https://www.thebalancecareers.com/cook-cover-letter-and-resume-examples-2060119
https://www.livecareer.co.uk/templates/cv-samples/cv/cook
https://www.dayjob.com/cook-cv-template-666/
https://www.dayjob.com/downloads/CV_examples/hotel_receptionist_CV_template.pdf
https://www.greatsampleresume.com/resume-examples/hospitality/sample-hotel-receptionist-cv/
https://standout-cv.com/pages/receptionist-cv-example
EDUCATION AND TRAINING

Name and type of organisation providing education and training:

Istituto Professionale di Stato “Giuseppe Ravizza”

Secondary Vocational School for Hotel Hospitality, Food and Beverage Services, 
Commercial Services, Social and Health Services
Baluardo Massimo D’Azeglio 3, Novara, ITALY

Tel. 0321.627686 - 627790 - Website www.ravizzanovara.gov.it -  E-mail norc01000l@istruzione.it 
cucina

Diploma di Istruzione Professionale 

Indirizzo SERVIZI PER L’ENOGASTRONOMIA E L’OSPITALITÀ ALBERGHIERA

Articolazione: “ENOGASTRONOMIA”

Upper secondary education diploma –Vocational schools

SERVICES FOR HOTEL HOSPITALITY, FOOD AND BEVERAGES

Specialization: “FOOD AND BEVERAGES”

Qualifica di terza: Lower Level Regional Certificate in Cooking

list of principal subjects covered or skills acquired (ALCUNE IDEE)
Culinary Foundations, Knife cuts, Food and Kitchen Safety, Cooking Methods, Seasoning, Plating, Principles of Nutrition, Food and Wine Science, Italian Traditional Cuisine, Principles of Contemporary Cuisine, Principles of International Cuisine, Cooking with Herbs, Banquets and Catering, Plate Presentation & Upscale Plating Techniques, Restaurant Production, Baking & Pastry, Food & Beverage Management, Food and Religions, Allergies and Intolerancies, Customer Care, Food and Health, ... 
sala
Diploma di Istruzione Professionale
Indirizzo SERVIZI PER L’ENOGASTRONOMIA E L’OSPITALITÀ ALBERGHIERA

Articolazione: “SERVIZI DI SALA E VENDITA”

Upper secondary education diploma –Vocational schools
SERVICES FOR HOTEL HOSPITALITY, FOOD AND BEVERAGES
Specialization: “DINING ROOM AND SALES SERVICES”
Qualifica di terza: Lower Level Regional Certificate in Bartending and Restaurant Services

list of principal subjects covered or skills acquired
ricevimento
Diploma di Istruzione Professionale 
Indirizzo SERVIZI PER L’ENOGASTRONOMIA E L’OSPITALITÀ ALBERGHIERA
Articolazione: “ACCOGLIENZA TURISTICA”
Upper secondary education diploma –Vocational schools
SERVICES FOR HOTEL HOSPITALITY, FOOD AND BEVERAGE
Specialization: “TOURISM AND HOSPITALITY”
Qualifica di terza: Lower Level Regional Certificate in Hotel Reception

list of principal subjects covered or skills acquired (ALCUNE IDEE)
Hotel Reception procedures, Holiday planning, International Tourist Destinations, Italian Tourist Destinations, Tourism Products, Accommodation & Package Holidays; Dealing with Holiday Problem Situations, Selling Skills, Customer Care, Health & Safety, Developing Working Relationships, Business Communications, Information Technology, Air Travel, Travel Agency Practice,... Maths for Professionals, Workplace Technologies, Typing, Office Softwares, Internet Skills, Data Entry, Spreadsheets, Bookkeeping (contabilità), Records Management (records = archivi) ...
SC
Diploma di Istruzione Professionale 
Indirizzo SERVIZI COMMERCIALI
Upper secondary education diploma – Vocational schools 
Specialization: COMMERCIAL SERVICES
list of principal subjects covered or skills acquired
SS
Diploma di Istruzione Professionale 
Indirizzo: SERVIZI SOCIO-SANITARI
Upper secondary education diploma – Vocational schools 
Specialization: SOCIAL AND HEALTH SERVICES
list of principal subjects covered or skills acquired
per i contenuti fondamentali dei corsi cercare …..tipo di corso……… + SYLLABUS

esempio: https://hashoo.rouxbe.com/syllabus
Progetti

SWEET Merit Scholarship
5-week training experience abroad (in ...............) funded by the European Union (Erasmus+ KA1 project) 
Add info
TALENTI Merit Scholarship
12-week training experience abroad (in ...............) funded by CRT Bank Foundation, Turin. 
Add info
ERASMUS+ Project “Geocaching – Minds on the Move”
Two-year project funded by the European Union.
Member of the Erasmus+ Italian Team.

Main tasks:

· Planning and guiding geocaching trips and excursions; guiding foreign partners and younger students
· Designing and implementing geocaching trails

· Presenting the project outcomes in public

· Advertising the project

· Working in international teams

· Taking part to Mobilities abroad (give details) and hosting foreign partners

Servizi esterni

	EVENTS HOSTESS  (  per i maschi STUART )

Reception and welcome services at conferences, conventions, charity dinners, food and wine tasting events for the main city Public Institutions and no-profit organizations (University, Police Department, Education Board, Hospital, Red Cross)

	· Welcoming  and registering participants 

· Wardrobe service

· Providing advertising and information material

· Giving information and directions

· Editing fliers, leaflets, brochures, attendance certificates and menus



	Catering Services 

Throughout the school years I took part to several catering services for different organizations and institutions: the Town Council, the Police Department, the University, the town Hospital, the Education Board, other schools in the area. 

During the services I took care of the following: 

· leading the kitchen brigade 

· overseeing and participating to the preparation phases 

· cooking in front of the clients 

· serving meals, snacks and pastries 

· designing the menu with the Head Chef 

· washing and cutting vegetables and fruits with different methods 

Participation to different Contests 

…………give details………


	Languages:  

Mother tongue = madre lingua

A1 = Basic user (troppo poco!!!)

A2 = Basic user

B1 = Independent user

B2 = Independent user

C1 = Proficient user

C2 = Proficient user

(vedi prospetto a seguire)


	Computer /ICT Skills:


· Computer operations and concepts literacy

· Use of computer-based technologies to manipulate, create, store and retrieve information:

· Word Processors (Word, MS Publisher), Spreadsheets (Excel) and Databases

· Graphics programs (Paintbrush, Paint Shop Pro, PhotoShop, Corel, ABC Flowcharter)

· Multi-media (Powerpoint, Prezi, Canva…… )

· Use of computer-based technologies to locate, access, evaluate, store and retrieve information and to express ideas and communicate: 

· Internet browsers

· Email systems


STAGE =  WORK PLACEMENT  Apprenticeship (GB)  /  Internship (US)  On-the-job training

corso di formazione = Training course 
Svolgere uno stage = to serve an internship

Stagista = trainee             Tirocinante = apprentice

DESIRED EMPLOYMENT / OCCUPATIONAL FIELD
I would like to work as a…  
( AS + professione
receptionist 
assistant director (assistant to the hotel director)

travel agent

wedding planner

animator/entertainer  in holiday resorts

steward /stewardess - flight attendant

airport clerk / airport officer (ground attendant)

tour operator

I would like to work in …
( IN + luogo
a youth hostel  

a travel agency

a 4-star hotel

a spa

a seaside resort / winter resort 

a city of art

I would like to work on … a cruise liner
( eccezione
I would like to work for …
( IN + organizzazione/persone
I would like to work anywhere in the tourist sector
I would like to work abroad
Communication Skills
http://jobsearch.about.com/od/skills/qt/communication-skills.htm 

Examples of Skills (lunga lista)

http://examples.yourdictionary.com/examples-of-skills.html 

Sample Phrases and Suggestions

 http://www.enmu.edu/services/counseling/resume/phrases.html 

Communication Skills

· Excellent written and verbal communication skills

· Confident, articulate, and professional speaking abilities (and experience)

· Empathic listener and persuasive speaker

· Writing creative or factual

· Speaking in public, to groups, or via electronic media

· Excellent presentation and negotiation skills

 

Business/Sales Skills

· Possess entrepreneurial spirit

· Competitive attitude

 

Problem Solving Skills

· Combine patience, determination, and persistence to troubleshoot client issues

· Dynamic, results-oriented problem solver

· Easily understand and solve technical problems

· Handling complaints from parents, clients, customers, or citizens

· Skilled at evaluating options and generating solutions

· Strong problem-solving and analytical skills

· Troubleshooting equipment or situations

 

Multicultural/Diversity Skills

· Culturally sensitive and internationally traveled leader

· Experienced in successful management of diverse groups of people

· Proven adaptability to differing cultural and business environments

· Ability to talk and conduct business in __________ languages

 

Teamwork/Team Player skills

· Possess strong commitment to team environment dynamics with the ability to contribute expertise and follow leadership directives at appropriate times

· Thrive in a team environment and work well with others

· Enjoy working as a team member as well as independently

· Team leader and team player

 

Data Management/Office Organization Skills

· Calculating numbers

· Compiling data or facts

· Record keeping

· Updating information or records

· Well-versed in all aspects of customer conversion and accounting

Skills CV Example: http://www.jobs.ac.uk/careers-advice/cv-templates/2074/skills-cv-example/ 
Tips http://targetjobs.co.uk/careers-advice/career-planning/273051-the-top-10-skills-thatll-get-you-a-job-when-you-graduate 

List of (Management) Skills

Leadership Skills

Time Management

Employee Management

Communication Skills

Strategic Thinking

Decision-making

Problem Solving

Creative Thinking

Organizational Skills

Technological Skills

Marketing Skills

Public Speaking and Presentation Skills

Negotiation Skills

Team Building skills

Teaching and Training Skills

Listening Skills

Learning Skills

Mentoring Skills

Performance Management Skills

Analytical Skills

Customer Service Skills

Budgeting Skills

Conflict Resolution Skills

Apart from the ones given above, others to be included in the list are - the ability to multitask, flexibility, determination, responsible and ethical way of working, tolerance, adaptability and commitment to excellence. While mentioning these skills, make sure that you give corresponding examples of how you applied these in your past work assignments. This lends a kind of authenticity to your claims. And yes, please make the resume crisp and clear. List only those skills which are relevant to the job you have applied for.

Read more at Buzzle: http://www.buzzle.com/articles/management-skills-for-resume.html 
Tabella livelli Common European Framework:

A - Base 
· A1 - Livello elementare

Comprende e usa espressioni di uso quotidiano e frasi basilari tese a soddisfare bisogni di tipo concreto. Sa presentare se stesso/a e gli altri ed è in grado di fare domande e rispondere su particolari personali come dove abita, le persone che conosce e le cose che possiede. Interagisce in modo semplice, purché l’altra persona parli lentamente e chiaramente e sia disposta a collaborare.

· A2 - Livello pre-intermedio o "di sopravvivenza"

Comprende frasi ed espressioni usate frequentemente relative ad ambiti di immediata rilevanza (es. informazioni personali e familiari di base, fare la spesa, la geografia locale, l'occupazione). Comunica in attività semplici e di abitudine che richiedono un semplice scambio di informazioni su argomenti familiari e comuni. Sa descrivere in termini semplici aspetti della sua vita, dell’ambiente circostante; sa esprimere bisogni immediati.

B - Autonomia 
· B1 - Livello intermedio o "di soglia"

Comprende i punti chiave di argomenti familiari che riguardano la scuola, il tempo libero ecc. Sa muoversi con disinvoltura in situazioni che possono verificarsi mentre viaggia nel paese di cui parla la lingua. È in grado di produrre un testo semplice relativo ad argomenti che siano familiari o di interesse personale. È in grado di esprimere esperienze ed avvenimenti, sogni, speranze e ambizioni e di spiegare brevemente le ragioni delle sue opinioni e dei suoi progetti.

· B2 - Livello post-intermedio

Comprende le idee principali di testi complessi su argomenti sia concreti che astratti, comprese le discussioni tecniche sul suo campo di specializzazione. È in grado di interagire con una certa scioltezza e spontaneità che rendono possibile una interazione naturale con i parlanti nativi senza sforzo per l'interlocutore. Sa produrre un testo chiaro e dettagliato su un'ampia gamma di argomenti e spiegare un punto di vista su un argomento fornendo i pro e i contro delle varie opzioni.

C - Padronanza 
· C1 - Livello avanzato o "di efficienza autonoma"

Comprende un'ampia gamma di testi complessi e lunghi e ne sa riconoscere il significato implicito. Si esprime con scioltezza e naturalezza. Usa la lingua in modo flessibile ed efficace per scopi sociali, professionali ed accademici. Riesce a produrre testi chiari, ben costruiti, dettagliati su argomenti complessi, mostrando un sicuro controllo della struttura testuale, dei connettori e degli elementi di coesione.

· C2 - Livello di padronanza della lingua in situazioni complesse

Comprende con facilità praticamente tutto ciò che sente e legge. Sa riassumere informazioni provenienti da diverse fonti sia parlate che scritte, ristrutturando gli argomenti in una presentazione coerente. Sa esprimersi spontaneamente, in modo molto scorrevole e preciso, individuando le più sottili sfumature di significato in situazioni complesse.

	Listening 

· A1: I can understand familiar words and very basic phrases concerning myself, my family and immediate surroundings when people speak slowly and clearly. 

· A2: I can understand phrases and the highest frequency vocabulary related to areas of most immediate personal relevance (e.g. very basic personal and family information, shopping, local area, employment). I can catch the main points in short, clear, simple messages and announcements. 

· B1: I can understand the main points of clear standard speech on familiar matters regularly encountered in work, school, leisure, etc. I can understand the main points of many radio or TV programmes on current affairs or topics of personal or professional interest when the delivery is relatively slow and clear. 

· B2: I can understand extended speech and lectures and follow even complex lines of argument provided the topic is reasonably familiar. I can understand most TV news and current affairs programmes. I can understand the majority of films in standard dialect. 

· C1: I can understand extended speech even when it is not clearly structured and when relationships are only implied and not signalled explicitly. I can understand television programmes and films without too much effort. 

· C2: I have no difficulty in understanding any kind of spoken language, whether live or broadcast, even when delivered at fast native speed, provided I have some time to get familiar with the accent. 


	Reading 

· A1: I can understand familiar names, words and very simple sentences, for example on notices and posters or in catalogues. 

· A2: I can read very short, simple texts. I can find specific, predictable information in simple everyday material such as advertisements, prospectuses, menus and timetables and I can understand short simple personal letters. 

· B1: I can understand texts that consist mainly of high frequency everyday or job-related language. I can understand the description of events, feelings and wishes in personal letters. 

· B2: I can read articles and reports concerned with contemporary problems in which the writers adopt particular attitudes or viewpoints. I can understand contemporary literary prose. 

· C1: I can understand long and complex factual and literary texts, appreciating distinctions of style. I can understand specialised articles and longer technical instructions, even when they do not relate to my field. 

· C2: I can read with ease virtually all forms of the written language, including abstract, structurally or linguistically complex texts such as manuals, specialised articles and literary works. 


	Speaking - Spoken interaction 

· A1: I can interact in a simple way provided the other person is prepared to repeat or rephrase things at a slower rate of speech and help me formulate what I'm trying to say. I can ask and answer simple questions in areas of immediate need or on very familiar topics. 

· A2: I can communicate in simple and routine tasks requiring a simple and direct exchange of information on familiar topics and activities. I can handle very short social exchanges, even though I can't usually understand enough to keep the conversation going myself. 

· B1: I can deal with most situations likely to arise whilst travelling in an area where the language is spoken. I can enter unprepared into conversation on topics that are familiar, of personal interest or pertinent to everyday life (e.g. family, hobbies, work, travel and current events). 

· B2: I can interact with a degree of fluency and spontaneity that makes regular interaction with native speakers quite possible. I can take an active part in discussion in familiar contexts, accounting for and sustaining my views. 

· C1: I can express myself fluently and spontaneously without much obvious searching for expressions. I can use language flexibly and effectively for social and professional purposes. I can formulate ideas and opinions with precision and relate my contribution skilfully to those of other speakers. 

· C2: I can take part effortlessly in any conversation or discussion and have a good familiarity with idiomatic expressions and colloquialisms. I can express myself fluently and convey finer shades of meaning precisely. If I do have a problem I can backtrack and restructure around the difficulty so smoothly that other people are hardly aware of 


	Speaking - Spoken production 

· A1: I can use simple phrases and sentences to describe where I live and people I know. 

· A2: I can use a series of phrases and sentences to describe, in simple terms, my family and other people, living conditions, my educational background and my present or most recent job. 

· B1: I can connect phrases in a simple way in order to describe experiences and events, my dreams, hopes and ambitions. I can briefly give reasons and explanations for opinions and plans. I can narrate a story or relate the plot of a book or film and describe my reactions. 

· B2: I can present clear, detailed descriptions on a wide range of subjects related to my field of interest. I can explain a viewpoint on a topical issue giving the advantages and disadvantages of various options. 

· C1: I can present clear, detailed descriptions of complex subjects integrating sub-themes, developing particular points and rounding off with an appropriate conclusion. 

· C2: I can present a clear, smoothly-flowing description or argument in a style appropriate to the context and with an effective logical structure which helps the recipient to notice and remember significant points. 


	Writing 

· A1: I can write a short, simple postcard, for example sending holiday greetings. I can fill in forms with personal details, for example entering my name, nationality and address on a hotel registration form. 

· A2: I can write short, simple notes and messages. I can write a very simple personal letter, for example thanking someone for something. 

· B1: I can write simple connected text on topics which are familiar or of personal interest. I can write personal letters describing experiences and impressions. 

· B2: I can write clear, detailed text on a wide range of subjects related to my interests. I can write an essay or report, passing on information or giving reasons in support of or against a particular point of view. I can write letters highlighting the personal significance of events and experiences. 

· C1: I can express myself in clear, well-structured text, expressing points of view at some length. I can write about complex subjects in a letter, an essay or a report, underlining what I consider to be the salient issues. I can select a style appropriate to the reader in mind. 

· C2: I can write clear, smoothly-flowing text in an appropriate style. I can write complex letters, reports or articles which present a case with an effective logical structure which helps the recipient to notice and remember significant points. I can write summaries and reviews of professional or literary works. 




