How to create a CV

Personal information Education
e Be sure to start all names with a capital letter! e List your education so that your most
e Be sure to check that your phone number and email address are correct! recent education comes first.
¢ You can also add a photo that gives a good impression of you. e Enter the name of the school you attended
¢ You can begin with a short introduction, giving a brief overview of and the degree you have obtained.
yourself and what kind of work you are looking for. __| e Ifyouhave not yet finished your studies,
specify when you will graduate.

Work experience
o CV e List your work experience so that your

Etunimi Sukunimi .
045125 4567 most recent experience comes first.
email@gmail.com .

e |fyou are currently working, you can
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end dates. If necessary, you can
check them on your certificates of
employment, for example.

KOULUTUS 09/2020- L
Stadin Ammattiopisto
Logistiikka-alan perustutkinto
Opiskelen varastonhoitajaksi. Arvioitu valmistuminen 05/2022.
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Toimitilahuoltaja cOurses and cards
e Listyour courses and cards, such as
TYOKOKEMUS oafa022- oy IS your driving licence and first aid card.
Varastotyontekijs o ) o e |Ifthe card has an expiration date,
Teen keikkaty6té opintojen ohessa. Tehtaviini kuuluu tuotteiden keréily ja
pakkaaminen. — mention that as We”
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Harjoittelija
Tehtaviini kuului tavaran vastaanottaminen, hyllytys ja avustavat tehtavat.
Tybtodistuksessani minua on kehuttu tehokkaaksi ja jarjestelmalliseksi. Language ski"s
e Describe your skills in different
B-ajokortti P .
KURSSIT JA KORTIT Trakidkorti ® languages; for example: native, good,
Tydt lli kortti (voil 112.2023) | H H
e satisfactory or basic.
KIELITAITO suomi - hyva suullinen, tyydyttéava kirjallinen
arabia - didinkieli - —
englanti - perusteet IT ski"s
e List the computer programs you know
IT-TAIDOT Perustaidot tietokoneen kaytdssa: internet, sahképosti ja Word. ® hOW to use
ARRASTUKSET o - ¢ If you cannot use a computer properly,
yn kuntosalilla, pelaan jalkapalloa ja harrastan ruoanlaittoa. o . . .
you can mention this or leave it out.
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| | Hobbies

e You can also mention your hobbies.
This will help you stand out!

Your CV (curriculum vitae) tells
people what you can do, what kind
of education you have and what
work you have done.

References

e Atthe end of the CV, you should definitely mention your reference
-a person whom the employer can contact to askmore about you.

e Be sure to ask the person for permission to add their details!

e Your reference can be, for example, your supervisor, teacher or
even a hobby instructor.

When you apply for a job, you usually
need to submit a CV along with the
job application.

A CV is 1-2 pages long. It is important
that all the information on it is correct.
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