WRITING A CV
TERMS USED TO TRANSLATE FRENCH WORDS ON A CV IN ENGLISH

	
	FRANÇAIS
	ENGLISH

	I
	ETAT CIVIL
	PERSONAL DATA, PERSONAL DETAILS

	
	Nom
	Last name (US) Surname (GB)

	
	Prénom
	First name (US) Christian name (GB)

	
	Adresse
	Address

Home address/permanent address

Present address/temporary address

School address
NOTE : telephone number for each address

	
	Tel
	Tel 00 …

	
	Date de naissance
	Date of birth/ born/age

US February 3rd 1985

GB 3rd February 1985

	
	Lieu de naissance
	Place of birth – put right after date of birth on GB cv only

	
	Nationalité
	Nationality/Citizenship

Dual nationality

	
	Carte de travail
	Work permit (GB)

Green card (US)

	
	Carte de résidence
	Resident Permit

	
	Situation de famille
	Marital status : single/married/married with children/ living maritally

Widowed/separated/divorced/divorced with 2 children

	
	Permis de conduire
	Driving license (GB) driver’s license (US)

	II
	FORMATION
	EDUCATION, ACADEMIC BACKGROUND, EDUCATIONAL BACKGROUND

	
	
	Schools/ universities and years attended

Diplomas and degrees

Dates of graduation, expected graduation date

Specialization/ special field/ major (US)

Subsidiary subjects (GB)/minor (US)

Courses

Research project/assignments/thesis
NOTE : Your educational background is always put in reverse chronological order

	
	BACCALAUREAT
	NOTE : Never translate the French term but Explain equivalent
French equivalent of General Certificate Of Education A levels in …. (GB)

High School Diploma (US)

	
	Baccalaureat C
	Maths and Physics (GB)

Math and Physics (US)

	
	Baccalaureat E
	Maths and Technology (GB)

Math and Technology (US)

	
	Mention assez bien
	Cum laude, with honours (GB), with honors (US)

	
	Mention
	Magna cum laude, with high honours

	
	Mention très bien
	Summa cum laude, with distinction

	
	Félicitations du jury
	Congratulations from the jury

	
	Concours d’entrée
	Competitive entrance exam

	
	Admission sur titre
	Admitted based on record

	
	DIPLOMES UNIVERSITAIRES :
	

	
	DEUG
	Diploma obtained after first two years in French higher education

	
	LICENCE
	Diploma granted after three years in French higher education

Degree equivalent

	
	MAITRISE
	Diploma granted/obtained after four years in French higher education

	
	DEA
	Graduate studies, prerequisite to a doctoral program

	
	DOCTORAT
	Equivalent to a Ph.D

	III
	EXPERIENCE PROFESSIONNELLE
	WORK EXPERIENCE/CAREER HISTORY/POSITIONS HELD

PROFESSIONNAL BACKGROUND

	
	
	NOTE :  Always in reverse chronological order

	
	
	You must include : employer’s name, location, dates of employment, nature of business, products, position held, description of function, tasks performed

	
	Temps complet
	Full time employment

	
	Mi-temps
	Part time employment

	
	CDD
	Temporary contract/ summer job/vacation job

	
	Bénévolat
	Voluntary work

	
	Stage
	A training period/ work placement/traineeship (US)/ internship (US)

	
	
	Tasks and Achievements

	
	Responsable de…
	Responsible for

	
	Direction d’une équipe
	Supervised a team

	
	Mise en place de
	Set up…

	
	Conception, fabrication, maintenance
	Designed, manufactured, maintained

	
	Recherche
	Carried out research in..

	
	Etude de marché
	Investigated the market for

	
	Etude de faisabilité
	Conducted feasibility studies

	
	Conseil
	Advised/consulted

	
	Acquisition d’expérience
	Gained experience in…

Obtained professional experience

Obtained hands-on knowledge of…

	
	Manutentionnaire
	Production line worker

	
	Vendeur
	Retail sales assistant

	
	Employé de bureau
	General office work

	
	Moniteur de sport
	Instructor

	
	Animateur
	Camp counsellor(US) youth worker (GB)

	
	Délégué
	Class representative

	
	Membre de …
	Member of…

	
	Organisateur
	Organizer 

	
	Cours particuliers
	Tutored students in … (subject)

	IV
	LANGUES
	LANGUAGES

	
	Anglais : bilingue
	English : fluent

	
	Espagnol : courant
	Spanish : good working knowledge

	
	Allemand :acceptable
	German :  reasonable working knowledge

	
	Japonais :débutant
	Japanese : basic working knowledge

	V
	INFORMATIQUE
	Computer languages/software/programs/applications

	VI
	ACTIVITES DE LOISIR
	PERSONAL  INTERESTS / EXTRA CURRICULAR ACTIVITIES

	
	Sport
	SPORTS

	
	Voyages
	TRIPS

	
	Loisirs
	LEISURE ACTIVITIES

	
	Benevolat/ activités pour la commune
	VOLUNTARY WORK

COMMUNITY ACTIVITIES

	
	publications
	PUBLICATIONS

	VII 
	REFERENCES
	References available on request (Vital for the US)


