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How to write an English CV  

Top Tips and short introduction from my colleagues in UK*: 
 
There is no single "correct" way to write and present a CV but 

the following general rules apply :  
• Tailor: It is targeted on the specific job for which you are 

applying and brings out the relevant skills you have to offer  
• Remember the purpose: You want an interview (and than the 

job)! 
• It is carefully and clearly laid out: logically ordered, easy to 

read and not cramped  
• Be concise: It is informative, but only one page 
• It is accurate in content, spelling and grammar 

 
* Quellenangaben am Ende des Dokument 
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How to write an English CV 

CV Formats 
 
Traditional (Reverse Chronology) 
⇒ Most commonly used 
⇒ List of your eudcation, working experience and aditional activites 
⇒ most recent experience/achievement first 
Skill-Based 
⇒ Often used when changing career direction; for candidates with 

a lot of experience 
Academic CV 
=> Used when applying for academic posts 
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How to write an English CV 

General differences between English and German CVs: 
In English CV 
• No picture 
• No Date of Birth (OK in UK) 
• No Parents 
• No Marital Status 
• No Religion 
• No Nationality (OK in UK) 
• No salary expectation 
• No Date and Signature 
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How to write an English CV 
Possible components of Traditional CVs 
• Header with contact details 
• Job objective 
• Personal Profile* 
• Education 
• Work Experience 
• Military Service / Community Service or Alternative Civilian 

Service 
• Honors and Achievements 
• Special Skills and Interests  
• References 
 

Other possible headings: Qualifications, Relevant Experience, 
Voluntary Work, Additional Skills/Languages/IT, Scholarships, etc. 
 
* Only when comfortable 
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How to write an English CV? 

Contact details 
• name, address, telephone number and email 

–  be aware of international spelling (e.g. +49 221; Cologne…) 
USA:      UK: 
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How to write an English CV?  

Job objective/ Career Objective/ Job target: 
Example: 
 
 

 
• a challenging position within Sales/Marketing 
• as a computer programmer 
• To obtain an internship within the marketing department of xyz 

to enhance my education and experience as a marekting 
professional 

 
 Don‘t exaggerate  
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How to write an English CV? 

Summary/ Personal Profile/ Strengths*: 
Give the reader in few words specific information about your person 

and your (professional) profile 
Example: 
 

 
 

 
 
• keep profile concise und clear 
• reflect the opportunity on offer in its emphasis 
• no must have, but nice add-on 
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How to write an English CV? 

Education: 
University 
• degree subject (= Studiengang) and university (name and place) 
• further information about majors  
 (= Schwerpunkte/Module/Profilgruppen) 
 
School: 
• School (name and place) 
• High school diploma supplement or A-Levels equivalent (Abitur) 
 Give further informations about majors (=Leistungskurse ) 
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How to write an English CV? 
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Education 
•   Example 1: 

• Help employer by adding some explanation 
• Add any awards and relevant course details 
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How to write an English CV? 

Education 
Example 2: 
 
 
 
 
 
 
 
 
• Mention grades unless poor 
• No need to mention anything below Gymnasium 
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How to write an English CV? 

Work experience   
• Use action words such as developed, planned and organised. 
• Even work in a shop, bar or restaurant will involve working in 

a team, providing a quality service to customers, and dealing 
tactfully with complaints.  

• Don't mention the routine, non-people tasks (cleaning the 
tables) unless you are applying for a casual summer job in a 
restaurant or similar. 

• Try to relate the skills to the job. A finance job will involve 
numeracy, analytical and problem solving skills so focus on 
these whereas for a marketing role you would place a bit more 
more emphasis on persuading and negotiating skills 

• PAR Approach – Problem Action Result: How have I solved 
which problem sucessfully?  
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http://www.kent.ac.uk/careers/cv/actionverbs.htm�
http://www.kent.ac.uk/careers/sk/teamwork.htm�
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How to write an English CV? 

Work experience  
Example 1: 
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How to write an English CV? 

Further relevant information about YOU 
Honors and achievements 
• Dean’s Award, Fellowships 
 
Stay abroad  
• Work and Travel/ Gap Year 
 
Volunteer work 
•  chair of a student society, organizing events 
 
⇒  Anything relevant to the job is worth mentioning  
⇒  Any evidence of leadership is important to mention: captain or 

coach of a sports team, course representative, scout leader.  
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How to write an English CV? 

(Special) Skills: 
Languages 
• English (fluent), German (native speaker), French (advanced) 
Computer Skills 
• Microsoft Office (Level), specific software  
 
Personal Interests 
• Don't put many passive, solitary hobbies (reading, watching TV, 

stamp collecting) 
• Show a range of interests to avoid coming across as narrow  
• Be honest 
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How to write an English CV? 

Further Information 
Example: 
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How to write an English CV? 

References: 
a) References available upon request 

 
 

b) Direct contact details 
• Provide references from different positions 
• Inform your references about your plans 
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Example 

Folie: 18 



 
 
Career Tuesday 31.01.2012 

Vokabular – Übersetzungen  

Sammlung des Vokabulars 
• für die Beschreibung von Tätigkeiten (Action verbs such as 

developed, planned and organised) 
⇒ See appendix 
 
• für deutsche Studiengänge, Schulabschluss und Noten 
 z.B.  USA High School diploma – A+, A, A- 
  GB  A-Levels - A 
  D Abitur – Eins 
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How to write an English CV 

Folie: 20 

 
Main sources: 
 
http://targetjobs.co.uk/careers-advice/applications-and-cvs  
http://www.careers.ox.ac.uk/students/getting-a-job/cvs-and-
applications/cvs/    
http://www.kent.ac.uk/careers/cv.htm  
http://www.careers.ox.ac.uk/students/getting-a-job/cvs-and-applications/  
 
Linksammlung: 
England 
http://www.exeter.ac.uk/employability/cvs/ 
http://www.exeter.ac.uk/employability/cvcreator/examples.php 
http://www.prospects.ac.uk/covering_letters.htm 
 USA 
http://www.career.arizona.edu/students/cv 
http://www.cvtips.com/resumes-and-cvs/cv-to-us-resume.html 
http://www.careereducation.columbia.edu/resources/tipsheets/resumes-
and-cvs-curriculum-vitae 
http://gecd.mit.edu/sites/default/files/CV%2008_11_0.pdf 
http://career.utk.edu/cv.php 
 Neuseeland 
http://www.auckland.ac.nz/uoa/cs-cv-examples/ 
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Action verbs 
ACTION WORDS FOR APPLICATIONS  
© Oxford University Careers Service, September 2011, www.careers.ox.ac.uk 4 
Action words can help make an application stand out. Here are some examples: 
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How to write an English Cover Letter 

The cover letter is your chance to explain in more detail why you're 
perfect for the job you're applying to! 
Cover Letter = “Elevator Pitch“ 
General advice 
• Keep it brief, don`t exceed one page.  
• Try to find out the name of the contact person and address the 

letter to him/her or use ‘Dear Sir or Madam’ if you don’t know 
their name. 

• Avoid inappropriate language such as slang or technical jargon. 
• Use brief, informative sentences and short paragraphs. 
• Have it proof read! Check spelling, grammar, and punctuation. 
• Be enthusiastic – more than you would be in a German cover 

letter! 
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How to write an English Cover Letter 

Preparation for specific application 
• Read job advertisement carefully 
• Do research on potential employer  
• Prepare your vocabulary 
• Check whether you are “perfect” for the job  
 
And in general  
• Check whether you will need any work permission/ visa etc. 

which might require a lot of planning and time beforehand! 
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How to write an English Cover Letter 

Are you perfect for the job? 
1st read closely 
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How to write an English Cover Letter 

2nd Match advert with your profile 
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How to write an English Cover Letter 

Structure: 
1) Short Introduction 

 
2) Why this job? 

 
3) Why me? 

 
4) Conclusion 
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How to write an English Cover Letter 

Introduction 
• Shortly explain why you are writing and how you heard of the 

position 
• You can give basic information about yourself. 
 
 
 
 
 
 
 
 
Hinweis: Use Ms when unsure about marital status 
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How to write an English Cover Letter 

Why this job? 
 

• Explain why you're interested in the job and the employer.  
• Target the letter at the employer -> use information from 

research, use “their” vocabulary.  
• Explain what factors attract you to them - don't just repeat text 

from their publicity material.  
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How to write an English Cover Letter 

Structure: 
Why me? 
Refer to relevant skills, experience and knowledge 
Match with advert (see preparation!) 
Example 1 
 You indicate that a requirement for the position is a track record of success in meeting sales goals. I have done this. 

After completion of my B.S. in biology, and prior to beginning my master’s degree in marketing, I worked for two years 
as a sales representative with a regional whole foods company.  My efforts yielded success in new business 
development, and my sales volume consistently met or exceeded company goals. I would like to repeat that success 
in the pharmaceutical industry, using my academic background in science and business. I will complete my M.S. in 
Marketing in mid-May and will be available to begin employment in early June. 

Example 2 
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How to write an English Cover Letter 

Structure: 
Conclusion 
Example 1: 
 

 
 
 
Example 2: 
 

Folie: 30 



 
 
Career Tuesday 31.01.2012 

 

Folie: 31 



 
 
Career Tuesday 31.01.2012 

How to write an English Cover Letter 

Main sources 
http://www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html 
http://www.careers.ox.ac.uk/students/getting-a-job/cvs-and-

applications/covering-letters/ 
http://oxforddictionaries.com/words/writing-job-applications  
Further links: 
• http://www2.careers.govt.nz/how-to-get-a-job/cvs-and-cover-

letters/how-to-write-a-cover-letter/ 
• http://www.kent.ac.uk/careers/applic.htm 
• http://www.auckland.ac.nz/uoa/cover-letters 
• http://www.tcd.ie/Careers/students/jobsearch/apply/complete_ap

plication_forms.php 
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