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Introduction  

 

Each year thousands of refugees come to Europe hoping to find a better life. 

It is estimated that almost 3-5% of the refugees have a university degree and 

hundreds of them a master or even a PhD. It is important for them to re- 

enhance their skills in order to initiate a scientific career in Europe. The 

objective of this project is to help refugees to get familiar with the European 

academic and preliminaries to study and work in Europe.  

As an applicant for a job or a university degree, first of all, you have to write 

a summary of your skills or studies (CV) and search for a job or a university 

degree. So, it is necessary to be familiar with the axes of a good CV.  

This E-book is divided to 3 chapters. In chapter 1, preparation of CV will be 

described in details. In chapter 2, the applicants can find useful information 

about European universities and their scholarships and in chapter 3, 

information about jobs and work in EU will be included. 
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What is a CV?                                                                                                                      

CV or curriculum vitae, is a document you use for academic purposes or 

applying a job. 

 

 

What is the difference between a CV and a resume? 

In the hiring industry, nowadays, there’s almost no formal difference between 

a CV and a resume.  

Every time you are looking for a job, you compete against  other candidates. 

Recruiters spend just some seconds scanning each CV. So, the very first 

impression is key. If you submit a properly organised document, you will 

convince the recruiters to spend more time on your CV. 

A poorly formatted CV, on the other hand, will get you discarded in the first-

round review. 

 

 CV outline usually is divided into the following sections: 

1. Personal details, contact information, cv header 

2. Education 

3. Work Experience 

4. Achievements 

5. Skills 

6. Additional Sections 

 

If you are fresh out of university and need to write a student CV with no 

experience, or if you've graduated from a very prestigious institution within 

the last  years, put your education section above your work experience. 

If you want your CV for academic purposes, again you have to focus on your 

academic experiences.  

 

 

Personal details:  

Many people forget to include their name, email, contact phone number and 

address. Make sure these are clearly presented at the top of your CV. 

‘Curriculum Vitae’ is an unnecessary title.  

https://zety.com/blog/cv-vs-resume-difference
https://zety.com/blog/cv-vs-resume-difference
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In the contact information section, enter your: 

 Full name 

 Professional title 

 Email address 

 Telephone number 

 LinkedIn profile, Home address,… 

 

Education:  

Your educational experience should be listed along with dates. Start with the 

last study you were doing or all still doing and work in a chronological way 

back, the type of qualification and/or the grade you achieved, name of 

educational  institution, year of study ,…  

 

Work experience:  

This section should include all of your relevant work experiences, listed with 

the most recent first. Include your job title, the name of organisation, time in 

post, and your key responsibilities. 

Achievements:  

This is your chance to show how your previous experience has given you the 

skills needed to make you a suitable candidate.  

Skills:  

List of your most relevant skills to the position for which you're applying. 

(computer skills, language skills, certifications and accreditations or any 

relevant skills). When you list your skills, add your level of proficiency. For 

example “Excellent”, “Advanced”, or “Basic.” 

Additional Sections:  

https://zety.com/blog/job-titles
https://www.reed.co.uk/career-advice/how-to-get-work-experience/
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You can have some additional parts in your CV as: 

Honors and awards: 

 Includes any honors or awards you have received that are relevant to the 

position you want. 

Research and publications and presentation:  

List of publications you may have worked on, or professional presentations 

you have given. You might divide these into subsections. Books, Articles, 

Conference Presentations, Research Projects,… 

Hobbies and interests:  

You don’t always need to include hobbies and interests in your CV, but 

mentioning relevant ones could back up your skills and help you to stand out 

from the crowd. If it’s not going to add value, leave it out. 

Professional memberships: 

 Include the titles of any professional organizations that you are a member of. 

If you held a position within an organization, list your title 

 

Some points: 

1. Choose legible fonts. Make sure your font is readable. Select one of the 

standard Fonts: (Arial, Tahoma, or Helvetica if you prefer sans-serif 

fonts, and Times New Roman,…).  Use 11 to 12 pt. font size and single 

spacing. For your name and section titles, pick 14 to 16 pt font size. 

 Stick to a single date format on your CV: for example 11-2017, or 

November 2017. 

      2- Don’t include your salary history in your CV. You also shouldn’t 

include why you left your last position. 

https://www.reed.co.uk/career-advice/should-i-include-hobbies-and-interests-in-my-cv/
https://zety.com/blog/best-fonts-for-resume
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      3- It is not necessary always to put your photos in your CV, unless you’re 

explicitly asked to include your photograph in the job. 

4- Make your CV brief and relevant. Don’t think you have to include every 

single detail about your lifes. 

5- Once you’ve finished writing, save your CV in PDF to make sure your 

CV layout stays intact. But pay attention to the job description. Some 

employers don’t accept a PDF CV. If such is the case, send your CV in 

Word. 

6- Recruiters will use it to research you online. If your social media 

profiles are unprofessional, or if your LinkedIn profile information 

doesn’t match that on your CV, you’re maybe out of the race. 

7- There is no need to include references in your CV. References should 

be listed separately and given to employers upon request 

8- A good curriculum vitae should ideally cover no more than two pages 

and never more than three. 

9- Personal information (depending on country) can be included as: Date 

of Birth, Place of Birth, Citizenship, Visa Status, Gender, Marital 

status,… 

10- Employee history and education, should be listed in 

reverse chronological order (most recent experiences first); include 

position details and dates. Work History, Academic Positions, 

Fellowships, Internships, Research and Training,… 

 

11- If you’ve got any post-secondary education, include only it on 

your CV. Don’t mention your high school, unless it’s your highest 

degree of education. 

12- There are hundreds of ready, fill-in-the-blanks CV templates 

available online. You can use them. 

13- Sometimes, you’ll need to go an extra mile with your CV, as 

cover letter. So write a short and sweet paragraph telling why you’re 

just the candidate the employer’s been looking for 

14- If applying for an advertised vacancy, always ensure that you 

comply with any application process entirely. The vacancy notice might 

specify: how to apply (CV, application form, online application), the 

length and/or format of the CV, whether a covering letter is required, 

etc. 

https://zety.com/blog/optimize-your-linkedin-profile
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15- Update your CV as your experience develops. Don’t hesitate to 

remove old information if it does not add value for the position.  

16- Check your CV once you have filled it in. Correct any spelling 

mistakes, and ensure the layout is clear and logical  

17-  More often, if you are applying for a job, your “work 

experience” section is the most important part of your whole CV—the 

one that gets the most eyetime. recruiters know what you did. They 

want to know how well you did it and what you can offer your 

prospective employer. So;  

Focus on your measurable, relevant achievements, not just your duties. 

18-    Use action verbs: “created,” “analysed,” “implemented,” not 

“responsible for                    creating, analysis and implementation.” 

19- Tailor your CV to the job posting—read the job description 

carefully and check what tasks will be expected of you. If you’ve done 

them before—put them on your CV, even if those weren’t your primary 

responsibilities. 

 

 

As an example for number 18:  

Key achievement: Lead a project team in designing and implementing a 

comprehensive social media relations strategy for a new line of lifestyle 

products, grew Facebook fan base from 0 to 12,000 in 4 months [LINK to 

the Facebook fanpage], gained 35,000 Instagram followers [LINK to the 

Instagram account] in 3 months.   

“Wow, we need this one to work with us!”  

This entry is sure to bring that sort of response from the hiring manager. 

What makes it so great? 

First, it’s perfectly tailored to the job ad (have another look at the numbered 

phrases in bold). The candidate showed she’ll be able to manage her most 

important future tasks because she’s done them before. 

https://zety.com/blog/work-experience-resume
https://zety.com/blog/work-experience-resume
https://zety.com/blog/tailor-your-resume
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Secondly, it’s action-verbs-packed. “Created and maintained” instead of 

“responsible for creating and maintaining,” “produced product pitches,” not 

“product pitches production.”  

Its central focus is the candidate’s achievements. Like the candidate above, if 

you want your CV to impress, add a “key achievement” sub-section. Then, 

include hard numbers. Don’t say you “significantly increased sales.” Say how 

much exactly. Numbers pop! 

 

 

 Section Underperforming? It Might Be. . 

Final thoughts  

Once you’ve put together your CV – don’t assume it’s finished. 

Every job is different and tailoring your CV accordingly is vital to standing 

out. Edit it in line with the job description whenever you make an 

application, and you’ll be able to ensure it matches the specifications every 

time. 

Highlight that you’re the right match for the job by outlining: 

 The specific skills you have to offer the employer 

 Relevant accomplishments and achievements 

 The work and educational experience you have in their field 

 Personal qualities that will make you right for the role 

 An understanding of the job requirements 

 Put the most relevant information first. 

 Pay attention to spelling and punctuation 

 Print your CV on white paper (unless you are asked to send it 

electronically).   

 Retain the suggested font and layout.   

 Have someone else re-read your CV so that you are sure the content is 

clear and easy to understand 

 Do not forget to write a cover letter. 
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Fortunately; there are a lot of sample models for CV in internet sites. So if 

you just search a little, you can find different formats. As an example this is 

a model of US format for CV: 

  

Or another model: 
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It is time to write your own CV! 
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