Project Title


Guidelines on completing EC CVs
Introduction

This file comprises a template and guidelines to preparing CVs according to the EC’s requirements.
Please follow the instructions (in blue) carefully and erase them once no longer needed.

By completing the CV template appropriately, you will increase your and our chances of being awarded the contract.
Thank you for your understanding - please do not hesitate to contact us is any questions arise.
CURRICULUM VITAE

Proposed Position:
Optional
1.
Surname: 
CAPITAL LETTERS & BOLD
2.
Name: 
Please do not use abbreviations
3.
Date of birth:
Please mention exact date
4.
Nationality:
If more than one, please include all
5.
Civil status: 
Please choose amongst: Single /Married
6.
Education: 
Please list all degree(s) starting from the last one, in reverse chronological order.
	Institutions:
	

	Date: from(months/year) to (months/year) 
	

	Degree(s) or diploma(s):
	


In case short courses/seminars were attended, the heading “additional training” should be added and the courses/seminars should be listed using the same approach as for formal education, i.e. in reverse chronological order.

7.
Language skills: (Mark 1 to 5 for competence, where 5 is the highest)

	Language
	Passive
	Spoken
	Written

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8.
Membership of professional bodies: 
Normal font
9.
Other skills (e.g. computer literacy, etc.):
Normal font
10.
Present position:
Normal font
11.
Years within the company: 
Normal font
12.
Key qualifications (relevant to the project):

· Please list all key qualifications relevant to the project in question using bullets.

· It is important that all the qualifications directly relevant to the project are clearly pointed out. A generic CV should be tailored to suit each specific proposal. Key words cited in the Section “Expert’s Profile” of the ToR should always be taken into consideration and mentioned, if applicable.

· Please do not confuse “key qualifications” with “professional experience”. Key qualifications are a presentation of an expert’s skills and capabilities, which should match with the previous professional experience presented in Section 14 (below).
· Please note that Sections 1 to 14 should generally not fill more than one page.
13.
Specific experience in the region:

	Country
	Date from - Date to

	
	

	
	

	
	


14.
Professional experience:

Please insert a brief description of each assignment, starting with most recent one. Under “Company & reference person” please state the name and email and/or telephone number of the project manager of the company you worked for. If the company does not exist any longer or you no longer have a reference person at the company any longer please make a note.
Please remember to also specify the funding organisation / contracting authority.

A generic CV should be tailored to suit each specific proposal. It is important that all the positions directly relevant to the project are clearly described. Less or no relevant positions should be condensed accordingly, as only 3-4 page CVs are allowed. Again, key words cited in the ToRs should be mentioned whenever applicable.
	Date from - Date to
	Location
	Company & reference person (name & contact details)
	Position
	Description

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


15.
Other relevant information:

· Please insert publications, papers presented, awards, etc.

PAGE  
3
CV of Mr / Ms / Dr


