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Tips for writing a CV (= resume)
Personal details 
In Britain and America a photo is not usually required, and details about one's family background should not be included. The trend is only to give information that is relevant to the job and that will help to get an interview. Some applicants leave out their marital status, nationality and age to avoid possible discrimination. 
For 'Date and place of birth', write when and where you were born, e.g. '1986, Stuttgart, Germany'. 
Marital status: This can be 'married', 'single', 'divorced', 'separated' or 'widowed'. 
Education
For the name and type of school and the 'expected qualification', first give the German expressions and then put the British/American equivalents in brackets, e.g. Albert-Einstein Gymnasium, Frankenthal (grammar school). 
	Germany
	Britain
	America

	Grundschule
	primary school
	elementary school

	Gesamtschule
	comprehensive school
	high school

	Realschule
	secondary modern school
	

	Gymnasium
	grammar school
	

	Berufliches Gymnasium
	vocational/technical college
	vocational college

	Mittlere Reife
	GCSEs (list of subjects)
	High School Diploma

	Abitur
	advanced school leaving
certificate (in ... (subjects))
or
general qualification for university entrance (Abitur)
	advanced school leaving certificate
or
general qualification for university entrance

	Hochschulabschluss
	university degree/bachelor in (subject)
	university degree / college degree



[bookmark: _GoBack]Special skills: These could be, for example, computer skills (list the programs you know), typing, and giving first aid. 
Extra-curricular activities: These are activities organized by the school that take place outside school hours. For example, you may be a member of the school computer club or football team. 


Employment history
List any part-time or holiday jobs, work experience and voluntary work you have done. Say who you worked for, when you worked there, and what you did. 
Personal qualities 
Hobbies and interests: Give examples that show you have a variety of interests and that you enjoy working with people as well as doing things on your own. You could include something active (a sport), something creative (e.g. painting), something where you show your intelligence (e.g. astronomy, chess, writing computer programs) and something where you work in a team.
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