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Skills and Experience

Use text boxes and tables to design
how your CV will look. This will help
you to lay out your information in a
way that is easy to read.

Key Vocabulary

Word

Definition

Curriculum Vitae

Latin for "course of life". It is often
shortened to CV. It is a written
overview of someone's work and
achievements. It can be updated
and changed to suit applications
for different jobs or courses.

Formatting

The way in which something is
arranged or set out visually.

Editing

Prepare written material by
correcting, condensing, or
otherwise changing it. Once the CV
has been edited, it is ready to be
shown to other people. Editing
helps to make sure there are no
mistakes and all the correct
information is included.
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we design, edit and format our CV
carefully.

Inconsistent letter fonts and sizing

Design

How the CV is organised, laid out
and what information is to be
included. This will involve what text
to type in all the way up to how the
information sits on the page.

Typing

To be able to use a computer to
create words. This can be neater
and quicker than writing by hand. It
also allows easier editing and the
ability to send it multiple times
without rewriting the information.



