Management -

As you will see from my CV, | scored an average of 91%

in my university examinations (94% at the end of the first
vear, 87% in my second year, and 92% in my final year
exams). | stayed onto do a post-graduate degree in finance
and banking, and was encouraged to extend my Master’s
dissertation into a doctorate, which | have done in the past

ten months. | expect to be awarded my PhD in six weeks’
time.

btes on CVs/resumes

European and Asian CVs generally include photos: Us resumes do not.
British CVs include personal details such as date of birth, marital status, number of children, etc_; Us resumes
do not.
British CVs usually include outside work interests (sports, travelling); US ones sometimes don't.
Your CV should be totally honest; you should emphasize your strengths, but not lie about your experience or
skills. It should not say anything that contradicts what you've put on your Facebook page, or similar!
Leave out information that is irrelevant or that could give some people a chance to discriminate against you
(personal details such as your height, weight, health, country of origin, religion, etc.).
Limit your CV to a maximum of two pages.

' Lay your CV out neatly.
Check for grammatical and spelling or typographical errors, and do not rely on an automatic spell checker.
Get someone to check your CV before you send jt.

MANKFE
“Mind if I take this, chief?
1t’s a headhunter who's been after me for weeks.”

© The New Yorker
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iotes on covering letters

The covering letter explains why you want the job.

it should be specific to the job you are applying for, adapted to the target organization,
‘@nd show that you know about its activities.

It should highlight your skills and achievements, and show how your background,
‘raining, work experience and abilities relate to the job you are applying for.

tshould use formal language, and demonstrate that you have good written
communication skills.

=re is a model for a covering letter.
How different would a covering letter be in your language?
ould it be more modest, or more assertive in listing your talents?

Your address
Your email address

Date (23 May 20--)
Company name
Company address

Dear Mr/Ms (Name),

I am writing to apply for the position of advertised on your company’s
website. Having read the job description, I believe that my academic record and
interpersonal skills make me a strong candidate for the position.

I am a final-year student and will shortly be graduating from University
with a BA in Business Administration. Last summer I spent three months
gaining practical experience in . during a traineeship (BrE) / internship
(AmE) at (organization) in (city). My responsibilities there included organizing /
implementing / developing / coordinating / analysing

As you will see from my CV, last year I spent an exchange semester at the
University of - My experience of studying in (language) and working in
(country) have taught me how to live and work in different environments, and

given me some experience of intercultural communication and working with
diverse teams.

I am fluent in and English.

[ 'am available for an interview at your convenience and look forward to hearing
from you.

Yours sincerely,

Your handwritten signature
Your name, typed
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