CV-Resume

Conseils pour la rédaction de votre CV en anglais

· Comment rédiger son C.V., sa lettre de motivation et présenter sa candidature dans une langue étrangère.

· Ecrire son C.V. dans un style adapté.

· Choisir une forme de C.V. adaptée à son expérience professionnelle ainsi qu'au poste souhaité.

· Consolidation des bases lexicales et syntaxiques.

· Initiation au marché de l'emploi du pays intéressé.

Le Curriculum Vitae Anglais & Américain 
1. USA (Resume)

Every resume must identify and describe the writer. It MUST include:

· Your name, address and telephone number

· A description of your educational history

· A description of your work history

· Work-related honors or citations

· Publications, if any
It MAY also include:

· A summary of your qualifications

· You job objective or career goal

· A capsule description of your work history

· Membership in any professional organizations

· Foreign languages

· Information on hobbies, only if they relate to your career choice or show personal success, such as an award or outstanding achievement

· Military service, if any

· Security clearance, if any

· Willingness to travel

It should NOT include the following information:

· Reason for leaving past jobs

· Past salaries or present requirement

· Personal data age, height, weight, marital status, number of children

· Health status

· Names of spouse or children

· A photograph

· Names and addresses of references

In general, the beginning of a British-style CV follows the American-style resume for the opening presentation of the candidate: e.g. first name followed by family name, full address, contact numbers, work experience, education and other skills.

However, when it comes to personal details, this is where the American-style resume and the British CV differ! The exact list of personal details you want to give may depend on your circumstances and what the job requires, but the list below will give you a guide.

Write "Date of birth:" followed by the day you were born then the month: e.g. "3 Feb 1980". Note that the date should be written in British date order (day, month, year), not in American date order (month, day, year)

Write "Nationality:" followed by your nationality e.g. "French".

Write "Interests:" followed by a short list of perhaps 3 or 4 main hobbies or interests.

Do not list anything which you would not be happy to discuss at an interview. Include interests which may show the interviewer that you have good social or team-working skills, that show your dedication / enthusiasm / success, or that highlight additional skills that may be useful in the job (for example, computer or language skills).

Les styles

Although every resume should contain a brief, concise summary of your work history and educational background, the style and approach differ in the arrangement of this information.

Several different styles co-exist. However, the chronological style tends to be the most effective and requested approach to writing and reading resumes.

There are 5 different styles of resumes/CVs

· Chronological (Historical)

· Functional

· Amplified

· Creative

· Electronic
The Chronological

The name says it all: this approach is in chronological order. The facts are presented in reverse chronological order, starting with the most recent and moving back in time, valid for both work experience and studies.
This approach should be brief and limited to no more than two pages.
The Functional
This approach emphasizes the applicant's qualifications and abilities, and rejects the chronological order of events, instead providing an analysis of particular professional strengths, skills and abilities.
Since it highlights the skills and not so much the position, this style is particularly adapted for those who have frequently changed jobs and for those looking for a career change.

Names of employers and dates are omitted in the resume/CV. The body of the resume should consist of four or five paragraphs, each one heading a particular area of expertise or involvement. Skills should be listed in order of importance- this order can be defined according to your current job objectives.
The Amplified Resume/CV
This approach is rather weak, because, as its name implies, there is a lot of information. This style easily fills more than two pages.
The important information can easily be lost among the less essential details. However, this approach gives both a general overview of your background as well as gives an expansive, detailed description.

The essential personal information remains the same. However, in the job descriptions, a short paragraph describes the duties and responsibilities for each position.

This approach works best when job responsibilities are not evident in the job title, or if the work experience has been long and varied.

While the amplified resume/CV has its advantages, it is generally recommended not to use this style.
The Creative Resume/CV

This creative approach: e.g. a resume/CV that uses artwork, illustrations, cartoons, resembles a passport or is wound up like a scroll, may catch the employer's attention, but unless you want to break into a creative field, these original approaches do not usually sustain enough interest to be really effective.

Resumes/CVs written in this style are usually difficult to read, unprofessional and impossible to file.
The eResume/CV

Selected Resume/ CV Resources on the Web

There are many websites that offer advice on how to write a resume (USA) or CV (British).

Check the search engine's (AOL, Yahoo, Google) resume resources and commercial resume services for a larger idea of what is expected on a resume.

No Franglais

Make sure to translate anything that is culturally specific. The following French terras should be translated into (country-) appropriate English.

· Baccalauréat: = Equivalent to GCE `A' Levels (UK)/ French High School Diploma (USA)

· Mention très bien = with honors

· Avec mention = with distinction
· BTS = no equivalent in the UK or USA, so explain the diploma with a sentence such as: "a two-year vocational degree in 'x'."
· DEUG = no equivalent in the UK (see BTS); however, in the USA it is equivalent to an Associate's Degree (abbreviated as AA- avoid abbreviations on your CV/resume).
· Classes Préparatoires = intensive undergraduate studies to prepare competitive entrance exams for French higher educational establishments where business, engineering and political sciences, or any other subject such as French literature are taught to a very high standard.
 Ressources supplémentaires

Word list Action words
The following is a list of effective action words and key phrases that may help you organize your resume/CV

	Achieve
	Design
	Obtain

	Act
	Develop
	Orchestrate

	Administer
	Devise
	Organize

	Advise
	Diagnose
	Overhaul

	Allocate
	Direct
	Oversee

	Analyze
	Document
	Plan



	Approve
	Draft
	Prepare

	Assess
	Edit
	Present

	Assign
	Eliminate
	Prioritize

	Attain
	Enable
	Produce

	Audit
	Design
	Project

	Balance
	Engineer
	Promote

	Calculate
	Enhance
	Propose

	Chair
	Enlist
	Quantify

	Clarify
	Ensure
	Recommend

	Classify
	Evaluate
	Reconcile

	Coach
	Expand
	Recruit

	Collaborate
	Expedite
	Reduce

	Compile
	Facilitate
	Reorganize

	Compose
	Finalize
	Research

	Conceive
	Forecast
	Resolve

	Conceptualize
	Found
	Revitalize

	Conduct
	Engineer
	Schedule

	Consolidate
	Generate
	Screen



	Contribute
	Guide
	Select



	Convert
	Head
	Sell

	Coordinate
	Identify
	Simplify

	Counsel
	Improve
	Spearheaded

	Create
	Implement
	Specify

	Decrease
	Initiate
	Start



	Delegate
	Inspect
	Simulate

	Demonstrate
	Install
	Streamline

	Conceptualize
	Institute
	Strengthen

	Conduct
	Inspect
	Supervise

	Consolidate
	Instruct
	Survey

	Contribute
	Integrate
	Teach

	Convert
	Interview
	Test



	Coordinate
	Investigate
	Train

	Counsel
	Introduce
	Translate

	Create
	Market
	Troubleshoot

	Decrease
	Maximize
	Upgrade

	Delegate
	Monitor
	Verify

	Demonstrate
	Motivate
	Write



 Key phrases
· Interaction with

· Instrumental in

· Innovation resulted in

· Proven track record in

· Experience involved/included

· Successful in/at

· Specialized in

· Expertise in

· Experienced in all phases/facets

· Knowledge of/experienced as

· Extensive training

· Familiar with

· Proficient/competent in

· Initiated contact with

· Temporarily assigned to

· Direct control

· In charge of

· Provided technical assistance

· On a regular basis

· Acted as liaison for/between

· Worked extensively with
CV GB sample 
SAMPLE BRITISH CV
Gordon Camrom

25 Shire Street, London W3 2TB
Telephone: 020-7654 3210; Mobile: 07960 999999; E-mail:
soveryBritish@hotmail.com
Employment

2003-2006
Granola Group, London, UK

A manufacturer and retailer of natural foods and supplements in the UK and Scandinavia

Sales Assistant

- Advised the main shop's customers about organic and health foods

- Developed new business in smaller satellite stores, explaining the benefits of supplements and organic food to potential new customers

- Increased sales at both the main and the satellite shops. The extra profits were used to expand the business by establishing a new shop

2000-2003
Fodaphone, Birmingham, UK

A British conglomerate which develops telephone services world​wide

Administration Assistant, General Affairs Department

- Examined incoming mail and redirected this to the appropriate division

Customs Clearance Officer, Import Division, Fodaphone Air Cargo

-  Completed reports (e.g. bills of entry) to facilitate the import of goods from abroad
- Dealt with customs enquiries and procedures 
Education
2000-

City University, Birmingham, UK 


Bachelor's Degree in International Relations

Other Skills

Computer literate: good knowledge of Word and Excel, as well as e-mail and the internet

Common European Framework of Reference (CEFR): French Level A2 in speaking and writing and Level B1 in reading and listening comprehension

Personal Details

Date of Birth
6 January 1975

Nationality
British

Interests
Visiting museums, playing golf

RESUME US samples
SAMPLE AMERICAN RESUME

Scarlette King 
239 Wilber Ave 
Chicago, IL 60601 
+(312) 866-2066 
sking@loa.com
EXPERIENCE 
July 1999-Present

Production Manager, Highlights for Children, Chicago, Il. Serve as liaison between the Editorial and Sales Departments. Responsibilities include the overall preparation and layout of two major trade publication, including annual directories. Design and makeup of ads and reprints, complete follow through of advertising materials, insertion orders, and knowledge of printing schedules and full responsibility for printing/production costs.
March 1997-
Assistant to the Coordinator, United Association of Newspaper

May 1999
Copywriters, Indianapolis, IN. Entire process of applicants and potential members; presenting their work to the Board of Trustees for financial acceptance to the Association.
June 1994- April 1999
Sales Secretary, Media Management, South Bend, IN. Handled secretarial duties and expansion into overall participation in circulation and production responsibilities. Varied functions in this position included proofreading; handling of insertion orders, advertising material; and billing.
EDUCATION


Bachelor of Arts from Indiana State University (1994)

SKILLS

· IBM,  Macintosh, windows, WordPerfect, Excel, Power Point and others

· Common European Framework of Reference (CEFR)

Spanish Level B2 in speaking and writing

Level C1 in reading and listening comprehension
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