
Tip Number 14:
Use bold yet plain 

language. Don’t waffle 
like most people!!!

14. Sample Resume or CV

Asked for by a prospective employer.
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Donald Trump, the American President.
PROMISES MADE – PROMISED KEPT

‘bold’ means strong or meaningful
‘plain’ means short, easy to follow
‘to waffle’ [a verb] means to talk or write a lot 
without giving any useful information

https://www.englishclub.com/business-english/correspondence-cv.htm




Tip Number 15:
Highlight one 

good solid skill or 
accomplishment!
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15. Sample Covering Letter for A Resume or CV

Always send a covering letter with your resume or CV.

Meg Ryan is an American actor, (or 
actress) who stars in French Kiss, 1995.

https://www.englishclub.com/business-english/correspondence-cv-covering-letter.htm


Tip 16:
You need to 

tell them 
how good 
you are in 
plain not 

stilted 
language.

16. Sample Letter of Reference.

A character reference letter.
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Benedict Cumberbatch, famous British 
actor. He portrayed Sherlock Holmes the 
turn of century private eye.

‘stilted’ means used to impress (not 
recommended) 
‘character reference’ means information 
about a person
‘private eye’ private detective

https://www.englishclub.com/business-english/correspondence-reference.htm

