Internet

research

Search for the keywords
résumé style to find out
about different résumé
styles to consider,
including functional,
skills and chronological
styles.

Analysis
[EJ underline all the verbs in Robert’s CV in Exercise 2. What do you notice?

Language focus

3 Read the CV again. How has Robert formulated the following information in more
appropriate language?
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Output

I sometimes phoned people in Germany.

I'm good with computers.

I was the contact for the removal company for the transfer to new offices.
I gave some colleagues some English lessons.

I spoke on behalf of 400 students in meetings with teachers.

I was the general assistant to the computer consultants.

I sold tents.

I had to learn how to set up a LAN.

'm the only member of the team who believes we can win.

My job was to introduce the speakers and thank them at the end.

E Read the facts about Justine Collier and organize the information under the five headings
used in Robert Khan's CV. Then write Justine’s CV using relevant language and expressions from

Exercise 4.

Voiu'ni’arﬂg work since 2008 - OUTLOOK, ahﬂrif’ﬂg for disabled children
- parties, visits, etfe.

meg violin in stri ney ﬁuar’re’r

ﬂ%j\f&r‘sj'f"b’ basketball team - Wg‘ﬁb to bri»ua drinks

2005-2007 Northern High School ‘A’ fevel Matins (A), Economics (B),
Fremnch (B)

Secremrﬂa, Newcastle Tumnior Chamber of Commerce in 2009 - mimutes
of maei’iﬂgs, moﬂfhﬂ‘b— newsletter, ete. Sometimes phoned VIP to
invite to receptions, ete.

June-Sept 2004 Hoiidah Job, Neweastle Socind SeaMri’rUi entered
personmel dato into new HR m«aaamem1’ software. Confidentinl,
var'U bormg. Visitor from Spanisic 3W&r»ume14f ; tharee da‘(ujs.
References - tutor, Mr. Bowers, Neweastle ’Mﬂivarsif}j, Mrs Brondbent,
Principad, Northern High Selrool

g - Upirna speed 90 wpm.

Justine Damiﬂga Collier

[+ Green Street, Newenstle NEIZ B8EH Tel: 01879 122 7789
Oct-Mar 2005 Internship Arbol 0il: finance department, smald jobs,
learned accounts software, email from S America

Bifiﬂa’uﬂﬂ Spanisi

L /11/89, Auckland N2

2007-2010 BA Ecomomics, Neweastie ’Mﬂive.rsi’rﬂ(j (mane 21 if Tl
F.*M(LK’U)

K3 Write (or update) your own CV.




