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Your CV or Resume In English

When you apply for a job, employers ask for two important documents:

1. A CV or resume
2. A covering letter

This month we look at your CV. Next month we will look at your covering letter.

Why you need a good CV

Your CV is a summary of your professional and academic life. It usually concentrates on your personal
details, education and work experience.

Your CV's job is very simple: to get you a job interview. To do this, your CV must be:

clear

well-organised

easy to read

concise

relevant to the job offered

Content

You should include everything that is relevant to your employment or career and nothing that is
irrelevant. There are usually 5 general headings of information to include:

a. Personal details: hame, address, email and telephone number (and sometimes nationality,
age/date of birth and marital status)

Objective: a headline that summarises the job you want

Work experience: your employment in reverse chronological order

Education: details of secondary and university education

Personal interests: showing that you are a well-balanced person with an interesting life outside
work

maoo

Sometimes, you may need to give additional information for a particular job or because you have special
qualifications.

Format

In the English-speaking world your CV should be word-processed, for several reasons:
e a hand-written CV is unprofessional
e some recruitment agencies and employers like to scan CVs electronically
e it will be easier for you to update and modify your CV later

It is usually best to limit your CV to a maximum of 2 pages. You can usually put everything you need on 1
or 2 pages.

DO NOT USE ALL CAPITALS LIKE THIS!!! CAPITALS ARE VERY DIFFICULT TO READ AND CAN BE
CONSIDERED IMPOLITE IN THE ENGLISH-SPEAKING WORLD.

There are basically 2 standard paper sizes, depending on your part of the world:
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e A4 (297 x 210 millimetres) - as used in Europe
e Letter Size (8 1/2 x 11 inches) - as used in the United States

Vocabulary

Your language should be simple and clear.

Use short words and short sentences.

Do not use technical vocabulary (unless you are sure that the reader will understand it).

Talk about concrete facts ('I increased sales by 50%'), not abstract ideas ('I was responsible for a
considerable improvement in our market position').

Use verbs in the active voice, not passive voice. Which of these two sentences do you think is the more
powerful?

e active: 'I organised this exhibition.'
e passive: 'This exhibition was organised by me.'

Use 'power words'. The most powerful words are verbs. And the most powerful verbs are action verbs.
(Action verbs describe dynamic activity, not state).

Here, for example, are some typical power words for Management and Sales skills:

¢ Management skills: assign, attain, chair, co-ordinate, delegate, direct, execute, organise,
oversee, plan, recommend, review, strengthen, supervise, train
o Sales skills: sell, convert, close, deal, persuade, highlight, satisfy, win over, sign

So you should use lots of action verbs matched to your skills, and use them in the active form, not the
passive form.

ingilizce Ozgegmisiniz (CV)

is bagvurusunda bulundugunuzda, isverenler iki 6Gnemli belge ister:
1. Ozgegmis (CV)
2. Basvuru mektubu

Neden iyi bir 6zgegmise ihtiyaciniz var?

Ozgecmisiniz, profesyonel ve akademik hayatinizin bir ézetidir. Genellikle kisisel bilgileriniz, egitiminiz ve
is deneyiminiz Gzerinde yogunlasir.

Ozgecmisinizin gdrevi cok basittir: size bir is gériismesi ayarlamak. Bunu yapmak icin ézgecmisiniz su
Ozelliklere sahip olmalidir:

acik

iyi organize edilmis
okunmasi kolay
6zla

sunulan ise uygun
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icerik

Isiniz veya kariyerinizle ilgili her seyi ve ilgisiz hicbir seyi eklememelisiniz. Genellikle dahil edilecek 5 genel
bilgi basghgi vardir:

a. Kisisel bilgiler: ad, adres, e-posta ve telefon numarasi (ve bazen uyruk, yas/dogum tarihi ve medeni
durum)

b. Amag: istediginiz isi 6zetleyen bir baslk

c. Is deneyimi: Is gecmisinizin ters kronolojik sirasi

d. Egitim: Ortadgretim ve Universite egitiminizin detaylari

e. Kisisel ilgi alanlar: Is disinda ilging bir hayata sahip, dengeli bir insan oldugunuzu gésteren bilgiler
Bazen, belirli bir is icin veya 6zel nitelikleriniz nedeniyle ek bilgi vermeniz gerekebilir.

Bicim

ingilizce konusulan diinyada, 6zgecmisinizin bilgisayar ortaminda yazilmasi birkac nedenden dolayi daha
uygundur:

e El yazisiyla yazilmis bir 6zgecmis profesyonelce degildir

e Bazi ise alim ajanslari ve isverenler 6zgegmigsleri elektronik olarak taramay: tercih eder

e Daha sonra 6zgecmisinizi giincellemeniz ve dedistirmeniz daha kolay olacaktir

Genellikle 6zgegmisinizi en fazla 2 sayfayla sinirlamak en iyisidir. Genellikle ihtiyaciniz olan her seyi 1 veya
2 sayfaya sigdirabilirsiniz.

BU SEKILDE TUM HARFLERI BUYUK KULLANMAYIN!!! BUYUK HARFLER OKUNMASI COK ZOR VE INGILIZCE
KONUSULAN DUNYADA KABA OLARAK KABUL EDILEBILIR.

Dunyanin hangi bélgesinde oldugunuza bagli olarak temelde 2 standart kagit boyutu vardir:
e A4 (297 x 210 milimetre) - Avrupa'da kullanilir
o Letter Size (8 1/2 x 11 ing) - Amerika Birlesik Devletleri'nde kullanilir

Kelime Dagarcigi

Diliniz basit ve acik olmalidir.

Kisa kelimeler ve kisa ctiimleler kullanin.

Teknik kelime dadarcigi kullanmayin (okuyucunun anlayacagindan emin dedilseniz).

Somut gergeklerden bahsedin ('Satislari %50 artirdim'), soyut fikirlerden dedil ('Pazar konumumuzda
onemli bir iyilesmeden sorumluydum?).

Fiilleri edilgen degil, aktif catida kullanin. Bu iki cimleden hangisinin daha glicli oldugunu
distnltyorsunuz?

e aktif: 'Bu sergiyi ben dizenledim.'
e edilgen: 'Bu sergi benim tarafimdan dizenlendi.'

'Gucla kelimeler' kullanin. En glglt kelimeler fiillerdir. Ve en gigli fiiller eylem fiilleridir. (Eylem fiilleri
durumu degil, dinamik aktiviteyi tanimlar). Iste, érnegin, Yénetim ve Satis becerileri icin baz tipik giicli
kelimeler:

e Yonetim becerileri: atamak, elde etmek, baskanlik etmek, koordine etmek, yetki devretmek,
yoénlendirmek, uygulamak, organize etmek, denetlemek, planlamak, tavsiye etmek, gbézden gegirmek,
glglendirmek, gozetmek, egitmek

e Satis becerileri: satmak, donistlirmek, kapatmak, anlasmak, ikna etmek, vurgulamak, tatmin etmek,
kazanmak, imzalamak

Bu nedenle, becerilerinize uygun birgok eylem fiili kullanmali ve bunlari edilgen dedgil, aktif bicimde
kullanmalisiniz.
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