knowledge of ...

Highly _
Resourceful Self-starter Proven Range of transferable skills
Results-focused Recent Skills in ...

Ability to | broad | consistently high | enthusiastic | interest in |
motivator | professional | team leader




Create your own Personal Statement

W Adjective 1 - Adjective 2 Experience/skills

Creative Accounts manager broad Ability to...

Customer/oriented  English speaker consistently high Communication skills
Extremely

enthusiastic motivator Deep Experience in...

Experienced Recent graduate with Excellent interest in...

professional Sales professional Extensive Knowledge of ...
Highly

Resourceful Self-starter Proven Range of

transferable skills

Results-focused team leader Recent Skills in ...



42 Hompstead Rd, London NW3
Tel: 44 {0) 207 862 4567
Email: s_carmali@hotmall.com
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Employment History

SustEinaole Sautions NGO 2008 e ot Volunteor basao Kenya
Concorg Collega sumvmar schoal 2005 Actvity Leadec. based Shropshwe, UK

Languages
Isatan. Englsh, Spanish
Aeferances avafable upon regquest

Writing eye-catching headings

Soluhons, resitnng vi a 0% ncraase in wabsta rafic. (2008)

Imagine if you only had 20
seconds to look at Silvia’s CV.
What would you look at? What
would your impression of Silvia
be?



Writing eye-catching headings

Areas of professional Business skills Personal strengths and
experience competencies

Marketing Dealing with customers Innovation and creativity
Presentations and Financial management Leadership
publications

Sales Managing people Strategic thinking



Thank you and see you in the 5t session.

Yours sincerely,
Lerissa Daniela, S.S., M.Pd.



Original Source:

The original source of this chapter is taken from the book entitled
“ Cambridge English for Job-hunting”

written by Colm Downes and the series editor is Jeremy Day.
Published by Cambridge University Press in 2008.



