How to write a resume

1- Read the job offers carefully, find information about the potential employers…

2- Choose the elements of your resume which are relevant to what the employers are looking for

3- Organize your CV

4- Write the CV

Terminology: 

1- Pour l’entreprise : non-academic CV

Objectif : objective

Résumé des competences : Summary of qualifications

Compétences professionnelles : professional skills

Expérience pro.: Employment history

Formation: Education

Stage: training

2- CV universitaire : Academic CV

Formation et distinctions : Education and honors

Expérience professionnelle : professional experience

Résumé de compétences : Profile/ qualifications

Résultats obtenus : Achievements and activities

Formation : education

Thème de Recherche : Current research

Publications : publications

Bourses et financements : grants

Enseignement : teaching experience

Compétences informatiques : computer skills

Compétence en langues : language skills

Types of presentation: 
Chronological (starts with the earliest job to finish with the latest)

Reverse chronological order (the contrary)

Functional: no chronological order, but themes or qualifications

Chrono-functional: a mixture of both types 

Selection and organisation of data: 

They will depend on:

-your experience (long employment history? Or are you looking for your first job?)

-your qualifications in the field: research, teaching?

Choose the headings which will highlight the most important points. Organise them in decreasing order of importance. 

Keep your CV updated constantly

Terminology about education: 

Education (1st possibility)

University, department, place

Thèse en … : Ph.D in ……

Sujet “…titre…” : Dissertation : «…title.. ; »

Soutenance prévue le … : expected date of graduation : … 

University, department, place, 

DEA/ Master… date :   MA… date…

Education (2nd possibility)

Date, Institution, City

Ph.D. Degree in …

Dissertation: “…title..;”

Directeur de these : Advisor

Date, Institution, City

M.A. Degre, 

Thesis: “…title…”

Additional trainings (specialized training)

-specialized courses

-preparation course for the X exam

-seminars

-workshops

-overseas study (pg d’études à l’étranger)

-hands-on training/ on-the-job experience (stages en enterprise)

-technical skills

-computer skills

Internships
Title of job

Company/ employer

Place, date, full time or part time

Main tasks included: 

-(task 1) action verb
-(task 2) action verb
professional experience:

1st possibility:

Title: (emploi occupé)
Institution / company / branch or division, address, dates

+action verb to describe main task / activity or accomplishment

2nd possibility: 

Company, dates

Short summary on company

Title

Action verb / task or activity

Professional skills
Skill 1: Management and leadership (example!!)

-action verb to describe main task/activity or accomplishment

-action verb to describe main task/activity or accomplishment

Skill 1: Entrepreneurial

-action verb to describe main task/activity or accomplishment

-action verb to describe main task/activity or accomplishment

Skill 3: communications 

Etc…

Résultats obtenus : accomplishments

Réussites professionnelles : career accomplishments

Advice :

1- say what you have done, then how you did it. 

Ex: “managed development activities resulting in an improvement in clients’ satisfaction” is more efficient when you write 

“improved clients’ satisfaction by effectively managing development activities”

2- highlight your accomplishments rather than your tasks or responsibilities
3- describe the technical environment of your job 

4- present your activities by using action verbs. Start with the most significant/original

Languages 
English 
Good skills, both written and oral



-one month in Great Britain, august 2003



-scored 900 on TOEIC test in March 2007-01-07

Spanish 
Fluent/bilingual, etc… 

Other possibility: Language skills
French
Mother tongue

English
Fluent. Very strong understanding of the USA (duration of stay: 2 years)

German
Reading and conversation

Objectives: (only use this if your goals and expectations are well-defined)
Ex:

To apply my experience in the development and design of …

To obtain a responsible position as … (un poste de responsabilité)

To obtain a challenging position as… (un poste réclamant esprit de competition et énergie..)

To contribute my education and … skills in a position with a growing and dynamic firm. (Mettre ma formation et mes competences en … au service d’une enterprise dynamique en forte croissance. 
Medium-terme activities : actions à moyen terme

Offering opportunity for continued professional growth : offrant une perspective de carrière. 

Qualifications/profile (compétences)
Creative problem-solver with strong organizational skills, detail orientation : Créatif, expert en résolutioin de problème, doté de fortes compétences organisationnelles et soucieux du détail ;

With proven ability in … ayant fait ses preuves dans le domaine de … 

Highly trained… avec une solide formation pratique

With expertise in … avec une grande expérience en … 

Communication skills : capacité à communiquer

Interpersonal skills : capacité à établir de bonnes relations avec l’autre
Skilled in … +Ving : skilled in identifying consumers’ needs : compétent pour identifier les attentes des consommateurs

Ability to (+V inf) … capacité à …

Able to (+V inf) … capable de … 

Trained as a chemist : formation de chimiste

Training in chemistry : formation en chimie

Establishing a portfolio of skills: 

Communication skills: 
-reading: retrieving information from written materials

-writing: using  correct grammar and style

-Editing: correcting written material for grammar, content, and style

-Explaining: increasing others’ understanding

-listening: developing an active attitude to accurately understand information presented by another person and transmit it

-Questioning: formulating questions to develop new information and insights in other people

-Presenting: addressing large audience, preparing and using visual aids

-Interpersonal communication: capacity to link to other people; includes all previous competences plus capacity to attend to the values of others

Creativity skills: 

-Visual, auditory, aesthetic, literary
-Imagination

-Innovation: to create unique solutions to a problem, bringing originality to an existing situation, designing plans for a new project or product

-Social: imagining new ways to work with a group or designing novel programmes of collective activities, etc… 

Critical thinking: 

-Identifying problems in a situation or organization

-Thinking about the complexity of problems

-Gathering evidence through research

-Evaluating options to solve the problem

-Deriving a conclusion or solution

-Taking a stand

-Making a recommendation to solve a problem

Critical thinking skills include: 

Investigating, systematically gathering information

-conceptualizing

-Developing a system for organizing ideas, categorizing

-Planning

-Analyzing

-Synthesizing

-Structuring

-Reasoning

Leadership: 

-Ability to set goals

-Ability to delegate responsibility

-Ability to motivate others

-Decision-Making: taking action and accepting responsibility for action

-Initiative: starting new tasks, bringing up new ideas

-Persuading

-Training: to develop new skills and attitudes in other people

-Negotiating

Teamwork

-Commitment: joining with others to achieve a goal

-Recognizing strengths and weaknesses

-Flexibility: ability to adjust one’s priorities to those of the group

-Dependability (fiabilité)

-Responding to feedback (Réactivité)

-Punctuality  

-Reliability (Sens des responsabilités)

Research/Project Develoment

-Searching for and finding information

-Problem solving and decision making

-Reading and critical analysis

-Collecting new data

-Planning

-Coordinating a project

-Ensuring that the goals are met in a cost-effective way and within a budget

-Report writing

-Analyzing

-Reasoning

-Structuring

-Following procedures

-Record keeping: keeping track of data or facts in writing 

-sorting 

-Questioning

-Listening

-Innovation

Travelling and residence: 

-extensive travel in Europe (nombreux voyages en… )

-trips to ….

-travelled and lived in …

-intensive travel and native residence in… (ai effectué des voyages répétés et vécu…)

Intercultural understanding :

-familiar with Asian culture through study, intensive travelling…

-developed a strong understanding of the U.S.A. (ai appris à bien connaître…)

-extensive background in (Spanish) culture: spent 2 years in Madrid and  travelled throughout Spain

-first-hand knowledge of cultural differences gained through extensive travelling in the Middle-East (connaissance directes des… acquise lors de nbx voyages…)

-spent the 2002-2003 school year as a foreign exchange student in …

-over 5 years of field experience in Africa (experience sur le terrain)

-flexibility and autonomy acquired through extensive travelling and experience of living abroad (gde capacité à m’adapter et autonomie acquises lors de nbx voyages et séjours à l’étranger)

Internships and training

-received an on-the-job Professional Training at X company (formation pro. Pratique)

-job assignments included: reporting, writing, copy editing (les tâches associées au poste consistaient à écrire des rapports, rédiger des articles et relire des texts)

