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Marketing and personalistic – basic vocabulary

personnal management - personálny manažment                                                                                   title – titul

human resources management - manažment ľudských zdrojov                                                            curriculum vitae, resume – životopis

personal information – osobné údaje                                                                                                       contact address – adresa

name – meno ulica                                                                                                                   ZIP code – PSČ

surname – priezvisko                                                                                                                   phone number – telefónne číslo

age – vek                                                                                                                          mobile phone number – mobilné číslo

street – ulica                                                                                                                        e-mail address – emailová adresa



Marketing and personalistic – basic vocabulary

education – vzdelanie                                           school – názov školy

courses and trainings – kurzy a školenia              work experience – pracovné skúsenosti

employer – zamestnávateľ                                    position – pracovná pozícia

job task – pracovná úloha                                     certifications – certifikáty

skills – zručnosti                                                   language skills – jazykové zručnosti 



Marketing and personalistic – basic vocabulary

computer skills – počítačové zručnosti                          additional skills – ďalšie relevantné zručnosti

driving licence – vodičský preukaz                                interests – záujmy references – referencie

employment – zamestnanie                                             jobs – zamestnania

employee – zamestnanec                                                 salary – mzda

taxes – dane                                                                    bonus – bonus



Curriculum vitae

Personal details

- Name - Address

- Surname - Sex

- Age - Phone mumber

- Date of birth - email



Curriculum vitae

Education background

- Secondary school

- Universities

- After-school studies

- Courses and trainings



Curriculum vitae

Work experience

- Current job

- Previous jobs

- Part-time jobs



Curriculum vitae

Special skills

- Language skills

- Computer skills

- Driving licence

- Others licences



Curriculum vitae

Interests and hobbies

- Reading books

- Listening to music

- Hiking

- Playing the music instruments.......................



Curriculum vitae - example



How do I write a cover letter in 
English?

- read the job announcement

- brainstorm the aspects of your background, education 

and skills

- address the letter to a specific person



How do I write a cover letter in 
English?

- do some research about the 

organization/company/institution

- font size which is comfortable to read

- reflect your personality and originality



Expressions you need to know to 
write your letter:

- Start your letter with the classical phrase: Dear + a title such as Mr. Mrs. Ms. Dr. + 

surname or Dear + Name + Surname

- I am writing to express my keen interest in…

- I am excited to be applying for the … role at…

- As a long-term admirer of… work being done by…, I am delighted to submit my application 

for… position posted on…

- Please find enclosed my CV in application for the post advertised in…



Expressions you need to know to 
write your letter:

•Avoid just listing cliché adjectives like: “self-motivated,” “think outside the box,” “dynamic,” 

etc. This kind of clichés drains life from a cover letter. Instead, write about concrete 

examples that provide evidence of what you have accomplished (and use numbers when 

possible and if pertinent. E.g. “I increased sales by 10%”, “I helped 60% of students with 

deficit attention disorder”, etc.).

•To conclude, you can use: Thank you so much for your time and consideration. And then, 

use any of the following letter closings:

•Sincerely, Respectfully, Kind regards, Best regards, Yours Faithfully, Yours sincerely.



Sample cover letter in English

Dear Mr. Corben,

I am excited to be applying for the Lead Digital Marketing position at Aquitaine 

Media Strategies advertised in Indeed.com on 30 April. As a passionate email 

marketing specialist with three years of professional experience doing market 

research, and gathering A/B testing statistics in order to drive successful marketing 

campaigns, I am confident that I will be really able to contribute to your team’s 

success at Aquitaine Media Strategies.



Sample cover letter in English

Your advertisement mentions you need someone knowledgeable in campaign 

development and A/B testing, both of which happen to be areas I have experience in. I 

am currently working at Electronic Arts, where I have led a digital promotion campaign 

for the company’s new simulation game, BigCity 4, that has improved our sales by a 35% 

immediately upon its release.

My proven track record in creating highly effective solutions to achieve e-commerce 

objectives and stimulating new customer acquisition across platforms such as websites 

and mobile applications makes me a valuable asset at Aquitaine Media Strategies.



Sample cover letter in English

I look forward to discussing the Lead Digital Marketing position as well as my 

qualifications with you in more detail. You can contact me at your earliest 

convenience. I will contact you next Monday to make sure you have received my 

application.

Thank you very much for your time and consideration.

Respectfully,

Lauriane Roussillon



Revision



Thank you for your attention


