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Explanation Notes on the EU Format

By completing your Curriculum Vitae (CV) appropriately you will highly increase your chances of selection.

When preparing a CV please put yourself in the position of the potential reader. This will be a member of an appraisal commission deciding on whether to award a contract to you on the basis of the invitation to tender. Your aptitude for the proposed position is a crucial quality component in the overall offer. Be explicit in your wording, the evaluator won't find any information which is not there.

A decision-maker at the EC, World Bank, etc. or a representative of the country concerned will have to form a picture of your aptitude for a particular position to be staffed solely on the basis of this CV (i.e. without the addition of any references, work specimens, publications etc.). However, the European Commission requires copies of all diplomas mentioned in the CV as well as employers certificates for long term positions. Moreover the European Commission check “at random” the references given in the CV, particularly on former missions done on EU funding. 

The CV must be drawn up in the language of the terms of references, if not otherwise stipulated. Use bold to highlight parts that you consider important for the specific assignment. The CV should be concise, most of evaluator have already their minds set at the 4th page, never go over 9 pages. Do not delete sections, even if you have no information to give; leave it blank (see “membership of professional bodies” below).

No header, pictures or logos should be inserted. Indicate in the footer: “CV Forename Family name and to the right page 1/n”. Paper size should be defined as A4.  Refrain of changing any formatting, like font type. Do not use a font smaller than 9 points; 9 should be avoided as far as possible. If possible use standard font and size : Times New Roman 11. Run the spell check for the language of the CV.

Contact details: This information is not part of the CV. It is important for us to reach you quickly, even per phone. Please give all email contacts as well as permanent address of someone who knows where you are during missions.

Before you send the CV file to us, save it with your name as RTF or Word file, eg., Smith John.rtf or Smith John.doc; do not use PDF files.

0. Preliminary information:

Proposed role in the project: it is the position for which you apply, according to the ToR

Category: the category as indicated in the request for offer, junior, senior or administrative, senior experts might apply for junior position, but the contrary is not possible.

Staff of <name of the firm>: here indicate the name of company presenting your CV

4. Passport holder: It is important for some budget lines to know if you are citizen of a EU member state or not. You might be requested to provide a copy of your actual passport.

5. Residence: Please indicate your place of residence. This will determine the international travel and per diem needed and for EU resident if they are subject to VAT, as from 1st January 2010, all independent experts in the EU need to provide a VAT number (or a justification for not having one).

6. Education: Please add as many boxes as appropriate. Start with latest relevant degree.

When listing schooling and vocational training courses please only state the qualifications obtained on successful completion of such courses. You should state the titles of extensive scientific papers (such as theses for a Diploma or Doctorate). List fields of intensified or specialized studies whenever a connection with the position applied for is evident. We will ask you to send copies of these documents, as the European Commission requires it since January 2000 (for long term assignment mostly). To keep the number of pages down, please, stick here to the essential.

The key qualifications should be confirmed by the corresponding experience under section 14.

7. Language Skills: 1 = fluent (need not be native speaker); 5 = basic knowledge. Underline your mother tongue. No need to include languages or dialects not in use in the project region.

8. Membership of Professional Bodies: having a direct interest for the project. This point may be left out if nothing specific is to be nominated. However leave the title in this case too and keep to the numbering system in the specimen. 

9. Other Skills: State areas of specialization or special tasks you have performed which are not mentioned under section 14. Particular mention may be made of computer skills, as well as part-time or honorary activities that emphasize your professional status or enhance your reputation especially with regard to your activity in the project, for example holding a temporary lectureship for Non-profit Marketing at a College of Higher Education. To keep the number of pages down, please, stick here to what is relevant for the position.

10. Present Position: Normally senior or junior consultant. For short-term missions, avoid any clear responsibility within a company or organization implying potential sub-contracting and or lack of availability. If you are a permanent member of a staff, state your present position and the name and address of your employer here, even if this appears again in more detail under section 14. 

11. Years with the Firm: Not applicable except if you are a permanent member of staff. A mention as “independent for 8 years” is valid. 

12. Key Qualifications: This is a very important section to which you should pay particular attention. In many cases there is not sufficient time to review the complete CV when evaluating offers, so that the appraiser frequently focuses on this "Summary". 

Under this point you should present your key qualifications, capacities and knowledge with reference to the position in the project forming the subject of the offer. Consequently it is important to emphasize why you particularly have the appropriate profile for the proposed position. You must therefore leave out any qualification that is of only secondary relevance to the planned project. 

If you are assuming functions such as project manager (team leader) or inter-sectoral functions such as monitoring and evaluation tasks in addition to your function as expert or specialist for certain components, do not forget to set out your experience in this sector too even if you have only previously assumed such functions on a short-term basis within the scope of project activities, foreign assignments or reorganisation measures. 

a. Include in the same order at least all ToR requirements from general to specific (usually excluding diplomas and language skills). 

b. Use bullets

c. Use  same terms (could be in a different order)) as ToR 

d. When possible refer to project names detailed in paragraph 14

13. Specific experience (in non-EU member countries): This section covers in particular experience which you have gained in the region in which this project is located or having an interest for the project  (language, equivalent development level, same geographical characteristics (islands, mountainous areas)). Please state all periods spent in the field in the relevant region and the months and years. 

As the number of pages is limited and the professional experience record important, try to fit all the above information (1 – 13) on one page as the next will be crosswise.

14. Professional Experience Record: Please add as many boxes as appropriate; adapt the columns to provide as much information as possible in the description one without exceeding the number of pages needed.

Start with present position. Please state the various stations of your career in chronological sequence (starting with the present and working backwards). The periods stated under sections 6. and 14. must assure a complete overview. Indicate your permanent positions as well as consultancies.

Date:
Beginning and ending date (MM/YY)

Location:
Please enter the name of the country in which you have worked (if possible also add the name of the sub-national region, the town etc).

Company:
Enter the name of the company you have worked for or state “self employed” if you had a direct contract with the client. Indicate a reference person (with phone or email) for at least for the last 3 years (eventually for the number of years of experience requested in the terms of reference).

Position:
Please enter the position you assumed in the project, the better if inline with the position applied for. You may indicate several positions if you held different functions, such as team leader and agro-economist. 

Description:
Please give a short description of the overall project (usually its name) if possible add the source of funding, and describe your specific activities within the project. Demonstrate clearly that you satisfy all aspects of the requirement profile. The experience given here should reflect the “key qualifications” indicated under 12.

Pay attention to reduce to a minimum the time ‘gaps’ in your professional experience. To keep the number of pages down, please, limit yourself to your experience relevant for the assignment. Take care that the years of experience requested are fully described. 

15. Other relevant information (e.g. Publications): You can list publications and scientific papers here (translate the titles if necessary)

The CV forms presented on http://www.eco-consult.com/Jobs/CV_download/index.htm are given as we received them. They need to be tuned to your needs. For example, on the EU forms the column on “Experience” in section 14 is usually too small; you need to increase it and decrease the size of the others column. This section 14 should ideally start on page 2. 
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