HOW TO WRITE A CV

When applying for a job you'll be in competition with a number of other candidates. So your CV is important— interviewers will decide whether or not to see you on the strength of what you have written. Don't just think of it as a list of facts; it should sum up your personal, educational and career history, as well as being an indication of your strengths and weaknesses.

Here are a few suggestions:

Presentation

· Always type your CV. Use a good typewriter or word processor.
If a CV is hand-written, it goes into the wastepapcr basket.

· Use good quality paper. Don't give the impression this is just another photocopy.

· Never send a CV without a covering letter explaining which vacancy you're applying for. If you're writing "on spec.", send a short letter explaining what kind of post you're looking for.

· Don't fax a CV unless you're asked to. It's a confidential document.

Content

· Write a list of important headings. These should include your name, date of birth, your address (and vour e-mail address, if you have one), phone number (at work and at home), your work record and so on.

· Start with your most recent job and work backwards.

· Don't leave out any vital information. If you spent a year or two travelling, say so. Years that are unaccounted for will seem suspicious.

· Don't include any negative information, such as exam failures or lost jobs. Be positive about yourself, but don't lie or you will undermine yourself from the start.

· Don't ask for your CV to be returned; many companies keep CVs on file for future reference.

CURRICULUM VITAE

	Name

D.O.B.
Address

Tel. No, Marital status 
	Mike Mortimer

12.06.72

157 rue des Laboureurs, Moissy, 77550

64886341

Single 

	
	EDUCATION



	09/93-02/94 05/92-02/93 09/90-04/92

09/88-06/90 

09/83-07/88
	Certificate of Theme Park Management: Miami University, Florida, USA Diploma in Hospitality Management: Neatl College, Wales

Higher National Diploma in Tourism and Recreation Management: Swansea Institute of Higher Education, Wales

BTEC National Diploma in Business and Finance: Fermanagh College of Further Education, Enniskillen, Northern Ireland

8 GCSEs - Grade B St Joseph's School, Enniskillen, Northern Ireland


LANGUAGES

· ENGLISH, mother tongue
· FRENCH, fluent
· SPANISH, elementary
EMPLOYMENT EXPERIENCE

BIENVENUE THEME PARK

Merville, France

12/96-present

Attractions Lead Coordinator
· Pre-opening, supervised the personal development of staff on standards of customer care
· Compiled and arranged Safety Operating Procedures for Attractions
· Managed employees' daily schedule and delegation of tasks
· Monitored safe operation of major attractions in the Park
· Coordinated the show quality, ensured high standards of maintenance
SUPER WORLD THEME PARK
Miami, Florida

2/95-12/96

Intern Supervisor
· Implemented the Intern Program
· Planned and presided over Special VIP Events
· Supervised the training of new employees on operating procedures
· Participated in leadership development and trainer classes 03/94-02/95
International cultural representative
· Greeted guests and answered questions
· Took inventory of stock, organised shop displays
· Organised international cultural exchange events
THE NEWBERN GROTTO
Newbern, Northern Ireland
06/90-09/90
Tourist Information Assistant/Grotto Tour Guide
· Provided tourist information for local area
· Guided international parties in one of the largest caves in Europe
· Trained new employees on all aspects of cave guiding
INTERESTS

· Folk music, judo, water sports
ADDITIONAL INFORMATION

1990-1993
Sports club treasurer

1987-1990
Youth group leader
REFEREES

Christophe Allain

Anne Jones
23, rue de la Paix

Director, The Newbern Grotto
Moissy 77550


14 Rodney Drive
France 



Newbern
Northern Ireland
BT74 8DF
