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ANOTACE:
ŽÁCI JSOU SCHOPNI NAPSAT PROFESIONÁLNÍ STRUKTUROVANÝ

ŽIVOTOPIS, VYVARUJÍ SE TYPICKÝCH CHYB PŘI JEHO PSANÍ. POUŽIJÍ

SPRÁVNĚ ZVOLENÉ VÝRAZY PRO POPIS DALŠÍCH DOVEDNOSTÍ

V CV.

� Tematická oblast: Reálie pro cestovní ruch



SKILLS AND OTHER QUALIFICATIONS� SKILLS AND OTHER QUALIFICATIONS



LANGUAGE SKILLS

� Do not write down that your knowledge is

just active or passive! 

The communicative value of such a statement is

low. It does not show what level of the particular

language you arelanguage you are

� Use The Common European Framework of 

Reference for Languages

You can define your language level easily by so

called placement tests



COMMON REFERENCE LEVELS

� (A) Basic User

� A1 Breakthrough or beginner

� A2 Waystage or elementary

� (B) Independent User� (B) Independent User

� B1 Threshold or intermediate

� B2 Vantage or upper intermediate

� (C) Proficient User

� C1 Effective Operational Proficiency or advanced

� C2 Mastery or proficiency



COMPUTER SKILLS

� When you are talking about computer literacy you
should put down a brief list of software you have
some experience with:

Some IT skills in demand.  

� MS Office

� Programming language (C++, Java)

� Graphics editors (Adobe Photoshop, Corel, GIMP)

� Collaborative software (Lotus Notes, IBM Notes)

� Website development (JAVA, HTML)

� Cloud Computing



TASK: USE DICTIONARIES AND FIND

DEFINITIONS OF THE WORDS IN BOLD, 

TRANSLATE THEM INTO CZECH

� Computer literacy __________________________

� Put down __________________________

In demand __________________________� In demand __________________________

� Collaborative __________________________

� Development __________________________



PERSONAL SKILLS

� Commercial
awareness

� Negotiation

� Persuaision

� Problem solving

•formal discussions in which people or
groups try to reach an agreement

•a determined attitude that makes you
continue trying to achieve something
difficult

•the process of finding solutions
� Problem solving

� Ability to work
under pressure

� Perseverance

� Confidence

•keeping calm in a crisis and not 
becoming too stressed

•to make someone agree to do something
by giving them reasons why they should

• the belief that you are
able to do things well

•knowing how a business or industry 
works



OTHER PERSONAL SKILLS IN DEMAND:

� Communication

� Teamwork

� Organisation

� Motivation

� Leadership



PROVE IT!!! USE THESE ACTIVE VERBS WITH 

SOME REAL EXAMPLES:

Led

Achieved

Completed

Presented

Promoted

Co-ordinated

Delegated

Delivered

Identified

Reported

Resolved

Organised
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