CV and Cover letter
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1. Read the text
Text: Crafting a Winning CV and Cover Letter as a Graduate
Once you have completed your studies, entering the job market can feel challenging,
especially without significant full-time work experience. However, a well-structured CV and a
compelling cover letter can significantly increase your chances of getting an interview. The
key is to present your academic background, transferable skills, and personal qualities in a
professional manner.
The CV: Highlighting Your Potential
Your CV (Curriculum Vitae) is a concise summary of your qualifications. Since you are a recent
graduate, the education section should be placed at the top. Include your degree, university
name, and graduation date. You can also mention relevant coursework, your dissertation
topic, or academic achievements.
To compensate for limited work experience, focus on transferable skills — abilities you
developed during internships, volunteer work, group projects, or even part-time jobs.
Examples include communication, teamwork, time management, and problem-solving. Use
action verbs like coordinated, assisted, developed, or organised. Always list your experience
in reverse chronological order and use bullet points for clarity. Keep your CV to one page if
possible.
The Cover Letter: Telling Your Story
A cover letter is not a repetition of your CV. It is a persuasive essay (usually 3—4 short
paragraphs) explaining why you are interested in a specific role and why the employer should
hire you.
Structure your cover letter as follows:
Opening: State the position you are applying for and briefly mention how you found out
about it.
Body paragraph(s): Highlight one or two key achievements or experiences from your studies
or extracurricular activities. Explain how these have prepared you for the job. Do not simply
list duties — show results. For example: "During my final year project, | coordinated a team of
four students to conduct market research, which improved our final presentation by 30%."
Closing: Express enthusiasm, mention that your CV is attached, and suggest a meeting or call.
Essential Rules for Both Documents
Customise each application: Never send a generic CV or cover letter. Research the company
and tailor your documents to match the job description.
Proofread meticulously: Spelling or grammar mistakes suggest carelessness. Read your texts
aloud or use editing tools.
Be authentic: Exaggerating your skills can backfire during an interview. Honesty builds trust.



Format professionally: Use a clean, simple layout with a readable font (e.g., Arial, Times New

Roman, size 10—12). Save as PDF to preserve formatting.

Include contact information: Your full name, phone number, email address (professional),

and LinkedIn profile (optional).

Finally, remember that a rejection is not a reflection of your worth. Each application is practice

for the next. Stay persistent, and your efforts will eventually pay off.

Vocabulary List

challenging

CNOXHbIN, Tpebyrowmii ycunmni

compelling

ybeantenoHbin

transferable skills

nepeHoCMMbIe HaBbIKK (MoJsie3Hble B pa3Hbix chepax)

concise summary
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dissertation

AnnnomHan pabota / aucceprauma
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KOMMEHCUPOBATb YTO-1MbO

reverse chronological order

06paTHbI XPOHONOMMYECKMI NOPALOK

persuasive essay

TEeKCT-yberkaeHue
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BHey‘-IEGHaﬂ 0eATe/IbHOCTb

to tailor (documents)

aflanTMpoBaTh (AOKYMEHTbI) MO4 KOHKPETHYIO Lesb
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06wWuin, WabnoHHbIN

to proofread

Bbl4NTbIBATb Ha NpeameT ownbok
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TWaTeNbHO, CKPYNyNE3HO

carelessness

HEBHUMATENBHOCTD, He6pe)'KHOCTb

to backfire AaTb 06paTHbIN 3PPEKT, YXYALNTb CUTYaLINIO
persistence HactoiunsocTtb
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academic background O6pasoBaHue / NoAroToBKa
to highlight BblaenAtb, nog4YepKMBaTh
Internship MpaKTuKa, CTaxKMpOBKa
bullet points MapKMpOBaHHbIN CNUCOK
Clarity AcHoCTb
Customise each application AfanTnpoBaTh Kaxaoe 3aaBneHune (34. NyHKT)
Be authentic ByabTe YecTHbI
Exaggerating MNpeysennyeHune
To preserve formatting CoxpaHeHne G¢opmaTMpoBaHUA
Tasks

Task 1: Reading Comprehension — Choose the best answer (Bbibepute npasunbHbIN
BapuaHT)
1. According to the text, what should recent graduates focus on in their CV?
a) Full-time work experience only
b) Transferable skills, projects, and education
c) Personal hobbies and family details
2. What is the main purpose of a cover letter?
a) To repeat the CV in a different format
b) To persuade the employer and explain your motivation
c) To list all your grades from university
3. What does the author suggest about job rejections?
a) You should stop applying for jobs
b) They mean you are not qualified
c) They are part of the learning process
4. Why should you save your CV as a PDF?
a) To make it look colourful
b) To preserve its formatting
c) To make it smaller in size

Task 2: Find the synonym (Haiiaute cMHOHUM B TeKcTe)
Find a word or phrase in the text that means the same as:
1. to make better / to increase the quality -
2. shortand clear -
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organised -
fake / not real >
eventually succeed -

Task 3: Error correction (UcnpasbTe OWN6KHK)

Each sentence below contains one mistake from the text. Correct it.

In your CV, you should list your experience in forward chronological order.
A cover letter should be a long repetition of your CV.

Using the same generic CV for every job application is recommended.
Grammar mistakes in your application show that you are professional.

Task 4: Writing — Mini cover letter paragraph (Hanuwurte MmmHu-nncbmo)
You are a graduate applying for a Marketing Assistant position. You did an internship where
you helped manage social media and created two successful online campaigns. Write one
body paragraph for your cover letter (4-6 sentences). Use:

at least two action verbs from the text (e.g., coordinated, developed, assisted, organised).
the phrase "transferable skills".

Task 5 Read the text and choose the correct word (A, B, C, or D) for each gap.

When you apply for your first job after graduation, your CV and cover letter are your most
important tools. A well-written CV should be (1) and easy to read. Since you have
limited work experience, you should focus on (2) skills such as communication and
teamwork. Use action verbs (3) "organised" or "developed".

Your cover letter should not (4) your CV. Instead, it should explain your motivation
and give one or two specific (5) from your studies or internships. Always (6)

your documents to each job description. Finally, proofread everything carefully because
mistakes look (7)

1 A) long B) concise C) colourful D) difficult
2 A) transferable B) personal C) technical D) artistic
3 A) as B) like C) for D) with

4 A) repeat B) write C) create D) delete
5 A) problems B) failures C) achievements D) excuses

6 A) ignore B) delete C) customise D) hide
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A) long

A) professional

B) concise

B) perfect

C) colourful

C) unprofessional

D) difficult

D) careful



