Vocabulary to talk about your CV/résumé

	FRENCH
	ENGLISH
	FRENCH
	ENGLISH

	BAC
	EQUIVALENT TO A-LEVEL
	Qualité/Défaut
	QUALITY/FLAW

	BTS/DUT
	EQUIVALENT TO HND
	Mes COMPETENCES
	My SKILLS

	LICENCE
	BACHELOR DEGREE
	INTERIM
	TEMPING

	MASTER
	MASTER
	TEMPS COMPLET
	FULL TIME

	EMPLOI
	JOB
	TEMPS PARTIEL
	PART TIME

	MISSION
	ASSIGNMENT
	MES DIPLÔMES
	MY DEGREE/QUALIFICATION

	CDD
	SHORT TERM CONTRACT
	MON EXPERIENCE PRO
	MY PROFESSIONAL EXPERIENCE

	CDI
	LONG TERM CONTRACT
	Je suis bon en informatique
	I AM GOOD AT COMPUTING

	Je cherche un poste
	I AM LOOKING FOR A POST
	J’ai de l’expérience en…
	I GOT EXPERIENCE IN ...

	Je postule à un employ
	I APPLY FOR A JOB
	J’ai déjà travaillé dans...
	I HAVE ALREADY WORKED IN...

	Un candidat
	AN APPLICANT
	Je travaille chez ...XYZ
	I WORK FOR....

	Une candidature
	AN APPLICATION
	Je travaille chez XYZ depuis 2 ans
	I HAVE BEEN WORKING FOR XYZ FOR 2 YEARS













 (
Skills
 are the 
expertise
 or talent to do a job or task. Job skills allow you to do a particular job and life skills are what are needed for everyday life.
)Examples of Skills 



Job Skills Examples (ordre alphabétique)
· Ability to work under pressure 
· Accuracy
· Adaptability 
· Advising people
· Analyzing data
· Analyzing problems
· Assembling equipment
· Attention to detail
· Auditing financial data 
· Brainstorming
· Budgeting
· Building new business 
· Business communication
· Business management
· Calculating data
· Categorizing records
· Checking for accuracy
· Coaching
· Collaborating ideas
· Communicating with people
· Comparing results
· Comprehending ideas
· Conducting interviews
· Conflict resolution 
· Counseling people 
· Creative thinking 
· Critical thinking
· Customer service
· Dealing with complaints
· Decision making
· Defining problems
· Delegating
· Designing systems
· Determination
· Developing plans for projects
· Diplomacy
· Distributing products
· Editing
· Effective listening 
· Encouraging people
· Enforcing rules
· Envisioning solutions or ideas
· Estimating project workload
· Ethics
· Evaluating programs
· Expressing ideas
· Extracting or gathering information 
· Following instructions 
· Generating accounts
· Goal setting 
· Handling money
· Identifying problems
· Imagining innovative solutions
· Information management
· Interpreting languages
· Interviewing 
· Inventing products/ideas
· Investigating solutions
· Knowledge of community 
· Knowledge of concepts and principles
· Knowledge of government affairs
· Leading teams
· Listening to people
· Maintain focus with interruptions
· Maintaining a high level of production
· Maintaining accurate records
· Maintaining files
· Maintaining schedules or times
· Making important decisions
· Managing organizations
· Managing people 
· Mediating 
· Meeting deadlines
· Motivating others
· Multi-tasking
· Negotiating skills
· Operating equipment
· Organizing tasks
· Patience
· People management
· Performing clerical work 
· Performing numerical analysis
· Persuading others
· Planning meetings 
· Planning organizational needs
· Predicting future trends
· Preparing written communications
· Prioritization skills
· Problem solving
· Promoting events or products
· Proposing ideas
· Providing discipline 
· Public speaking
· Questioning nature
· Quick learner
· Raising funds
· Reading 
· Recruiting
· Relating to others
· Reliability
· Remembering information
· Repairing equipment 
· Reporting data
· Researching 
· Resolving conflicts 
· Resourcefulness
· Responsibility
· Results orientated 
· Risk taking
· Running meetings
· Sales ability
· Screening telephone calls
· Self-motivated 
· Selling ideas
· Selling products or services
· Serving people
· Setting performance standards
· Setting up demonstrations
· Sketching charts or diagrams
· Strategic thinking
· Suggesting courses of action
· Summarizing data
· Supervising
· Supporting others 
· Taking decisive action
· Taking inititiave
· Taking personal responsibility
· Teaching 
· Team building
· Teamwork
· Technical work
· Thinking logically
· Time management
· Training
· Translating
· Using computers
· Verbal communication
· Working creatively  
· Working with statistics
· Writing clearly and concisely


Phrases types : attention à la construction de vos phrases
	Example of skill
	I can/ I am able to + Verb
	I am good at + 
V-ing/noun
	I am skilled in + 
V-ing/Noun

	Supervising
	I can supervise a project
	I am good at supervising projects
	I am skilled in Supervising

	Time management
	I can manage my time quite well
	I am good at managing time
	I am skilled in managing time

	Patience
	I can be very patient
	X
	X

	Communication
	X
	I am good at oral presentation and communication
	I am skilled in written communication

	Analysing data
	I can analyse data easily
	I am good at analysing data
	I am skilled in data analysis

	Flexibility
	I can be very flexible
	X
	X



Personal Life Skills Examples
· 
· Caring
· Common sense
· Cooperation
· Curiosity
· Effort 
· Flexibility
· Friendship
· Initiative
· Integrity
· Organization
· Patience
· Perseverance
· Problem solving
· Responsibility
· Sense of humor

