YOUR CV
You should NEVER put a title on your CV.  It is obvious to the reader what type of document it is.  

1. PERSONAL INFORMATION should always be clearly indicated at the top of your CV.

-Name


-address

-telephone numbers (+33 if your are sending your CV to another country)

-email

-citizenship status 

Do not put your photo, age, sex or religious affiliation anywhere on the CV.  

2. OBJECTIVE.


This section is optional.  It is good to include if you have a specific position/ goal however it must not be a general statement.  You must make the effort to tailor it to each job you are applying for or leave it out.
3. EDUCATION 
The French formation is translated to education in the context of a CV.  Education always has to do with your studies but formation has many meanings.  For example:
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Rock formation
      
Free-fall formation   
Blood clot formation
       Football formation
This section can be called:

· Education

· Educational background

· Educational achievements

· Education and training

· Educational history

Always put your most recent school first.   There are many ways to describe your education but the most comprehensive is to write your French diploma with a brief explanation.

If you have a Baccalaureat S you would write:

2005
Baccalaureat S (Math and Physics), French equivalent to the High School Diploma, with highest honors.
	French
	English
	American

	Baccalaureat
	A levels
	High School Diploma

	License
	Bachelor of Science
	Bachelor of Science

	Master 1/Master 2
	Master of Science (MSc)
	Master of Science (MSc)


With honors/honours=TB
With distinction=mention

NEVER translate Classes preparatoires since the meaning changes in English.  Instead write:

2002-2003 Preparation for the competitive entrance examinations to French   Engineering Schools 

Les Grandes Ecoles does not exist in Anglo-Saxon countries therefore it should not be translated.  After the name of the school give a brief description of the program/degree.
Ecole Internationale des Sciences du Traitement de l’Information -  A leading French Engineering School awarding a Master’s degree in Computer Information Systems/

4. PROFESSIONAL EXPERIENCE

Use one of the following headings if you have job experience: 

· Work experience

· Employment history

· Employment experience

If not, you can use the heading INTERNSHIPS, TRAINING PERIODS or PROFESSIONAL EXPERIENCE.
If the internship was required by your program, it is important to indicate this in your CV. 

The components in this section are:

· The name of the company

· Nature of the business

· Location 

· Dates

· Position

· Description of tasks/responsibilities

· Achievement/accomplishments

The following errors are frequently made by French students.

1. Lack of precision or emphasis with dates.  Dates are very important to Americans so make sure you are accurate (month/year).
2. The nature of the business is not mentioned.  If the business is well-known, this is not necessary (HP, IBM, Carrefour…).  However, if you write Fly on a CV, the employer may think that it is a company that is in the aeronautics field or perhaps it sells insects.

3. Insufficient description of duties/responsibilities.  The American CV especially is a tool which you use to sell yourself.   The name of the position you held is not enough.  You must precisely say what you accomplished while working at the company.  
To describe these responsibilities/tasks you should use the past tense unless you are currently working there.  Do not repeat yourself.  Be positive.
**See list of action verbs to use on a CV

5. SKILLS

In this section you should clearly state your:

Language abilities§

English (bilingual, fluent, conversational, official TOEIC 880, etc…)


Spanish

Computer Skills

· Programming languages: C/C++, PHP/Mysql, Java.  Etc…

· Web knowledge: XML, XHTML, CSS, SVG, MathML, XSLT, XPath, Smil. 

· Operating systems: Windows, Linux,and MacOSX 
· Software: 3DS Max, Maya, Autocad, LightWave, DreamWeaver 
You should categorize your skills so your potential employer can see whether or not you are suited to the position. 

6.  EXTRACURRICULAR ACTIVITIES

· Interests

· Personal interests and activities

· Personal interests

· Additional information

This section is particularly important for students seeking initial employment.  Employers are interested in knowing if you are involved in the Student’s Union (BDE) or any associations.
You may want to include some of the following activities.

· Individual sports

· Group sports

· Clubs/associations

· Performances

· Trips

The golden rules of CV writing

· It is accomplishment-oriented. Everything on the page is built around your achievements.  They are its only reason for being. 
 

· It is organized. Things aren't dropped in helter-skelter. Information falls under easily understandable general headings, which makes it easy to find facts. 
 

· Use bullets not long paragraphs. 
 

· It is concise, not wordy. It is written in crisp phrases, not full sentences. Omit words like "a, an, and the" and "I, me and my." Take out the obvious.
 

· It is written on one or two full pages, nothing else. Half-page or 1-1/2 page resumes look like you ran out of steam, or didn't plan well. 
 

· It is packed with important details. Nothing irrelevant. No personal data is included, except when there is an important reason to do so (for example, when industry standards require it). Let the resume simply show where you've been and what you've accomplished. That's its job. Don't say anything about age, marital status, references, sex, race, family, personal interests, political or religious affiliations--unless mentioning these things will help. If you belong to a computer user's group and you're looking for a computer-related job, mention the club. If prospective employers want to ask you about outside activities, let them ask you face-to-face. 
 

· It is word processed--never handwritten--and it is laser printed on plain white bond paper. Nothing else. Very clean photocopies onto good bond paper are more than adequate. No need to word processes all originals. NEVER USE COLOUR INK.

Use one font and maximum 3 sizes. Do not overuse bold, underline, and italics.  Keep it consistent.  

You don't make a better resume by using better paper or pretty colors. You make a better resume by using carefully-chosen words
 

· It is conservative, because business is conservative. 
 

· It is flawlessly clean. No typos, no misspellings. 

· It is interesting, provocative, and enthusiastic. Not boring. 
 

