
UD1: Looking for a job
Cover letter, CV, and job interview



Curriculum Vitae
❑What is a CV?



Curriculum Vitae
❑What is a CV?

A formal document that summarizes your education, skills, and experience.

• Use Apply for jobs, internships or study opportunities

• Europass format Clear, standardized and easy to compare



Curriculum Vitae
❑Goal

• Show your qualifications

• Show your working experience

• Highlight your strengths and suitability for the job*

• Give a clear, professional, and honest picture of your profile



Curriculum Vitae
❑Characteristics

• 1-2 pages max.

• Clear, simple and consistent layout 

• Structured sections (Europass order)

• Adapted to the job offer



Curriculum Vitae
❑Characteristics

• 1-2 pages max.

• Clear, simple and consistent layout 

• Structured sections (Europass order)

• Adapted to the job offer

Activity:
• What sections do you think a CV must

always have?
• What sections are optional depending on

the job position?



Curriculum Vitae
❑Characteristics



Curriculum Vitae
❑Things to include

• Personal information Name, address, phone, email, LinkedIn…

❖ Brief introduction of yourself (?)



Curriculum Vitae What do you think about 
including this ?

”Siempre dispuesto a aprender y con entusiasmo por seguir creciendo. Me
apasionan los idiomas, las culturas y la comunicación, y disfruto
transmitiendo esa pasión a mis estudiantes.
El café con hielo, un buen libro y los deportes de Resistencia forman parte
de mi día a día.”

In my free time, you will find me among curious cats,
challenging sudokus, and readings on folklore and mythology.



Curriculum Vitae What do you think about 
including this ?

”Siempre dispuesto a aprender y con entusiasmo por seguir creciendo. Me
apasionan los idiomas, las culturas y la comunicación, y disfruto
transmitiendo esa pasión a mis estudiantes.
El café con hielo, un buen libro y los deportes de Resistencia forman parte
de mi día a día.”

In my free time, you will find me among curious cats,
challenging sudokus, and readings on folklore and mythology.

Depending on the context



Curriculum Vitae
❑Things to include

• Personal information Name, address, phone, email, LinkedIn…

❖ Brief introduction of yourself (?)

What do you think about including a picture ?



Curriculum Vitae
❑Things to include

• Personal information Name, address, phone, email, LinkedIn…

❖ Brief introduction of yourself (?)

What do you think about including a picture ?

✓ Professional

✓ Formal

✓ Face photo

✓ Clothes

✓ Outfit, piercings, 
tattoos…



Curriculum Vitae: Europass CV
❑What is a Europass CV?

A standardized CV format developed by the EU to make job applications 
more transparent and comparable across Europe.

• Standard layout Same structure across all CVs

• Focus on skills + competences Specific sections for language skills, 
digital skills, experience…

• Online tool Can create, edit, and update CVs for free

• Multilingual
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❑Things to include

• Personal information Name, address, phone, email, LinkedIn…

❖ Brief introduction of yourself (?)

• Professional field

• Work experience
Reverse chronological order

• Education and training







Curriculum Vitae
❑Things to include

• Personal information Name, address, phone, email, LinkedIn…

❖ Brief introduction of yourself (?)

• Professional field

• Work experience
Reverse chronological order

• Education and training

• Skills Languages, digital competences, abilities/skills*…

Job-related



CEFR: Common European Framework of Reference for Languages

Things to avoid:

Español: muy bueno

Inglés:

Francés: hablado



CEFR: Common European Framework of Reference for Languages

Things to avoid:

Español: muy bueno

Inglés:

Francés: hablado

If you don’t have a certificate do 
not include the language*



Curriculum Vitae
❑Things to include

• Personal information Name, address, phone, email, LinkedIn…

❖ Brief introduction of yourself (?)

• Professional field

• Work experience
Reverse chronological order

• Education and training

• Skills Languages, digital competences, abilities/skills*…

Job-related

• Others Projects, publications, volunteering…



Curriculum Vitae
❑Things to avoid

• Irrelevant information Age, marital status, religion…

• Spelling/grammar errors

• Long paragraphs

• Lies or exaggerations

• Unprofessional email Name.surname@gmail.com

Bullet points
• …..
• …..
• ….



Activity
Spot the mistakes (13) in the following 

CV





Curriculum Vitae
❑Structure of Europass CV

• Personal information

• Work experience

• Skills

• Additional inf.

Name, address, phone, email, LinkedIn…

❖ Brief introduction of yourself (?)

Job title, employer, dates, main tasks (bullet points)

• Education + training Degree, institution, dates

Languages (CEFR), digital, 
communication/organizational/technical skills

Projects, publications…





Curriculum Vitae
❑Writing advice

• Use action verbs in work experience Managed, assisted, designed, created, 
organized, trained, implemented…

Worked in a shop

• Adapt content

• Be specific

• Be consistent

Keywords that match the job

Assisted customers, handled sales transactions, stock 
management and store maintenance

Dates, format, bullet points...

• Proofread carefully
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