
Writing a CV

Watch the video and say if the following statements are True or False:

1. You should look through adverts for your target position before writing your CV, in order to make a 
list of required skills and qualifications.

2. You need to focus both on hard and on soft skills
3. You can use different colours and fonts on your CV.
4. Your CV should not be longer than 2 pages.
5. A profile is a short paragraph at the top of the CV page with a brief description of your education 

and work experience.
6. Your work experience should be listed in reverse chronological order.
7. You must include information about your hobbies and interests at the bottom of the page.
8. The profile should be well-written so that the recruiters don't have to read the rest of your CV.
9. Your core skills should be specific to your industry/position.
10.All your work experience must be thouroughly detailed.
11. If you don't have a proper work experience, you should include your internship experience, 

voluntary work or student's job experience.
12.You should list your responsibilities in one short paragraph.
13.You should never detail your Educations section.

Now answer the following questions:

1. What are hard skills? What are soft skills?
2. Can you use bold in your CV? Where?
3. What colours are best to use in your CV?
4. What information about yourself should NOT be included in your CV?
5. What can be included in the profile?
6. What are core skills?
7. What can you add to your work experience description to show how valuable you've been to the 

company? Give examples.
8. What types of hobbies and interests can or cannot be included in your CV and why?

Look at these examples of profiles and discuss which one suits you better:

Detail-oriented English major with extensive journalism experience. Managing editor of college paper with 
strong leadership skills, particularly in assignment delegation and maintenance of set deadlines. Well-
versed in proofreading strategies and APA guidelines. 
_____

Detail-oriented IT professional with ten years of experience as a software support specialist and 
systems/network technician. Skilled at operating in a wide range of platforms. Excellent written and oral 
communication skills; capable of explaining complex software issues in easy-to-understand terms. 

Think what you can include in your profile statement.

Now, as a resumé of what you've learned, make a list of things to include in each section of your 
CV:

A. Name / contact information
B. Profile
C. Work experience
D. Education
E. Skills
F. Interests and hobbies





Useful vocabulary for Education section

EISTI – Graduate School in Computer Science and Mathematics Engineering
Classe préparatoire – a two year post-secondary programme (or a two year post A programme, or a two 
year scientific curriculum) in preparation for nation-wide competitive entrance exams to French 
engineering schools 
Lycée - six form college (UK)/ High school (US)
Baccalauréat - equivalent to A levels (UK) / equivalent to high school diploma (US)
BTS – a two-year technical degree
European section - a programme offering higher-level language instruction, intended to better integrate 
French high school students into a multilingual European environment.
Licence - Bachelor's Degree (BA – Bachelor of Arts, BSc – Bachelor of Science, LLB – Bachelor of Laws)
Diplôme d'Ingénieur - Engineering Degree: a postgraduate degree in engineering awarded by the 
French Grandes Écoles in engineering.
Master - Master's Degree (MA – Master of Arts, MSc – Master of Science, MBA – Master of Business 
Administration, LLM – Master of Laws, etc.)
Doctorat - Phd (Doctor of Philosophy) (UK and US) 
Mention très bien - with first-class honours (1st or 1) (UK) / with highest honors (or summa cum laude)
(US)
Mention bien -  with upper second-class honours (2:1) (UK) /  with high honors (or magna cum laude) 
(US)
Mention assez bien - with lower second-class honours (2:2) (UK) / with honors ( or cum laude) (US)


