CAREER DETAILS


or CURRICULUM VITAE (CV)

Example:

Cambridge University, teacher, 1980-1985

Finnish language course, Monika, 2005

Example:

City Comprehensive School, lower level, class 

teacher, 1985-2004

Firma Oy, office assistant, 2004-2005

* mailing, switchboard, arranging meetings

Example:


English, 
mother tongue

French,
good

Italian,
satisfactory

Example:


Word, Excel, PowerPoint, Access, internet


Example:


Choir and skiing

Example:


Immigrant Career Counsellor, Maija Meikäläinen

maija.meikalainen@yritysoy.fi
Your name			CV 


Address


Postcode and municipality		date


Telephone number


E-mail address














Personal details	Your name and date of birth





Education	Schools and courses you have attended. Remember to include education completed in your home country.








Work experience	List  your work experience. Usually the most recent work experience appears first. However, if your earlier employment, for example in your home country, is notably more important, you can put this first.





Language ability	List the languages you speak and give an indication of your ability.











IT skills	Give your information technology skills – which programmes you can use.





Hobbies	Hobbies tell about your personality. They may be useful in your new workplace.





References	Referees’ names and contact details – remember to ask for their permission first!





You can affix your photo here if you wish








