Lesson: Curriculum Vitae (CV)
1️⃣ Definition of Curriculum Vitae
A Curriculum Vitae (CV) is a formal written document that presents a summary of a person’s educational background, professional experience, skills, and achievements.
It is commonly used for:
Job applications
Internships
Academic programs
Scholarships
📌 Definition:
A Curriculum Vitae is a document that provides detailed information about an individual’s academic and professional history.
2️⃣ Importance of the CV
The CV plays a crucial role in the recruitment process because it:
Creates the first impression
Helps employers select suitable candidates
Highlights skills and qualifications
Reflects professionalism and organization
3️⃣ Types of Curriculum Vitae
🔹 1. Chronological CV
Lists education and experience from the most recent to the oldest
Most commonly used
Suitable for candidates with work experience
🔹 2. Functional CV
Focuses on skills and abilities rather than experience
Suitable for students and fresh graduates
🔹 3. Combination CV
Combines skills and professional experience
Often used for managerial or specialized positions
4️⃣ Main Components of a CV
1. Personal Information
Includes:
Full name
Phone number
Email address
Address (optional)
📌 Example:
Name: John Smith
Email: johnsmith@email.com
Phone: +213 …
2. Career Objective
A short paragraph describing your professional goals.
📌 Example:
Motivated Master’s student seeking an internship to develop marketing and communication skills.
3. Education
Includes:
Degree
Field of study
Institution
Year of graduation
📌 Example:
Master 1 in Service Marketing – University of … (2024)
4. Work Experience
Includes:
Company name
Job title
Duration
Main responsibilities
📌 Example:
Marketing Assistant – ABC Company (2023)
– Customer relationship management
– Promotion of services
5. Skills
Includes:
Technical skills
Soft skills
📌 Example:
Communication skills
Teamwork
Microsoft Office
6. Languages
📌 Example:
Arabic: Native
French: Fluent
English: Intermediate
7. Hobbies and Interests (Optional)
📌 Example:
Reading
Volunteering
Sports
5️⃣ Characteristics of a Good CV
A good CV should be: ✔ Clear and well-organized
✔ Concise (1–2 pages)
✔ Free from spelling and grammar mistakes
✔ Written in formal language
✔ Honest and accurate
6️⃣ Common Mistakes to Avoid
❌ Including false information
❌ Using inappropriate photos
❌ Writing long paragraphs
❌ Poor formatting
❌ Language errors
