Curriculum Vitae (CV)

CURRICULUM VITAE

NAME: WYLDE, PENELOPE P. TELEPHONE: (0507) 622713
ADDRESS: 16, HOLME CRESCENT, ~ DATE OF BIRTH: 25.5.68
HEDGE END,
CORNWALL, CN18 9BL
NATIONALITY: BRITISH

MARITAL STATUS: Single. No children
DRIVING LICENCE: Full, clean

EDUCATION: 1979 - 1986 Smithtown Secondary School
1986 - 1990 Liverpool University
1990 - 1991 Kingston University

QUALIFICATIONS: july 1983 GCSE: june 1985 A - Level:
English Language B English A
English Literature B Art B
Mathematics B Mathematics C
Religious Education B Gen. Studies €
Art B
History C
Gcography C FURTHER EDUCATION:
French C BA (Hons) English
Music € MA Education
WORK EXPERIENCE:
1991 - 1993 English teacher, St Augustine’s School, Truro

DuTES InvowviD:  Teaching, curriculum development

1993 - 1997 Department Head, St. Mark’s College, St lves

DUTIES INVOLVED: Administrative duties, teaching

OTHER EXPERIENCE: |
qummer ‘93 Organised summer camp for children

10051997 Youlh Lcader, Dunkley Commurity Centre

HOBBIES & INTERESTS: |
Photography, reading and sport, At weekends and during school

holidays, | paticulary enjoy spending time with young children
1 various youth organisations for which | am a volunteer.

AVATLABLE FOR EMPLOYMENT: Joly 1997

REFERENCES: M P Miles VA Mrs C Davis MA,
Head of English Dept, Head Teacher,
§t, Augustine's Schodl, 61 Mark's College,
Truro St Ives
Tel, 869396 Tel, 386921



Formal letters (USEFUL WORDS AND PHRASES)

Dear Mr/Ms (surname) - Dear Sir/Madam - Dear Sir or Madam,

Reason for writing

I am writing to ...
[ am writing with regard to ...
I am writing on behalf of ...

Asking questions

I would be grateful if ...

I wonder if you could ...

Could you ...? Could you tell me something about ...?
I would particularly like to know ...

I would be interested in having more details about ...



Referring to their letter

As you stated in your letter, ...
Regarding ... Concerning ... With regard to ...

Complaining

[ am writing to complain about ...
You said ... but in fact what happened ...

We were supposed to stay with British families whereas we actually stayed in a
guest house.

Closing

If you require any further information, please do not hesitate to contact me.
I look forward to hearing from you.
Please contact me if you have any further questions.



Signing off

Yours sincerely, (If you started with 'Dear + surname')

or

Yours faithfully, (If you started with "Dear Sir/Madam")
First name + surname

Remember that in formal letters we use

. Formal vocabulary, usually not using phrasal verbs
“Tolerate’ mstead of ‘put up with’
. More complex sentence structure

Knowing what a good reputation the restaurant has, I was disappointed with the
service.



Letter of application
Dear Mr/Ms (surname), Dear Sir/Madam/Sir or Madam,
Reason for writing

I am writing to apply for the post/position of ... as advertised in ...
[ am writing with reference/in response to your advertisement, which I saw ...
[ am writing in connection with your advertisement in the Daily Star on May 11th

With reference to your advertisement ...
Experience / Qualifications / CV

I gained some experience while ...

[ am currently working as ...

I have been working for ... for the last four years.
I worked part-time for three years as ...

At the moment I am employed by ...



My qualifications include ...

I have a diploma / degree in ...

I graduated from Barcelona University last year with a degree in ...
Please find attached my CV

As you can see from the attached CV ...

Endings

Please do not hesitate to contact me i1f/should you require further information.
I look forward to hearing from you.

I am available for interview at your convenience.

I shall be available for interview any day apart from Wednesdays.

Signing off
(If Dear + surname) Yours sincerely,
(If ) :

First name + surname



Organising and linking your ideas

First of all, ... Secondly, ... In addition, ...
Moreover, ... Furthermore, ...
So ... As aresult, ... Therefore, ...

However, ... On the one hand.../On the other hand ...

On the whole ... While it 1s true to say ...
Finally, ... To summarise, ... In conclusion



Introduction

Main Body

Conclusion

® closing remarks ® personal qualities ® agefpresent job/qualifications

® opening remarks/reason(s) for writing ® experience

Dear Mrs Hunter,

With reference to your advertisement in Thursday's
edition of the Daily Star, I am interested in applying
for the position of primary school teacher.

I am 28 years old and currently teaching in Margate. I
have a BSc degree awarded by Glasgow University in
1997. 1 completed my certificate in Education at

Preston Teacher Training College in 1998.

I have been working for Margate Education
Department since 1999. During this time, I have
enjoyed teaching a variety of subjects, including
English, General Science and Games.

I consider myself to be punctual, hard-working and
fair. I enjoy working with children and have good
organisational skills.

I enclose a reference from my present employer. I
would be grateful if you would consider my
application. I am available for interview any weekday
moming. I look forward to hearing from you.

Yours sincerely,

Steven DPavies

Steven Davies

Letters of application



Dear Sir/Madam,

| am writing to apply for the journalism Foundation Course offered
by your university for the academic year beginning October, 1998.

| am a 24-year-old French citizen, currently living in Paris. since
leaving school in 1990, | have held a variety of positions working for
local newspapers. For the last two years | have been employed as
an assistant in the editing department of an English Language news-
paper publisned in Paris.

| am a holder of the Bac.C. as well as having successfully conm
pleted a DEUG in English Literature. Furthermore, | have been studying
English since the age of 12 and have recently obtained a grade B in
the Cambridge Proficiency in English examination.

[ believe that | am welksuited to a coareer in journalism and I am
keen to continue working in this field. However, | feel that I lack the
formal gualifications and training necessary to progress beyond my
present level of assistant editor. A foundation course would give me
an excellent basis for furtner study, together with an insight into
journalism from an international perspective.

Your university has an extremely good reputation in the field of
journalism and media studies. The facilities which you offer to stu-
dents seem both practical and up-to-date. The nGender and Media”
option on your syllabus is of particular interest to me, @5 is the
opportunity to study in a large city such as London.

Please find enclosed a copy of my <V, giving further details of my
educational gudlifications and work experience. | hope you will corr
sider my application and | look forward to hearing from you soor.

Yours faithfully,
Warcel Warntin
marcel Martin
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To whom it may concern:

| am writing to express my strong
interest in your graduate design
program. | believe that | would be
an excellent student for your course. | majored .
in liberal arts as an undergraduate and earned

a diploma in Art History. My undergraduate studies in
Art History gave me a strong understanding of design §

theory. | minored in design, so | have also completed
a portfolio of design projects. These projects showcase
my ability to design for all forms of media and many
types of projects. | also completed an internship with a
web design company during my junior year. All of this
experience has prepared me for my graduate studies.

| appreciate the aspects of your curriculum that are
traditional. | enjoy working on multimedia projects.
However, | am more interested in learning the basics of
manual printing. | hope to be able to study both during
my foundation year. | also appreciate the opportunities
for placement your program offers. | hope to be an
apprentice during my time in graduate school.

| thank you for taking the time to consider my application.
| hope to hear from you soon.

Sincerely,
Cynthia Tolchuck

| ( portfolio )

Applying for a course
Opening remarks

[ am writing to apply for admission to the course in ....

[ am writing to apply for a place on the course in ....

I would like to be considered for admission to the course in

I would like to be considered for a place on the course in

Closing remarks

I enclose further details of my education / qualifications to
. date.

I enclose a copy of my degree / diploma, etc.

' Please find enclosed further details of my education /
- qualifications to date.

Please find enclosed a copy of my degree / diploma, etc.

I hope that you will consider me for entry / admission.



Informal letter

Dear (first name),
Dear (first name), or Hi (first name) (for informal e-mails)

Beginnings

Thank you/Many thanks for your (recent/last) letter/postcard.

It was good/nice to hear from you recently.

I’m sorry I haven’t written/been in touch for such a long time.

It’s ages since I’ve heard from you. I hope you’re/you and your family are well.

Asking
Hi! / How are the things? / How are you? / How’s 1t going?
Referring to their news

Great news about ... Glad to hear that ... Sorry to hear about ...



Giving news

Listen, did I tell you about ...? You’ll never believe what ...
Oh, and another thing ... This is just to let you know that ...
[ thought you might be interested to hear about/know that ...
By the way, have you heard about/did you know that ...

Apologies

I’m writing to apologise for missing your party but I’'m afraid I was with flu.
I’m really sorry that I forgot to send you a birthday card but I was busy with my
new job.

If you let me know where you bought 1t/how much it cost I’ll gladly pay for
it/replace 1t.

Please let me know how much the bill 1s and I’ll gladly pay it.



Invitations

I’m/We’re having a party on Friday 19th and I/we hope you’ll be able to come.
Would you like to come/go to see ‘Room With a View’ with me at the weekend.
I was wondering if you’d like to go to the theatre/come on holiday with us?
Could you let me/us know 1f you can come/you’d like to join us?

Thank you very much for your invitation. I’d love to come.

Thank you for asking/inviting me to ... but I’'m afraid [ won’t be able to ...

Requests

I’m writing to ask for your help/you (if you could do me) a favour.
I wonder 1f/I was wondering if you could help me/do me a favour.
I hope you don’t mind me asking but could you (possibly) ...?

I’d be very/really/terribly grateful if you could ...



Thank you / Congratulations / Good Luck

I’m writing to thank you for your hospitality/the wonderful present.
It was so kind of you to invite me to stay with you.
I really appreciated all your help/advice.

Congratulations on passing your exams/your excellent exam results!

I wish you good luck/Good luck in/with your exams/your driving test/your
interview.
Don’t worry, I’m sure you’ll do well/pass.

Making suggestions and recommend

Why don’t you ...? Maybe you could ...? How about ...?

You can’t leave New York without doing sth

I’m sure you will enjoy doing sth If you like, we can ...

Do visit (somewhere). Don’t forget to (do sth) (Imperative -> Strong



Recommendation)
I’m told that ... People say that ... (If you heard sth 1s good)

Endings

Give my love/regards to ... Say hello to ... Hope to hear from you soon.
See you soon! Write soon. Once again, thank you for all your help.

Signing off
Love,
Lots of love,

All the best,
Best wishes,

+First name

Remember that in informal letters we use:

. Informal vocabulary, including phrasal verbs



‘go on’ instead of ‘continue

. Simpler sentence structure
I’ll be late for the party. It’s because of my French exam.

. Punctuation using exclamation marks (don't overuse it)
If you’d been at the wedding, you’d have loved the food!

. Contractions

I've just heard you've been to...



