PREPARING A CV

This module will prepare you to :
· Organize and structure a CV in English

· Describe your education, your experience and your activities

· Choose grammar and vocabulary that help a UK/US reader understand your CV

· Write for a reader who does not know France or the French system

https://www.pairform.fr/doc/1/41/15/web/co/cv_1.html
PART 1 : INTRODUCTION
You're going to write your CV to get an internship, but who is going to read it?              What does the company look for in your CV?

(  Listen to Peter JOURNEAY-KALER, International Master student from US, Paul, The STEP London Graduate Internship Programme, Stuart CUPION,  from Inition  and  Marc CHARRIER, from Eurostar to find out.
	Peter
	Paul

	
	

	Stuart
	Marc
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( Say what they advise you to do :
PART 2 : BEFORE : Creating your CV
Now you know that you are writing your CV for.... Let's see where to start... List the elements mentioned.

PART 3 : WATCH AND LISTEN
( Your education
Listen to Matthieu asking Petros for help with the education section of his CV.

Matthieu is a student engineer and Petros is an experienced Master's student.Tick the ones you think are correct or appropriate :
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Equivalent to M.Eng

Engineer student of School of Mines

“Great School”: elite school with competitive exam

2 years intensive studies in Sciences

3 year degree course

Courses studied include:

Engineering and Industrial Management

Preparatory Classes to prepare examinations to Great Schools
Generalist Engineer Program includes:

High School graduation (Science major) with honours

Placed 20th/550 in entrance examination

French “A-levels” with mention “very good”
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( Your experience

( Your activities

PART 4 : LANGUAGE FOCUS
( Using action verbs to sound dynamic

In a CV we use special syntax to make it simpler to read and to give maximum information in a few words

This means that some words you normally see in sentences are missing AND we use dynamic ACTION verbs
Choose an ACTION verb to use in each phrase – be careful, the verb needs to be in the past tense. Sometimes there is more than one possibility. (You will find more action verbs in other modules – they are VERY important)

Haut du formulaire

analyse - implement - introduce - manage - organise - research - design - streamline - launch - lead

1. [image: image2.wmf]

 publicity materials for voluntary organisation
2. [image: image3.wmf]

 an innovative sponsoring scheme for eco-citizens
3. [image: image4.wmf]

 a team of 40 volunteers
4. [image: image5.wmf]

 a campaign for campus energy saving
5. [image: image6.wmf]

 into an innovation in the medical nuclear field
6. [image: image7.wmf]

 a six month scientific project
7. [image: image8.wmf]

 the organisation of the Graduation Ball saving 20 000 €
8. [image: image9.wmf]

 classes in computer science for new students
9. [image: image10.wmf]

 the data collected during marketing surveys
10. [image: image11.wmf]

 a system for recycling waste on campus

Bas du formulaire

( Using noun phrases to be precise
Noun phrases - N°1

I operated a machine that made parts by injection moulding them

Make a noun cluster for each sentence – drag and drop the suggested words into the right order

  

 operator      machine      injection      moulding   
Noun phrases - N°2

My consultancy study was in a plant that manufactures cement

Make a noun cluster for each sentence – drag and drop the suggested words into the right order

 

  manufacturing      plant      cement      A
Noun phrases - N°3
Ford is the leading manufacturer of cars in the world

Make a noun cluster for each sentence – drag and drop the suggested words into the right order
 
  world’s      the      leading      car      manufacturer   

Noun phrases - N°4
This business was managed by a family and they made traditional food products from pork

Make a noun cluster for each sentence – drag and drop the suggested words into the right order
  
 product      pork      traditional      family      business      a 

Noun phrases - N°5
The company I worked for does precision machining jobs on a subcontractor basis

Make a noun cluster for each sentence – drag and drop the suggested words into the right order

   a      machining      precision      subcontractor  

Noun phrases - N°6
I worked in a laboratory that carries out research into mobile communications on a national level

Make a noun cluster for each sentence – drag and drop the suggested words into the right order

   national      communication      research      mobile      A      laboratory   

Noun phrases - N°7
The study was done for a centre for a big supermarket, where they look after purchasing and distributing

Make a noun cluster for each sentence – drag and drop the suggested words into the right order

   centre      purchasing      supermarket      and      A      distribution   
(  Choosing the right preposition
Choose the correct preposition for each of these typical sentences.

Haut du formulaire

I was in charge [image: image12.wmf]

 the waste water project
She was very involved [image: image13.wmf]

 expanding the nuclear waste regulations
In his first job, Robert was responsible [image: image14.wmf]

 running the valve production line
Axel was an intern at Urenco plc and dealt [image: image15.wmf]

 the data base server installation
Although he was an intern, he had a junior working [image: image16.wmf]

 him
During her consultancy project, Elodie liaised [image: image17.wmf]

 several business clients
At the same time, she reported directly [image: image18.wmf]

 her business accounts manager

( Using formal language on your CV
When you talk about your experience, you use informal spoken English. When you write on your CV, you use more formal written English.
For each spoken example, choose the best written version.
1. “When we did our science project, our tutor told me to be project leader”

A.   (    Led a student research team in energy audit project

B.   (    Carried out student science project

C.   (    Assigned to be project leader on science project
2. “I’m good with computers”

A.   (   Knowledge of programming and computers

 B.  (   Familiarity with network solutions, web design and JAVA programming language

C.   (    Able to use office software and basic knowledge of programming
3.  “I sometimes phoned people in Germany “

A.   (    Answered the office telephone

B.   (    Called customers in France and Europe

C.   (  Liaised with client’s subsidiary in Hannover

      4.  “I just looked after a machine in the workshop”

A.   (    Operated a lathe in the metal workshop

B.   (   Responsible for safely operating an automatic control lathe in metal workshop

C.   (    Worked on machine in workshop
       5.  “I sold tents”

 A.  (    Sales assistant in camping shop

 B.  (    Shop work selling tents

C.   (    Responsible for sales and management of outdoor exhibition of camping  

             Equipment
(  Practising past tenses

Read about how one student looked for his dream internship – what do you think of his search techniques?
Fill in the verb in the correct tense – you need to use simple past, continuous past, past perfect, past perfect continuous

Haut du formulaire

During September and October, I (1) [image: image19.wmf]

 (find) out all the information I could about the state of the video game industry in Australia, what kind of games they were developing, what positions were advertised. At the same time, I (2) [image: image20.wmf]

 (participate) in on-line debates and answered questions about what I did, so I (3) [image: image21.wmf]

 (begin) to get noticed. This first stage took me to early November.
I (4) [image: image22.wmf]

 (already, work ) on my website since September so I finished it by mid November. I defined the content so that all the elements showed someone building experience in game design, someone technically skilled, open minded and competent in art.

Designing the CV was hard, at first it was more like a website on paper but it was bad , really bad! It (5) [image: image23.wmf]

 (give) the impression of someone trying too hard, so I (6) [image: image24.wmf]

 (decide) to go back to the more normal structure using unusual fonts and colour and an attractive presentation of the information.
I also created a portfolio of my computer projects which (7) [image: image25.wmf]

 (take) forever – it had been years since I (8) [image: image26.wmf]

 (complete) some projects so I faced the task of checking if those applications (9) [image: image27.wmf]

 (work), and to comment on the source code. This took me more than three months, but finally in December I(10) [image: image28.wmf]

 (have) everything ready – a long list of companies, a website, an attractive CV and a portfolio of my projects.

Bas du formulaire
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