CURRICULUM VITAE

Sh.ldenls are required ko compile and create o
curriculum vitae |[CV) as part of Unit 2 of the Link
Module, F'napun::linn for the World of Work. This unit
introducas other ic-b—saaking skills inc|uding lettar
writing, form ¥i||ing and inferview preparation. Tha CV
provides a challenge for students to communicate
information about themselves in o way that is concise
and aasy to read. It is an im peoer ot skill—one that may
wall ba of use fo them Ihn:uughcmr their w«:rking lives.

A curriculum vitae is a short account of what o person
has o offer a pcnl'anfial amplcry&r. lts purpose is ko gain
an interview for a job and it is likely to form the basis
of that interview. While there is no one definitive
t&mph:ﬂe, a Y will f}rpim"y' contain the upplicunlrs
p-arsancﬂ details and short statements auﬂining |1i5,-"'|'|ar
qualifications, qualities and skills, work experience,
achievements and interests.

For the purpose of the Link Modules® porifclic, students
should not prepare a CV for a particular job. They
should compose O g&namL all purpose CV that
concenfrates on presenting relevant information in a
concise and ordered way.

Students will add o their skills and experiznce during
the course of the LCVP and should be encouraged o
ravisa their CV's at mguh'.:lr intarvals. It is hoped that
tha CV selected for inclusion in the Link Modules
porlﬁ:din will contain evidence of new skills and
axperience gained by the student during the courss of
the programme.

ASS5ES5MENT CRITERIA
The curriculum vitoe will assess the student's ubi|i|§,r 1=

* genarale o wrd-pmcasmd document with a clear
and consistent layout

* chooss font, format and language appropriate to
the task content

* salact relevant information, categorise under
appropriate hﬂ-:ldings and arrange in appropriate
order

* communicale c-:nncimh‘r and u::cumfely using comact
grammar, spelling and punctuation

* highlight personal skills and qualities in an
imaginative way.

GUIDELINES FOR PREPARING
A CURRICULUM VITAE
The CV should be an accurate and concise SUMmary
of factual information about the student. The document
should ba word-ptocassad and should not excesd two
Ad pages in length. In accordance with the styls of

most formal documents, o regulur font, such as Times
MNew Roman, should be used.

LAYOUT
The Fo||crwing lcrymﬂ is offered os a guida_ Haﬂdings
salected are not intended to be prascripfive or
resfrictive and it is open fo shedents to prasent the
information in a different order to the one cutlined. For
axumpl&, some students may wish to hig|'||ig|'|1 thair
educational achiovements, while othars may feal that
their skills and work experiance are more posifiva

points ko emphasise at the beginning of their CV.




Personal details

May include name, address, ha-|ep|'|ona number, date
of birth. A student is not required to give details such
as I'Iﬂ‘ﬁDI'IﬂIiI‘:r'l. gandar or m|igi0n on the CV, and may
preFEr not to show date of birth. The CV should be
signed and dated.

Skills and qualities

The assessment criferia for the Link Modules reguire
students to highlight personal skills and qualities. Tweo
differant WIS of ac hiﬂving this are prasanlad in the
sample material. In Lovise Whalan's 3rd CV, for
Emmpla, a short statement SUMIMEarising parsom::l skills
and qLH::lilim is included at the top of the document. In
David Llee's CV, skills and qualities are presented as a
cnreh|h¢-mrdad bullated list.

Education/Qualifications

This will include nomes of schocls and years attended;
dafes of examinations; 5u|:|irEN:h|r including levels and
grades. In the majority of cases, the examinations will
comprise Junior Certificate [results) and the Lacwing
Certificate (to be taken).

Werk experience

Start with the most recant inb.-"'work plucamanl, giving

the dates of employment, name of employer and
oddress. Give a brief suUmmary aof responsil:lililias.

Achiovements
Give information about 5p-aciﬁc achievements. These
might be school related, personal or sporting

achisvements.

Interests and hobbies
Select examples which demonstrate skills or abilities 1o

a prospective EI'I'IPID}"BF.

Additional infermation
Any furthar information which mighf support an
upp|icc|1ion, such as mamb-arship of an organisafion or

the ubi|il:,r to speuk another h:mguugﬂ.

Refarcos

The student may give names, |-:-|:r titles, addresses and
telephone numbars of referees. Howsver, a siotement
such as ‘Nomes and conioct deioils of referses
available on request, “is also uccaplﬂblﬁ.



