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ADVICE ON CV WRITING

When you write your CV you should follow our model as closely as you can.  But it is not always easy to get the fine details right.  The following notes should help you.

· Remember, the CV is going to be read by someone in a possible host company.  Try to make it as interesting as possible for the person who might decide to offer you a placement.

· Always head the CV with your personal details, and don’t forget to include your mobile phone number and your e-mail address.  This makes it much easier to for us to contact you.

· When you write up your education please include dates, the full names of institutions, and the subjects and courses that you have studied – especially everything related to the field in which you plan to do your placement.  Don’t forget to mention the title of any thesis or special project that you have written or are going to write.

· IT skills are very important, and the more information you can provide the better.  Even if your knowledge is only basic, name any programmes you know, including Internet and e-mail software.  If you want to do a placement in the IT sector, give as much detail as possible, stating what you have actually done with the relevant software and hardware.

· This may seem obvious, but not everyone does it – write your CV in good English!  Nothing puts a potential company off so much as an incomprehensible CV.  It is not always easy to translate concepts from your language to English – ask a friend or teacher to help if you find this difficult.  Sometimes it is better to leave names in the original language – for example, the name of an institution, or examination.  In this case put an English paraphrase in brackets after it.

· Keep the layout simple.  Try to keep the CV to one page, and avoid irrelevant information – such as the name of the primary school you attended when you were 7

· Tell us what you like to do in your spare time as it gives some idea of the sort of person you are.

· Don’t exaggerate or tell lies.  The truth has a habit of coming out.  Especially if you lie about your English or IT skills.

We think if you follow these notes and follow the model CV and try hard to get the language right you will produce a good CV.  Good luck!

Curriculum Vitae

Name: Rita Srednickaite

Date of Birth: 27/02/1983

Nationality: Lithuanian

PERSONAL PROFILE


I am a well-motivated, enthusiastic young woman who would like to complete a Hospitality placement to improve my English and work experience within the industry. 

EDUCATION

1999 - 2002
Vilnius University – Tourism and Business Degree

Subjects included: Marketing, Finance, Human Resources, Tourism, Hospitality, Hotel Management and Accounts.

1996 - 1998


Vilnius High School – Vilnius, Lithuania


EMPLOYMENT

Jun 2003 -Aug 2004

Vilnius Restaurant. – Vilnius Lithuania

                                                Waitress & Bartender – Serving and taking orders from 


                    Customer’s, cash handling and general cleaning of the                 


Restaurant. 

May 2002 – Sept 2002 
Big Al’s restaurant – Florida USA
                                                 
Waitress & Kitchen Assistant – Serving and taking orders 

                                                 For Customer’s, cash handling, assisting in the 

                                                 preparation and serving of food, washing up and other 

                                                 general kitchen duties.

IT SKILLS





Windows 95/98/ME

Office 2000: Word, PowerPoint, Sphinx, Excel & Access

Internet Explorer & Outlook Express

INTERESTS

In my spare time, I enjoy reading, listening to music, cinema and socialising with my friends.
