v We always write the C.V. in digital format on a computer.

v’ Personal data (hame, address, phone) is written in the top left
corner of the page.

v’ Your photograph (if requested) will be applied in the top right.

How do | write a CV.? v To make it easy to read, writing should be as clear as possible.

v The Aesthetic Appearance is very important; the C.V. must be
presentable, clean, properly formatted on the page and free of
grammatical errors.

v The CV. must include personal objectives as well as the likely
competencies required for the targeted position, so if you apply
for multiple positions, then you need a separate C.V. for each
distinct position.

i you have work experience, you will specify your career
progression, the skills you have, your professional
achievements, the qualities acquired through performing
activities and the reverse chronological order of the jobs you
have held.

i you are a recent graduate or lack work experience, you will
emphasize personal qualities that can compensate for the lack
of experience, as well as academic awards, scholarships, other
courses taken, temporary jobs, other roles, volunteer periods
etc., all of which indicates that you could become a good
employee.

v’ Itis useful to mention other personal skills necessary for the
position: foreign language, digital skills, analytical abilities etc.

v’ You can optionally mention your hobbies, leisure activities and
other skills.

i you need to print your C.V,, it is recommended to use a high-
guality white A4 sheet.
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