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Reading Exercise:   A  wel l -structured CV

Un i t  2 :  Wr i t ing  an  Impress ive  CV

Listening and Reading Activit ies :  

Ident i fy  essent ia l  CV sect ions and 

analyze a  wel l - structured CV



Listening Exercise:  Essential  sections of  a CV
Listen careful ly  and ident i fy  the 

essent ia l  sect ions of  a  CV

Un i t  2 :  Wr i t ing  an  Impress ive  CV

_____ 1.  Personal details  
_____ 2.  Favorite Food
_____ 3.  Education
_____ 4.  Daily Chores
_____ 5.  Contact Details

_____ 6.  Character Reference  
_____ 7.  Work Experience
_____ 8.  Skil ls
_____ 9.  Place of Interest
_____ 10.  Relationships

Mark ____ or  ____ .
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_____ 2.  Favorite Food
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_____ 4.  Daily Chores
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_____ 7.  Work Experience
_____ 8.  Skil ls
_____ 9.  Place of Interest
_____ 10.  Relationships

Listening Exercise:  Essential  sections of  a CV
Listen careful ly  and ident i fy  the 

essent ia l  sect ions of  a  CV

Mark ____ or  ____ .
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_____ 1.  Personal details  
_____ 2.  Favorite Food
_____ 3.  Education
_____ 4.  Daily Chores
_____ 5.  Contact Details

_____ 6.  Character Reference  
_____ 7.  Work Experience
_____ 8.  Skil ls
_____ 9.  Place of Interest
_____ 10.  Relationships

Listening Exercise:  Essential  sections of  a CV
Listen careful ly  and ident i fy  the 

essent ia l  sect ions of  a  CV

Mark ____ or  ____ .



Answers

Repeat or pause if you need more time.

Answers will be shown in 10 seconds 

Listen careful ly  and ident i fy  the 

essent ia l  sect ions of  a  CV
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Answers
Listen careful ly  and ident i fy  the 

essent ia l  sect ions of  a  CV
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Repeat or pause if you need more time.

Answers will be shown in 10 seconds 



Un i t  2 :  Wr i t ing  an  Impress ive  CV

_____ 1.  Personal details  
_____ 2.  Favorite Food
_____ 3.  Education
_____ 4.  Daily Chores
_____ 5.  Contact Details

_____ 6.  Character Reference  
_____ 7.  Work Experience
_____ 8.  Skil ls
_____ 9.  Place of Interest
_____ 10.  Relationships

Answers

Listening Exercise:  Essential  sections of  a CV
Listen careful ly  and ident i fy  the 

essent ia l  sect ions of  a  CV

Mark ____ or  ____ .



Let’s Talk About The Answers

Un i t  2 :  Wr i t ing  an  Impress ive  CV

The essential  sect ions of  a  CV inclu d e Personal  D etails ,  Contact  D etails ,  

Ed u cation,  Work Exp erience,  Skil ls ,  and  Character  R ef erence,  each highlight ing the 

cand id ate’ s  q u alif icat ions and  su itab il ity  f or  a  job .

• Personal  D etails  incl ud e b asic  inf o rmatio n l ik e  f ul l  name and  nat io nality.

• Contac t  D etails  p ro v id e a  p h o n e n umb e r  an d  e mail  f o r  e asy co mmun icat ion.

• Ed u c ation  co v ers acad emic  b ack ground,  d egrees,  and  cert if icatio ns.

• Work Exp erienc e  h ighl ights p rev ious ro l es,  resp o nsib i l it ies,  and  achiev ements.

• Skil ls  inc lu d e  re l ev ant t echnical  and  so f t  sk i l l s .

• Charac ter  R ef erenc e  co mes f ro m a  f o rmer  emp l o yer,  t eacher ,  o r  ment o r ,  

v e r if yin g t h e  can d id at e’s  wo rk  e t h ic  an d  re l iab il it y.



Un i t  2 :  Wr i t ing  an  Impress ive  CV
Reading Exercise:   A  wel l - structured CV

Let ’s  work with an example.  However,  please 
note that this example is  not from a real person.  
The information is  purely f ictional and is  used 
for demonstration purposes only.

Read the information carefully  and identify 
which part  of  the CV it  belongs to.



Un i t  2 :  Wr i t ing  an  Impress ive  CV
Read the information careful ly and identify which part  of  the CV it  belongs to .

Peter  Kline

Date of Birth:  Marc h 1 5,  2000

Nationality:  Thai

Language:  Thai ,  English,  

Chinese

1 23 Sukhumvit Road, Bangkok,  

Thai land

Email:  peterc line@examplemail.c om

Phone: + 66 1 2223333

Bac helor  of Sc ienc e in Information 

Tec hnology

Prosperous University,  Bangkok,  Thai land

G raduated:  2023

IT  Suppor t Assistant

Tec h Solutions Co.,  Ltd.

June 2 02 3 –  Present

Assisted in tr oubleshooting softwar e  issues

Intern –  Web Developer

Bangkok Digital Innovations

Januar y 2 02 3 –  May 2023

Developed basic  websites using  HTML and CSS.

• Programming Languages:  HTML, CSS, 

Python

• Troubleshooting and Tec hnic al Support

• Network Configuration

• W eb Development

Mr. Steven Boris

IT  Manage r

Te c h S ol uti ons  C o.,  L td.

E m ai l :  s te v e n.b ori s@tec hexamp le.c om

Ms. Karen Dendrite

L e c ture r

Pros p e rous U ni v e rsi ty

E m ai l :  de ndri te .k@pros pe r.ac .th

1.Personal Details   2.Contact Details   3.Education  4.Work Experience   5.Skills   6.Character Reference



Answers

Un i t  2 :  Wr i t ing  an  Impress ive  CV

Repeat or pause if you need more time.

Answers will be shown in 10 seconds 

Read the information careful ly and identify 
which part  of  the CV it  belongs to.



Un i t  2 :  Wr i t ing  an  Impress ive  CV
Read the information careful ly and identify which part  of  the CV it  belongs to .

Peter  Kline

Date of Birth:  Marc h 1 5,  2000

Nationality:  Thai

Language:  Thai ,  English,  

Chinese

1 23 Sukhumvit Road, Bangkok,  

Thai land

Email:  peterc line@examplemail.c om

Phone: + 66 1 2223333

Bac helor  of Sc ienc e in Information 

Tec hnology

Prosperous University,  Bangkok,  Thai land

G raduated:  2023

IT  Suppor t Assistant

Tec h Solutions Co.,  Ltd.

June 2 02 3 –  Present

Assisted in tr oubleshooting softwar e  issues

Intern –  Web Developer

Bangkok Digital Innovations

Januar y 2 02 3 –  May 2023

Developed basic  websites using  HTML and CSS.

• Programming Languages:  HTML, CSS, 

Python

• Troubleshooting and Tec hnic al Support

• Network Configuration

• W eb Development

Mr. Steven Boris

IT  Manage r

Te c h S ol uti ons  C o.,  L td.

E m ai l :  s te v e n.b ori s@tec hexamp le.c om

Ms. Karen Dendrite

L e c ture r

Pros p e rous U ni v e rsi ty

E m ai l :  de ndri te .k@pros pe r.ac .th

1.Personal Details   2.Contact Details   3.Education  4.Work Experience   5.Skills   6.Character Reference

1

2 3

4
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6
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Peter  Kline

Date of Birth:  Marc h 1 5,  2000

Nationality:  Thai

Language:  Thai ,  English,  

Chinese

1 23 Sukhumvit Road, Bangkok,  

Thai land

Email:  peterc line@examplemail.c om

Phone: + 66 1 2223333

Bac helor  of Sc ienc e in Information 

Tec hnology

Prosperous University,  Bangkok,  Thai land

G raduated:  2023

IT Support Assistant

Tec h Solutions Co.,  Ltd.

June 2 02 3 –  Present

Assisted in tr oubleshooting softwar e  issues

Intern –  Web Developer

Bangkok Digital Innovations

Januar y 2 02 3 –  May 2023

Developed basic  websites using  HTML and CSS.

• Programming Languages:  HTML, CSS, 

Python

• Troubleshooting and Tec hnic al Support

• Network Configuration

• Web Development

Mr. Steven Boris

IT  Manage r

Te c h S ol uti ons  C o.,  L td.

E m ai l :  s te v e n.bori s@tec hexample.c om

Ms. Karen Dendrite

L e c ture r

Pros pe rous U ni v e rsi ty

E m ai l :  de ndri te .k@pros pe r.ac .th

2.Contact Details   

1

2
3

4

5

6

Let’s Talk About The Answers

3.Education  

1.Personal Details   

4.Work Experience   

5.Skills   

6.Character  Reference



Un i t  2 :  Wr i t ing  an  Impress ive  CV

Writing Activity:  Drafting your own CV

This activity wil l  focus on writing a draft of  your own CV.
We will  highlight the essential  parts of  an impressive CV.
And we will  present it  in the correct order.



Un i t  2 :  Wr i t ing  an  Impress ive  CV
Draft ing your own CV

Peter  Kline

Date of Birth:  Marc h 1 5,  2000

Nationality:  Thai

Language:  Thai ,  English,  

Chinese

1 23 Sukhumvit Road, Bangkok,  

Thai land

Email:  peterc line@examplemail.c om

Phone: + 66 1 2223333

Bac helor  of Sc ienc e in Information 

Tec hnology

Prosperous University,  Bangkok,  Thai land

G raduated:  2023

IT Support Assistant

Tec h Solutions Co.,  Ltd.

June 2 02 3 –  Present

Assisted in tr oubleshooting softwar e  issues

Intern –  Web Developer

Bangkok Digital Innovations

Januar y 2 02 3 –  May 2023

Developed basic  websites using  HTML and CSS.

• Programming Languages:  HTML, CSS, 

Python

• Troubleshooting and Tec hnic al Support

• Network Configuration

• Web Development

Mr. Steven Boris

IT  Manage r

Te c h S ol uti ons  C o.,  L td.

E m ai l :  s te v e n.bori s@tec hexample.c om

Ms. Karen Dendrite

L e c ture r

Pros pe rous U ni v e rsi ty

E m ai l :  de ndri te .k@pros pe r.ac .th

2.Contact Details   

1

2
3

4

5

6

1.Personal Details   

4.Work Experience   

5.Skills   

6.Character  Reference

3.Education  
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The proper order of  the essential  parts with the correct information.

Peter  Kl ine

Date o f  B irth:  Marc h 15,  2 0 0 0

Natio nal ity: T hai

Language:  T hai,  Engl ish,  C hinese

12 3  Sukhumvit  Ro ad,  B angkok,  T hailand

Email :  peterc l ine@ex amplemail.com

Pho ne:  +66 12 2 2 3 33 3

B ac helor  o f  Sc ienc e in  

Info rmation T ec hnology

Pro spero us University,  B angko k,  

T hailand

Graduated:  2 0 2 3

IT  Suppo rt  Assistant

T ec h So lut io ns C o . ,  Ltd.

June 2 0 2 3  –  Present

Assisted in  tro ubleshooting  so ftware issues

Intern –  Web Develo per

B angko k Digital  Inno vatio ns

January 2 0 2 3  –  May 2 0 2 3

Develo ped basic  websites using  HT ML and C SS.

• Pro gramming Languages:  HT ML,  C SS,  Pytho n

• T ro ubleshooting  and T ec hnical  Suppo rt

• Netwo rk C o nfiguration

• Web Develo pment

Mr.  Steven  B o ris

IT  M an ag e r

T e c h  So l u tio n s C o . ,  Ltd.

Email :  ste ve n . bo r is@ te ch ex ample .c o m

Ms.  Karen  Den drite

Le c tu r e r

Pr o spe r o us U n ive r sity

Email :  de n dr ite . k @pr ospe r. ac. th

2.Contact  Details   

1

2

3

4

5

6
1.Personal Details   4.Work Experience   

5.Skil ls   

6.Character Reference

3.Education   



Un i t  2 :  Wr i t ing  an  Impress ive  CV

Peter Kl ine

Date of Birth:  March 15,  2000

National ity:  Thai

Language:  Thai ,  Engl ish,  Chinese

1
1.Personal Details   

The personal details  section of  your CV is  a  s imple introduction.  At the very  top is  

your basic  information.  F irst,  you write your full  name,  so people know what to call  

you.  Then,  you put your date of  birth,  which is  your birthday.  Next,  you write your 

nationality ,  which is  where you're from.  And f inally ,  because it 's  important to know 

how you can communicate,  you l ist  the languages you speak.  So,  if  you speak Thai,  

English,  and Chinese,  you'd write  that down.  This  part just g ives a quick,  

easy -to-understand picture of  who you are.

Writing the essential  sections of  your CV (Curriculum Vitae)



Un i t  2 :  Wr i t ing  an  Impress ive  CV

12 3 Sukhumvit  Ro ad,  Bang kok,  Thai l and

Email :  peter cl ine@examplemail.com

P ho ne:  +6 6  12 2 2 3333

2.Contact  Detai ls   
2

Following your personal information,  you' l l  include your contact details .  This  

section provides the means for people to reach you.

It  contains your full  address,  which indicates where you l ive.  Then,  you' l l  add your 

email  address,  al lowing them to send you messages.  Lastly ,  you' l l  provide your 

phone number,  enabling them to call  you easily .

Essentially ,  this  part l ists  your address,  email ,  and phone number,  s implify ing 

contact for potential  employers.

Writing the essential  sections of  your CV (Curriculum Vitae)
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Bachelor  of  Science in  Inf ormation Technology

Prosp erou s U niversity ,  Bangkok,  Thailand

Grad u ated :  2023

3
3.Educat ion  

The educa tion section of your C V  tel ls  employers a bout  your schooling.

This shows them your qua l ifica t ions.

First ,  you'l l  write down your degree.  This tel ls  them wha t  you studied.

Then,  you'l l  write the na me of the school  a nd where it 's  loca ted.  

This tel ls  them where you got  your degree.

Fina l ly,  you'l l  write the yea r  you gra dua ted.  

This tel ls  them when you finished your studies.

It  shows employers wha t  you've lea rned a nd your qua l ifica t ions.

Writing the essential  sections of  your CV (Curriculum Vitae)
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IT Support Assistant

Tech Solutions Co. ,  Ltd.

June 2023 –  Present

Assisted in  troubleshooting software issues

Intern –  Web Developer

Bangkok Digital  Innovations

January 2023 –  May 2023

Developed basic  websites using HTML and CSS.

4
4.Work Experience  

For Work E xperience tel l  potentia l  employers a bout  your job history.  

You'l l  l ist  the posit ions you've held,  the compa nies you worked for,  a nd 

the t imefra me for  ea ch role.  Ba sica l ly,  i t 's  a  summa ry of your professiona l  

ba ckground,  showing them wha t  you've done a nd the ski l ls  you've ga ined 

in previous jobs.

Writing the essential  sections of  your CV (Curriculum Vitae)
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• Programming L angu ages: HTM L ,  CSS,  Py thon

• Trou b leshooting and  Tec hnic al  Su p p ort

• N etw ork Conf iguration

• Web  D ev elopment

5
5.Ski l ls   

Following your work experience,  you'l l  include a  "S ki l ls"  section.  This a rea  

of your C V  is  designed to showca se your a bil it ies a nd proficiencies.  I t 's  a  

quick reference for  employers to understa nd wha t  you're ca pa ble of 

doing,  highl ighting the specific  a bi l it ies a nd knowledge you possess.

Writing the essential  sections of  your CV (Curriculum Vitae)
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Writing the essential  sections of  your CV (Curriculum Vitae)

Mr.  Steven Boris

IT  Manag er

T ech Solut ions C o. ,  Lt d .

Em ail :  st even. b or is@ t echexam p le. com

Ms. Karen Dendrite

Lect u r er

Pr osp er ou s Univer sit y

Em ail :  d end r it e. k@ p r osp er . ac. t h

6
6.Character Referenc es

La st ,  but  a lso very importa nt,  your C V  should include "C ha ra cter  References"  

sect ion.  This is  where you provide conta ct  informa tion for  people who ca n spea k to 

your qua l ifica t ions a nd work ethic.  I t  a l lows potentia l  employers to verify  your 

ski l ls  a nd experience by conta cting individua ls who know you professiona lly.  This 

section a dds credibi l ity  to your C V  a nd serves a s a  testa ment to your ca pa bil it ies.
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Overal l  your  CV needs to be written with the essential  parts  
only ,  and the correct information in the r ight  order .

Peter  Kl ine

Date o f  B irth:  Marc h 15,  2 0 0 0

Natio nal ity: T hai

Language:  T hai,  Engl ish,  C hinese

12 3  Sukhumvit  Ro ad,  B angkok,  T hailand

Email :  peterc l ine@ex amplemail.com

Pho ne:  +66 12 2 2 3 33 3

B ac helor  o f  Sc ienc e in  

Info rmation T ec hnology

Pro spero us University,  B angko k,  

T hailand

Graduated:  2 0 2 3

IT  Suppo rt  Assistant

T ec h So lut io ns C o . ,  Ltd.

June 2 0 2 3  –  Present

Assisted in  tro ubleshooting  so ftware issues

Intern –  Web Develo per

B angko k Digital  Inno vatio ns

January 2 0 2 3  –  May 2 0 2 3

Develo ped basic  websites using  HT ML and C SS.

• Pro gramming Languages:  HT ML,  C SS,  Pytho n

• T ro ubleshooting  and T ec hnical  Suppo rt

• Netwo rk C o n fig uration

• Web Develo pment

Mr.  Steven B o ris

IT  Man ag e r

T e c h  So l u tio n s C o . ,  Ltd.

Email :  ste ve n . bo r is@ te ch ex ample .c o m

Ms.  Karen Dendrite

Le c tu r e r

Pr o spe r o us U n ive r sity

Email :  de n dr ite . k @pr ospe r. ac. th

2.Contact  Details  

1

2

3

4

5

6
1.Personal Details   4.Work Experience   

5.Skil ls  

6.Character Reference

3.Education   



Speaking Exercise:  Explain personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

It ’s t ime for our speaking practice.  We're going to work on 

explaining our skills and what we've done in a  clear way. 

I ' l l  give you some simple examples of how different people 

might do this.  Pay attention to how they talk about their  

strong points and give easy-to-under sta nd examples.  



Speaking Exercise:  Explain personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

"Hi,  I 'm Alex.  I 'm good at making designs better  and 

f ixing problems. I  led a  project that cut down wasted 

stuff  by 15% by changing the design.  I 'm also good at 

f ixing hard technical  problems and making sure projects  

f inish on time. These skills ,  plus my knowledge,  help me 

make good engineering solutions ."



Speaking Exercise:  Explain personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

"Hello,  I 'm Maria.  I 'm good at taking care of  people and 

thinking fast.  I  provide kind and effective care,  and I  can 

quickly f igure out what patients need,  even when things 

are busy.  I  also help people learn how to take care of  

themselves.  These skills  and my care for  people let me 

give really good nursing care."



Speaking Exercise:  Explain personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

"Hi,  I 'm David.  I 'm good at making plans and leading 

teams. I  ran a  project that f inished on time and cost less  

money,  showing I  can organize and do big jobs.  I 'm also 

good at getting people to work together  and talk to each 

other,  so projects  get done. These skills  and my 

experience let me f inish projects  well ."



Speaking Exercise:  Explain personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

Let's break down the outline of these 
statements so can draft  your own and practice 

speaking.



Outline in explaining your personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

First
A s imple introduction.
For example;
"Hello,  I 'm Maria." or  "Hi ,  I 'm David."
This  starts the statement in a fr iendly, 
approachable way.



Outline in explaining your personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

Second
Highlighting your ski l ls
For example;
"I 'm good at . . ."  or  "My strengths are in. . ."
But remember to choose ski l ls  that  are 
relevant to the role or  s ituation.



Outline in explaining your personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

Third
Provide Specif ic Events
For example;
I  did  a project where. . ."
Use numbers  or  results i f  possible, such 
as "reduced by 15%,"or "f inished on t ime”.



Outline in explaining your personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

Fourth
Explain the Impact
For example;
"This  shows I  can. . ."  
Explain how your ski l ls  help you do your job well .
Keep the explanation short  and to the point.



Outline in explaining your personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

Fifth
The conclusion.  Make f inal  statements to wrap it  up
For example;
"These ski l ls  and my experience help me. . ."
This  is  a  short  sentence to bring the statement to a 
c lose.



Outline in explaining your personal  ski l ls  and 
experience professionally

Un i t  2 :  Wr i t ing  an  Impress ive  CV

In summary,  here are f ive simple steps you can fol low when drafting your 
statements for a speaking practice:

1. Introduce yourself  simply:  "Hello,  I 'm _______ ."
2. State your key ski l ls :   " I 'm good at. . . . ."
3. Give a clear example:   " I  did a project where. . . . ."
4. Explain the impact of  your ski l ls :    "This shows I  can. . . . ."
5. Conclude brief ly:   "These ski l ls  and my experience help me.. . . . ."





Source Material  
ClarificationThis lecture utilizes the structural framework 

and conceptual ideas presented in Cambridge 
English for Job-hunting by Downes (2008).  

However,  to respect copyright,  the lecture 
avoids using the book's exact text.  It  is an 

interpretation, application and adaptation of 
the book's core principles,  not a reproduction.
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