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SET OF ACTIVITIES FOR TEACHING
FIRST-YEAR ENGINEERING STUDENTS HOW TO WRITE A CV

The article is devoted to the description of a set of activities for teaching first-year engineering students how to
write a CV in English. Taking into account vital importance of students’ ability to write a CV in English for their future
career, we consider it expedient to allocate up to three classes to study it, i.e. about six academic hours, during which
students will do a specially designed set of activities, totaling up to twenty. Inasmuch as a CVis a standardized, clichéd
document and CVs differ in information about a person, whereas CV structure and form remain practically unchanged,
teaching students how to write a CV should be done using a combined text-genre and procedural approach. Activities
that should be used for the purpose can be divided into three parts: Presentation, Vocabulary and Writing. When
working with activities from the first part, Presentation, it better for students to start with a careful study and analysis
of samples of English-language CVs and then proceed to activities connected with CV formatting, in particular, finding
information in a CV, putting CV components in the correct order. At the next stage, it is worth practicing new lexical
units related to the topic (part Vocabulary), using activities for studying vocabulary, e.g. distributing given lexical
units among specified categories, finding definitions of the words, filling in the gaps in the sentences, solving a word-
search puzzle, using lexical units in sentences or stories made by students. At the next stage (part Writing), students
move on to writing individual components of the CV (in particular this applies to such components as Professional
Skills and Personal Skills, which in the case of the quite common lack of work experience in first-year students acquire
great importance), as well as they start writing full texts of their own CVs and CVs for other people in order to better
master the specified topic. When teaching CV writing to first-year engineering students, it is necessary to use activities
both for individual work, and for work in pairs or small groups, aimed at obtaining information for the purpose of
writing a CV for a particular person or analyzing CVs written by other students, thus improving students’ CV writing
and speaking skills.
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KOMIIJIEKC BITPAB J1UIs1 HABYAHHSA CTYAEHTIB ITIEPIHOI'O KYPCY
TEXHIYHUX CIIEIIAJJbHOCTEN HATIMCAHHSA PE3IOME

Cmammio npucesaueno onucy KOMIIeKcy 61pag sl HAGYAHHS CIYOeHmMi8 Nepuio20 Kypcy MexHiYHUX cneyianbhocmell
HAanuCcanus pesiome an2nitiCbKo Mo80I0. Ypaxosylouu HA036UUAIHO BAXCIUGE SHAUEHHS YMIHHA HANUCAHHS 3A3HAYEHO20
OOKYMEHMA aneniticbKoo MOGOIO OJisl ROOANLUMOL Kap '€EpU cMyOeHmia, 8alCaEMo 3a OOYilbHe BUOKPEMUMU HA BUBYEHHS
3a3Ha4eHoi memu 00 MPbOX 3aHAMb — ONULKO WECU aKA0EeMIYHUX 200UH, NPOMALOM AKUX CIYOEHMU GUKOHYBATNUMY Wb
cneyianbHo po3podneHutl KOMIIEKC 61pas, 3a2dibHOI0 KinbKicmio 0o 0eadyamu oounuysb. OCKiibKu pesiome — CmaH-
oapmu308anuti, KIiul08aHUll OOKYMeHmM ma yepe3 me, Wo pesiome 8i0PI3HAIOMbCA Midxc coboio iHhopmayicto npo KoH-
Kpemuy 0OuHy, y Mot uac AK ixua cmpykmypa ma @opma 3a1umaromscs nPaKmuyHo He3MIiHHUMY, HAGUAHHA HANU-
CanmsL cmyoenmis pesiome Ciio 3a 00NOMO2010 3ACMOCYB8ANHA NOEOHAHO20 MEKCMOBO-ICAHPOBO20 MA NPOYECYATLHO2O
nioxody. Bnpasu, Axi 6apmo eukopucmogysamu i3 3a3Ha4eHOI0 Memolo 8apmo nodiiumu Ha mpu yacmunu: Presentation,
Vocabulary ma Writing. IIpu pobomi 3 énpasamu 3 neputoi yacmunu, Presentation, egasicaemo 3a doyinvhe nouamu 3
PEemenbHO20 GUEHEHHS Ma AHANI3Y CMYOEHMAMU 3DA3KI8 AH2IOMOBHUX pe3lome, a NICs Ybo2o nepetimu 00 81npas Ha Qop-
MAmMy8aHHsi pesrome, 30Kpema 3HAX00HCeHH s IHopMayii, pO3CMABIeH A CKIA008UX YACMUH pe3tome ) 8i0N0GIOHI MICYsi.
Ha nacmynnomy emani eapmo eionpayiosamu Ho8i 051 cmMyOeHmie NeKCUdHi 0OuHuYyi i3 3a3HayeHoi memu (4acmuHa
Vocabulary), 3a 0onomozoio eukonants 6npas Ha 3ac80EHHS NEKCUKU, HANPUKAAO, MAKUX Npas, AKUMU nepeddauacmocs
PO3NOOIIUMU HABEOEHT IeKCUYHT OOUHUYE NOMINC 3A3HAYCHUMU KAMe20PIamMU, 3HAUMU BU3HAYEHHS 3aNPONOHOBAHUX CII8,
3aNOBHUMU NPONYCKU ) PEHEHHAX, PO36 A3amu (ineopo, 3aCmocy8amu akmusHy J1eKCUKy y 61ACHUX peueHHAX abo icmo-
pisax. Ha nacmynnomy emani (vacmuna Writing) cmyoenmu nepexooams 00 HANUCAHHSA OKPEMUX KOMHOHEHMIG pe3iome
(ye 30kpema cmocyemobcsi maxKux Komnonenmie pestome ax Professional Skills ma Personal Skills, siki y pasi iocymuocmi
00c8idy pobomu y cnmyoeHmie-nepuioKypPCHUKIB, o 3yCMpIiYaemoscsi 00CUmMyb 4acmo, Habysarms 8eIUK020 3HAUeHHS), d
OKpIiM M020 cmyOeHmu pO3NOHUHAIOMb NUCAMU NOGHI MEKCMU BIACHUX pe3ioMe ma pe3iome O THUUX ocib 3 Memoio
Kpawo2o 3ac60ckHsa 3a3navenoi memu. Ilpu naguanmi Hanucanus pesome CmyOeHmis nepulozo Kypcy mexuiuHux cneyi-
anvHOCmell 6apmo 3acmocosy8amu He auuie iHOUugioyanbHi 6npasu, a il 6Npag 8 Napax Yu Maiux 2pynax, Cnpsmo8ami Ha
3000ymmsi iHghopmayii 3 Memor HanucauHs pesrome 07 8iIONOBIOHOI 0cobU abO AHANIZY 8XCe HANUCAHUX CHIYOEHMAMU
pesiome 3 Memolo ix no0anbul020 YOOCKOHANEHHS, MAKUM YUHOM HOKPAWYIOUU C80I HABUYKU HANUCAHHS pe3loMe MA HABU-
KU 2060DIHHSL.

Knrwouosi cnosa: naguannsa, nanucauns pesiome, CmyOeHmu mexHiyHux cneyiaibHocmeti, KOMNieKc 6npae.

Introducing the problem. Curriculum Vitae (CV)
(US resumé) is a document that summarizes your
qualifications, work experience and skills. In fact,
it is your own job advertisement, as it shows your
potential employer that you are the right person for
the position you are applying for. It is often the first
chance for you to make a good impression on them,
it is an important tool that you can use to promote
yourself.

Therefore, a well-prepared CV will increase
students’ chance of being invited for a job interview,
so students should be able to write it well paying
special attention to CV content and presentation.

That’s why we strongly believe that university
curriculum should include several lessons the

objective of which will be to help students to learn
how to write an impactful CV.

Analysis of previous literature. Teaching
business correspondence hasbeenstudied extensively
(Cimasko, Reichelt, 2011, Guffey, Loewy, Almonte,
2015, etc.). As a well-prepared CV is crucial for
getting a job, teaching how to do it effectively has
been studied by numerous scholars (Bjorck 2004,
Wallwork 2019) who have analyzed various aspects
of teaching writing CVs, sets of activities including
(Tapuomonscrkmii 2008, etc.). However, more
attention should be paid to peculiarities of teaching
writing CVs to students with particular students’
needs, first-year engineering students, to be more
precise.
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The purpose of the article. The purpose of the
research article is to describe a set of activities for
teaching first-year engineering students how to write
a CV, which we find effective enough for it.

Main body. The CV is a standardized, clichéd
document. CVs differ in information about a specific
person, while the layout and structure remain
practically the same (Tapuomonbcbkuii 2008:194).
Therefore it is expedient to teach students how to write
a CV using a combined text-genre and procedural
approach.

In order to teach students how to write impactful
CVs it is useful to divide activities used for the
purpose into the following parts: PRESENTATION,
VOCABULARY and WRITING.

* PRESENTATION

Students should start with getting acquainted
with the layout of a typical CV as some first-year
students may be unfamiliar with it at all. After getting
acquainted with CV layout, students proceed to the
activities that help to remember it better, such as
finding particular information in given CVs, putting
parts of a CV in the correct order, etc.

Activity 1. Study the examples of CVs 1-3 below
and say what information a typical CV includes.

In this activity students should study examples
of given CVs in order to find out what components
should be present in a typical CV. We won’t give
either examples of CVs in activities in this article
or full texts of the most activities as the description
of most of the activities would get too bulky to be
put in an article of this type. Besides, you may want
somewhat adapt proposed activities acoording to
your students’ needs. Any CVs that slightly vary in
their content and style will do as the purpose of the
activity is just to identify what information can be
found in a CV.

Activity 2. Work in pairs. Look through CVs
in Activity 1 again and find as many differences
connected with their layout as possible.

Example: CV 2 contains more headings than CV 3,

but less than CV 1.
There is no Nationality section in CV 2
and CV 3 in contrast to CV 1.

The aim of this activity is to focus somewhat
more on CV layout, noticing more details and to best
remember it. Besides, practicing speaking with a
partner while working with writing CVs can help to
diversify the process of learning how to write a CV, as
writing too much can be irksome for many first-year
engineering students.

Activity 3. Scan CVs in Activity 1 once again
and say which headings in those CVs are obligatory
and which are optional, as when applying for some

...............................................................................

jobs additional information is required whereas 5
or 6 headings can be enough for most CVs.

Example: Obligatory — Address, ... .

Optional — Publications, ... .

Activity 4. Scan the following guidelines for
writing a CV and check your answers to Activity 3.

The aim of this activity is to go through the CV
layout together once again. This activity should present
information about CV layout what you consider to be
relevant to your students needs. Highlight headings
which are optional, draw your students’ attention to
them, explain the specifics of every CV section. In
this activity it is useful to give structured information
about CV layout by presenting it in a table explaining
peculiarities of every one of them, giving additional
examples and highlighting optional headings. It is
advisable to put information about CV layout in the
order in which it should be given in a CV. When going
though the answers to the previous activity with your
students, you may want to focus on specifics of each
component of a typical CV which your first-year
engineering students need to know.

Activity 5. Scan the following CV and answer the
questions.

Examples of questions:

1. Where does Jennifer live?

2. Is she working now?

3. What computer skills does she have?

4. Is she sociable?

In this activity another example of a CV is
demonstrated for students to work with so that they
can go though CV layout once again. Being aware
of a CV structure at this stage, they have to find
information required.

Activity 6. Part A. Work in pairs. Put the parts of
Tom's CV in the correct order (use the guidelines for
writing a CV in Activity 4 if you need).

This activity helps to improve students’ knowledge
of CV layout. It contains a CV divided into fragments:
names of CV components and text that should follow
them in the mixed order. You may want to ask your
students to write out that CV in full as well.

Examples of fragments a CV can be divided into:

— Date of birth: 20 Nov 2000

— Marital status: Single

— Professional Experience

* Working knowledge of English

* Clean driving licence

» Computer skills (Word, Excel, Powerpoint)
<...>

Part B. Scan Tom's CV and decide if the statements
below are true or false.

In part B students are given several false / true
statements. They should go through the CV in part
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A again and decide if those statements are true or
false.

Examples of statements.

1. Tom started working full-time in 2018.

2. Tom can drive.

3. Tom isn t interested in art.

* VOCABULARY

When working with vocabulary that students need
to write CVs you can use several activities that will
help them to learn it. You may want to give your
students any activities which are usually done for this
purpose, such as classifying, gap-filling, matching, etc.

Activity 7. Learn the following words from the List
of Active Vocabulary by heart and then proceed to
other activities.

Activity 7 should contain a list of English words
your students need to know to write CVs together
with their translation into Ukrainian.

Activity 8. Look through the List of Active
Vocabulary in Activity 7 and put the words from it
into the appropriate categories according to the CV
section they relate to.

Categories: Personal data: ... .

Objective: ... .

Education: ... .

Work experience: ... .
Professional skills: type, ... .
Reference: ....

Activity 9. Match English words to their
definitions. The first one is done for you.

Example: personnel — the people employed in an
organization.

Activity 10. Fill in the gaps in the sentences with
the words in the box. Be careful — there are two words
you don’t need.

Example: She has good organizational skills.

You may want to make the process of teaching
writing CVs more entertaining for your first-year
engineering students by giving them a word search
puzzle to solve, where students have to locate a list
of words connected with CVs hidden on a grid. Make
that puzzle by putting up to 15 words from your
vocabulary list horizontally, vertically and diagonally
in a grid of suitable size, and then fill the missing cells
with any letters of the English alphabet to hide those
words (Activity 11).

Activity 11. Work in pairs. Find 15 words from
the List of Active Vocabulary in the word search
puzzle below. Words go horizontally, vertically and
diagonally. The first one is done for you.

Activity 12. Choose 10 words from the List of
Active Vocabulary and make sentences with them.

You may want to make this activity challenging
for your advanced students by asking them to make a
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story or a fairy-tale with those words, not just separate
sentences.

* WRITING

In this part, your students should do activities
connected with writing CVs with or without prompts
and your support.

As most first-year students have no work
experience you may want to start this part with
practicing writing Professional Skills and Personal
Skills sections in order to compensate for the lack of
Work Experience section in their CVs.

You may start with presenting the lists of
professional / personal skills people can have and
then ask your students to write these sections for
their own CVs practicing using items from them in
additional activities.

Activity 14. Part A. Choose the position you'd
like to have in the future (e.g. programmer, software
engineer, petroleum engineer, mechanical engineer,
civil engineer, electrical engineer) and mark the skills
below as obligatory (O) or desirable (D).

Examples of skills:

— excellent negotiating and persuasive skills

— developed presentational skills

— leadership skills

— PC working experience

— knowledge of hardware and software market

— driving license

Part B. Think about the position you want to
have. Write Professional Skills section for your CV. If
necessary, use the list of professional skills presented
in part A of this activity.

Activity 15. Part A. Think about the position
you'd like to have in the future, and tick (UJ) personal
qualities which are the most important for it.

Examples of qualities: hardworking, intelligent,
decisive, trustworthy, responsible, sociable, energetic,
imaginative, etc.

Part B. Think about the position you'd like to have
in the future. Write Personal Skills section for your CV.

Before starting to write the whole CV, you may
want your students to practise writing some other CV
components.

Activity 16. Your friend Olha Svyrydenko wants
to get a position of a software engineer in a big IT
company. She has prepared a CV and wants you to
have a look at it and help her to improve it, if possible.
Analyze the CV below, find out what important
information is missing and write it for her.

In this activity you should provide your students
with an example of a CV where some obligatory
sections are missing.

After working with individual sections, your
students should start practicing writing the whole CV.
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In the following activities students proceed to
writing CVs for other people (Activity 17-18) to
have more practice and to best remember it or for
themselves (Activity 19-20).

Activity 17. You are good at writing effective CVs
that help other people to get the job they want that s
why they often ask you to write a CV for them.

Part A. Read the text about Oleksandr Danylenko
and write a CV for him.

Part B. Read the text about Maryna Kalynovska
and write a CV for her.

In this exercise students practise both writing Cvs,
and reading about other people. You should provide
them with texts that will give enough information for
writing CVs for those people mentioned.

Activity 18. Work in pairs. Your partner is looking
for a job, but he / she doesn’t know how to write a
CV. Interview them and write their CV using the plan
below. Change the roles and practise again.

PLAN

1. Name, address, phone number, email.

2. Objective.

3. Education + additional courses.

4. Work experience / achievements, responsibi-

lities (if any).

...............................................................................

5. Specialized skills.

6. Interests.

The last two activities are aimed at writing one’s
own CV which students can use in the future or they
just write for the sake practice.

Activity 19. Choose the position you'd like to work
in. Then write your own CV in the form below. You
should include the following categories: Personal
information, Objective, Education, Work experience
(if any), Specialized skills, Hobbies, References.

Activity 20. Work in pairs. Exchange the CVs you
have written in Activity 19. Analyze your partner’s
CV and if there are some faults in it, point them out to
your partner for them to improve it. After discussing
it with your partner, show your CV to your teacher.
Type this final version and remember that your typed
CV should preferably be about one page long.

Conslusions. Writing CVs can be difficult for
first-year engineering students that’s why we find it
effective to use a set of activities which can be divided
into the following categories PRESENTATION,
VOCABULARY and WRITING, focusing on various
aspects of writing CVs, with up to 20 activities in
total. 3 lessons should be aimed at teaching writing
CVs, for the same reason.
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