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 Reading Comprehension
Skim and scan the text and answer the questions. 

1) Which of these pictures best represents what is in the text?

      A) F                                                B) F                                              C) F

2) Which phrase best summarizes what the text is about? Choose the correct answer.  

A) How to get a job F   B) Completing a checklist F   C) Producing your C.V. F 

1)  _What is a C.V. and how to write one__
 A  Curriculum Vitae (C.V.) is a really important part of applying 

for a position in a company. It is a brief description of some basic 
facts about you. If you get this document wrong, the employer will 
reject your application and your chance of a job with this firm may 
have gone. The following paragraphs, however, will provide you 
with helpful hints on how to prepare your C.V.. 

2)  _____________________
 A C.V. often contains a personal statement. This is a short written 

piece of about 100 to 200 words. It gives reasons for your application 
and explains why you are the best candidate for the job. 

Producing your C.V.



64

Grade 12 | Trimester 1 | Career and Future Choices 

producing your c.V.

3) _____________________
You can choose to provide the following details in your C.V.:
•	 name and personal details, address (including P O Box), telephone number 

and e-mail address
•	 a passport sized photograph
•	 your education, including courses / subjects that you are studying now
•	 qualifications, course credits and awards you have achieved
•	 special work experience or assignments or posts you have done in the past 

which will support your application

4) ___________________
You don’t have to give details about your health, disabilities, ethnic background, 
religion or hobbies if you don’t want to. 

5) ___________________
As a prospective employee, a C.V. gives you the opportunity to write about 
yourself, for example your personality, interests, experience and qualifications. 
It is a document that tries to convince an employer to hire you. Always try to 
match what you can do as a person with the skills and experience which are 
needed for the post you are applying for.

6) __________________
 In another part of your C.V., you can include anything you want. For example, 

if you have not already done so in your personal statement, you can include 
information about your specific achievements or key skills.

7)___________________
 It is important to give contact details of people (normally you supply two 

names) who can talk or write about you. They can say what kind of person you 
are and can confirm the information on your C.V.. These people should not be 
relatives.

8) ___________________
 When you have completed your C.V., it is important to revise your work. Ask 

someone reliable to read it through and comment on it. In addition to this, go 
through this checklist and make sure you can reply ‘Yes’ to each question of the 
following questions:
•	 Have you word processed your C.V.?
•	 Is the information on your C.V. honest and truthful?
•	 Have you used space on the page sensibly? 
•	 Have you matched your C.V. to the job that you are applying for?
•	 Have you completed a personal statement?
•	 Have you explained why you are sending the C.V.? 

9. ______________________
 Be honest. Always tell the truth when you write your C.V..
 Be clear.  A C.V. should give information in a way that is easy to read.
 Be concise. Two sides of A4 paper is more than enough for a C.V.. Don’t write 
                      too much information. Many companies recommend only one side.
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 Reading Comprehension
Choose the correct answer.  

1) The purpose of this text is to give advice on how to… 

A) write an informative C.V..F
B) apply for and get a job.F
C) describe yourself to other people.F

2) Look at the headers below. Match the paragraph headers to each of the paragraphs. Write it in the 
space provided in the text. The first one is done for you. 

Include referees’ names
What you can leave out from a C.V.
Other details
C.V. checklist
Where you say why you are applying
A few final suggestions
What a C.V. is and how to write one
What to include in your C.V.
The purpose of a C.V.

 Vocabulary and  Grammar
A) Complete these word families with the correct part of speech.

Verb Noun

To apply

1) __________

To experience

to state

4) __________

0) applicant
description

2) __________

3) __________

revision

B) Now finish these sentences with the correct form and part of speech from above. You might have to 
adapt the words to fit in with the grammar of the sentences. The first one has been done as an example.

0) Mariam described herself truthfully on her C.V..

1) Job _________ who are hired have usually written good C.V.s.

2) He had three years’ _________ working in an office.

3) There were some mistakes in Fatima’s C.V. so she _________ it before she sent it.

4) The personal ________ in his C.V. was well-written but completely untrue.

C) Complete these sentences with the correct word from the box.

so    in addition    for example    because    on the other hand

1) I enjoy taking part in sports, __________ tennis and horse riding.

2) A C.V. is very important __________ you should write it carefully.

3) Tell an employer about your hobbies. _________, don’t give too much detail.

4) _________ to being skilled at sport, I can also drive.

5) Always give your phone number on a C.V. _________ without one you cannot be contacted for an interview.
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 Critical Thinkinges

In a small group, discuss the following five points. When you finish, compare your group’s answers 
with the answers from other groups.

1) Why is a C.V. ‘a really important part of applying for a job’?

2) What is the reason for including personal and contact details in a C.V.?

3) Should you tell the truth in your C.V.?  Why or why not?

4) Why is the C.V. checklist an important part of writing your C.V.?

5) Make a list of things to include and things not to include in your C.V.. Give reasons for your choices. 

 Writing
Write a personal statement that will complement your C.V. and other details for the career of your 
choice. Write 100 - 200 words. Write the personal statement in your notebook. 


