
4 Careers 

Discussion 
D Discuss why you agree or disagree wilh the follo"ing statements about writing CVs 
or resumes. 
1 You should always state your career objective. 
2 You should list five or six people who can be contacted for a reference. 
3 You should never usc more than one page. 
4 You should describe your experience first , then your qualifications. 

Skim reading 
0 Decide in what order you ex-pea the following categories to occur in a cv. Then read lhe 
CV below to check. 

0 work experience 0 references 0 personal details 0 qualifications 
O voluntary roles I positior\s·of responsibi lity Q general / addit ional skills 

Robert Khan 
Date of birth 
Nationality 
Current address 
(untll 30 June) 

29 April~985 
British 
27 Keats Road. London SE4 3KL 
Tel: 020 8088 8965 

Permanent address 24 7 Newmarl<et Road, Norwicll NR4 1ET 
Tel: 01603 443143 

EDUCAnON 

2004-2007 

2001- 2003 
1997-2001 

WORK HISTORY 

Jan-June 2006 

July-Sept 2005 

2003-2004 

BA in Business Studies at Chelsea Sc:hool of Business 
(Exam results to date 2:2; Expected final grade 2:1) 
Norwich School: 3 'A' levels: Economics (A), Maths (8). History (C) 
Norwich School: 10 GCSEs, Including Maths and English 

- p/acttmllnt. Atherton Coosultanrs 
I played an Integral part in a team of consultants WOtking on IS I)<Ojects. This poSition 
required familiarity wtth networking solutions and Web design and lnvo~·ed fiais ing with a 
client's parent company in Germany. 
Vacation Train"". Jardine. WhUe & Psrtners 
I coordinated an office reorganization project. 
Sales Asslsram. Kaulhaus des Wesrens, Berlin 
I was responsible fOf managing the outdoor eXhibition of camping equipment. I ran a 
language trarnln& programme for members of the department. 

POSmONS OF R£SPONSIBIUTY 

2005-2006 

2005 to present 

OTMER 

President of CSB Students' Union 
I represented over 400 members In faculty meetings and organized and charred 
conferences with visiting speakers. 
Captain of CSB Squash Team 
I run training sessions and am responsible for organizing matches and motivating the team. 

fluent German 

Advanoed computer literacy: Offi<:e sottwere, netwOrking and Web design 
3rd trombone In !he London Sludents' Jau Orchestra 
Clean driving licence 

REFERENCES 
---::-- ,-
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"'4 1.\I:Oi.j,jl+ Further interactive writing practice and model business documents on the DVD-ROM 4.5 Writing • 

Inter.net h researc 
Search for the keywords 
resume style to find out 
about different resume 
styles to consider, 
including functional, 
skills and chronological 
styles. 

Reading for detail 
0 Read the CV again. How has Robert formulated the following information in more appropriate 
language? 

1 I sometimes phoned people in Germany. 
2 I'm good with computers. 
3 I was the contact for the removal company for the transfer to new offices. 
4 I gave some colleagues some English lessons. 
5 I spoke on behalf of 400 students in meetings with teachers. 
6 I was the general assistant to the computer consultants. 
7 I sold tents . 
8 I had to learn how to set up a LAN. 
9 I'm the only member of the team who believes we can win. 

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

Ordering and reformulating 
D Using the headings in Robert !<han's CV as a model , decide where to put each piece of 
information below. Then write the CV, presenting the information appropriately and using relevant 
language and expressions. 

r 

\lof1A~t~1' wor)( si~ce. 200S - Dm1..00K1 cltl.~rit~ -F-or dis~bte.d ::_~t~.ifdre.~ 

- p~rtie.s1 visits1 e.tc. 

Pt~~ viofi~ i~ stri~0 B1A~rte.t 
'!t\~ive.rsit~ b~sKe.tb~tt te.~~- ~~job to bri~0 dri~Ks 
2002-2004- lllortltl.e.r~ Hi0~t~. ~clt\.oot 'A' hve.f ~~tltl.s (A)1 &co~o~ics (fs)1 

Fre-1-tcftl. (g) 

~e.cre.t~r~1 llle.wc~sHe. .::f1A11ior C.ltl.~~be.r o-F- C.o~~rc.e. i~ 200t. - ~i~1Ate.s 

o-F- ~e.e.ti~0s1 ~o~tltl.f~ ~e.wsfe.tte.r 1 e.tc.. ~o~ti~s pltl.o~e.d \I~Ps to 

i~vite. to re.c.e.ptio~s1 e.tc. . 

.:T1A~e.-~e.pt 2004- Hofid~~job1 llle.wc.~sHe. ~oc.iP.f ~e.c1Arit~j e.~te.re.d 

pe.rso~~e.f dP.tP. i~to ~e.w HR ~P.~P.0e.~~t so.P.twP.re.. C.o~.f'ide.~tiP.f1 
ve-1' bori~0 . Visitor -Pro~ ~pP.~islt\. 0ove.r~~11t1 tltl.re.e. dP.~s. 

Re..P.e.re.~c.e.s - t1Ator1 ~r. Bowe.rs1 llle.wc.P.sHe. '!t\~ive.rsit~1 ~rs BroP.dbe.~t1 
Pri11cipP.f1 lllortltl.e.r~ Hi0~t~. ~c.lt\.oot 

• T~pi~0 spe.e.d 90 wp~ 

.::f-tAsti~e. Do~i~0P. C.oUie.r 

14- &re.e.~ ~tre.e.t1 llle.wcP.sth 111&13 8BH Te.f: 018"19 122 "1189 

Oc.t-~P.r 200S :r.~te.r~sltl.ip Arbof Oif: .f'i~P.~ce. de.pP.rt~~t1 s~P.Hjobs1 
fe.P.r~e.d ll.C.C.01A11ts so.P.tw~re-1 e.~it -Pro~ ~ A~ricP. 
Biti~01AP.t ~Pll.~is~t~. 

4-/11/8t.1 A1Ac)(fP.~d 1112 

2004--200"1 BA &co~o~ics1 llle.wcP.sHe. '!t\~ive.rsit~ (~~be. 2 :I i-F- :r. '~ 

f1AcK~) 

D Write (or update) your own CV. 
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