- KTMS CV FORM INSTRUCTIONS -
INTRODUCTION:
Why is the "Curriculum Vitae" (CV) so important? 

Your résumé, or CV, is the most important document you have when applying for a new job. Your CV will tell everything about you, your skills, and your work experience; it is your presentation to a potential employer. Properly completing your CV increases your chances of being hired, so please provide as much information as possible. Take your time – It will be a great benefit to you.
You must fill out your CV in English.

HOW DO I FILL OUT MY CV PROPERLY?
You must fill out all 10 chapters of your CV:
1. PERSONAL INFORMATION
2. WORK EXPERIENCE
3. EDUCATION AND TRAINING
4. LANGUAGE SKILLS
5. TECHNICAL SKILLS
6. DRILLING / WORKOVER / OTHER EXPERIENCE
7. SOCIAL SKILLS
8. ORGANIZATIONAL SKILLS
9. DRIVER’S LICENSES
10. REFERENCES
1. PERSONAL INFORMATION

List your personal information here.
	PERSONAL INFORMATION                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
	
	

	Last Name, First Name
	
	

	Address, Zip Code, City, Country
	
	

	Telephone
	
	++XXX – XX – XXXX – XXX

	Mobile
	
	++XXX – XX – XXXX – XXX

	E-mail & Web
	
	

	
	
	

	Citizenship / Nationality
	
	

	Date of birth
	
	dd.mm.yyyy

	Marital Status
	
	Married, Single, Divorced, Widowed, Legally separated

	Military Service Obligation
	
	"Completed" , "Not completed" or “N/A” (not applicable)


2. WORK EXPERIENCE 

List your work experience here. Start with your current or most recent job and go backwards from there. Be descriptive!
	WORK EXPERIENCE
	
	

	Dates (from – to)
	
	

	Name of company
	
	Name of company, central office, country

	Type of business or sector
	
	Drilling operations in: (countries, oceans, seas, regions, deserts, etc.)

Operator: name of operator, type of fields and wells (gas field, oil field, production wells, explorations wells, etc.)

	Occupation or position held
	
	Your position in the company

	Main activities and responsibilities
	
	Describe your job: what you worked on in that position, and your responsibilities with as much detail as you can

	Short description of equipment on drilling or workover rig / ship / other
	
	Type of equipment you worked with - specify the type of ship/rig you have been on with much details as possible



For example, a Mechanic needs to describe what types of generators or diesel engines he had to repair or maintain. Include brand name, model, type, power in HP or kW, and the total number of units in the engine room. If you can’t provide all of that information, write as much as you can.
Diesel engines Caterpillar D 3512, 1022 kW each, 5 pcs, Generators Caterpillar AC, SR-4, 1500 kVA, 5 pcs, etc.
Note: Other professions which don’t use equipment in their job (i.e., Barge Masters, Medic, etc.,) still ought to fill in the last field with the type of rig or ship they were on.
CORRECT!

	Dates (from – to)
	
	17.03.2002 - 30.04.2003

	Name of company
	
	Name of company, central office, country

	Type of business or sector
	
	world wide navigation with passengers ships, Brazil, Venezuela, America...

	Occupation or position held
	
	Chief Engineer

	Main activities and responsibilities
	
	Control all operations in engine room; organize all repairs and maintenance; keep all documents updated (e.g. Engineers Log book, oil record book, spare parts orders, etc.). There are five mechanics on my team 

	Short description of equipment on drilling or workover rig / ship / other
	
	Main engines Caterpillar, HP; Yanmar, aux engines, air compressors, pumps, cranes


INCORRECT
	Dates (from – to)
	
	2003

	Name of company
	
	Name of company

	Type of business or sector
	
	Ships

	Occupation or position held
	
	Chief Engineer

	Main activities and responsibilities
	
	Maintenance

	Short description of equipment on drilling or workover rig / ship / other
	
	M/V, P/V


For petroleum workers (Toolpushers, Drillers, Assistant drillers, Derrickman, etc), it will fill look something like this:
CORRECT!

	Dates (from – to)
	
	June 1999 onwards 

	Name of company
	
	Name of company, central office, country

	Type of business or sector
	
	world wide drilling, Brazil, Venezuela, America...

	Occupation or position held
	
	Driller (or other position)

	Main activities and responsibilities
	
	Drilling with Top Drive, well control situations, pipe sticking, coring, etc.

	Short description of equipment on drilling or workover rig / ship / other
	
	Land drilling rig "EMSCO" 2000 HP, rated depth 6000 m with 5” DP; Pyramid mast capacity 454 tons;  crown block capacity 544 tons; traveling block & hook "EMSCO RA-52-6-H5500", capacity 454 tons; Top Drive Aker Maritime PTD-500 AC, capacity 500 tons; drawworks "EMSCO C-2II" 2000 HP; diesel engines "Caterpillar D 3512"; rotary table EMSCO T-3750 37.5", capacity 590 tons; mud pumps "Emsco FB-1600" and "Emsco FB-1300";


So, please describe your drilling rig or workover rig or jack-up or SSDR semi-submersible drilling rig.  
INCORRECT
	Dates (from – to)
	
	June 1999 onwards

	Name of company
	
	Company name

	Type of business or sector
	
	Drilling 

	Occupation or position held
	
	Driller

	Main activities and responsibilities
	
	Drilling

	Short description of equipment on drilling or workover rig / ship / other
	
	rig "National" 


3. EDUCATION AND TRAINING

List information about your education, including all certificates and training. Please begin with your university/college degree (if you have one) and high school education, then list information about your certificates and training.
EDUCATION AND TRAINING
	Dates
	
	

	Name of organization
	
	

	Type of education or training
	
	

	Certificate Number
	
	

	Duration of Certificate
	
	List the dates (mm.yyyy – mm.yyyy) for which your certificate is valid, or put “Unlimited” if it does not expire


INCORRECT
	Dates
	
	2001

	Name of organization
	
	Ministry of Maritime 

	Type of education or training
	
	Basic training

	Certificate Number
	
	-

	Duration of Certificate
	
	-


CORRECT!
	Dates
	
	19.10.2001.

	Name of organization
	
	Ministry of Maritime Affairs, Transport and Communications, Zagreb, Croatia

	Type of education or training
	
	Basic training (STCW-95)

	Certificate Number
	
	020028739  

	Duration of Certificate
	
	Unlimited


INCORRECT
	Dates
	
	1990

	Name of organization
	
	Secondary school, Croatia

	Type of education or training
	
	Auto mechanic

	Certificate Number
	
	-

	Duration of Certificate
	
	-


CORRECT!
	Dates
	
	1986 – 1990 (4 years education)

	Name of organization
	
	Secondary School Center in Rijeka, Croatia

	Type of education or training
	
	Mechanical Technician (Auto mechanic)

	Certificate Number
	
	25648-90/1

	Duration of Certificate
	
	Unlimited


4. LANGUAGE SKILLS
Please list your language skills, including your native and all other languages.
Describe your reading, writing and verbal skills as one of the following: none, poor, basic, good, very good or excellent.
LANGUAGE SKILLS

	NATIVE LANGUAGE
	
	Croatian

	
	
	
	
	

	OTHER LANGUAGES
	
	English
	Italian
	German

	Reading skills
	
	good
	basic
	poor

	Writing skills
	
	good
	basic
	poor

	Verbal skills
	
	very good
	good
	basic


5. TECHNICAL SKILLS
Please describe all of your technical skills and all equipment you have experience with. Provide as many details as you can.
	TECHNICAL SKILLS

	Type of rigs
	
	Describe all your rigs (drilling, workover, SSDR, jack-up) and full description

	Type of Top Drives
	
	Brand name, model, type, power

	Type of drawworks
	
	Brand name, model, type, power

	Type of mud pumps
	
	Brand name, model, type, power

	Type of drilling equipment / workover equipment / engines / cranes / other  
	
	Please describe all other equipment: generators, diesel engines, auxiliary engines, compressors, cranes, special drilling or workover equipment, various pumps, etc.

	Other technical skills
	
	Other technical skills such as welding, hot jobs, hydraulics, pneumatics, late machine, etc. 

	PC skills
	
	poor, basic, good, very good, or excellent; include software knowledge


6. DRILLING / WORKOVER / OTHER EXPERIENCE
How many years/months of experience do you have in each position? 

Be sure to use the “OTHER” cells for experience that does not fall into one of the main categories.
DRILLING / WORKOVER / OTHER EXPERIENCE
	
	Years
	Months
	
	
	Years
	Months

	Rig Manager
	
	
	
	Onshore experience 
	1
	3

	Daily Toolpusher
	
	
	
	Offshore experience
	15
	7

	Night Toolpusher
	
	
	
	Top Drive experience
	4
	6

	Driller
	
	
	
	Rig Mechanic
	8
	3

	Assistant Driller
	
	
	
	Rig Electrician
	
	

	Derrickman
	
	
	
	Crane Operator
	
	

	Floorman
	
	
	
	Other (Motorman)
	7
	4

	Other (please specify) 
	
	
	
	Other (Fitter)
	1
	3


7. SOCIAL SKILLS
Please describe your social skills.
	SOCIAL SKILLS

	Are you a social person? Do you have the ability to work in multicultural teams? What are your hobbies? How do you spend you free time? Are you able to work in hot and cold areas (offshore and/or onshore)? Etc.


8. ORGANIZATIONAL SKILLS
Please describe your organization skills.
	ORGANIZATIONAL SKILLS

	Are you a team player? A team leader? How many people are included in the team you manage? List safety regulations, pre-job safety meetings, delegation of jobs, special software for better results in organization in your job, etc.


9. DRIVER’S LICENSES
Please list the type(s) of driver’s license(s) you have.
	DRIVER’S LICENSES

	i.e.: Croatian driver’s license, B, C, D categories


10. REFERENCES
Please write three (3) supervisors' or colleagues’ names who can give good information about you and your work experience, or who have already given you a recommendation letter.
	REFERENCES

	1. Title, Name and First Name, position, company, department, phone number, e-mail 

	2. Title, Name and First Name, position, company, department, phone number, e-mail

	3. Title, Name and First Name, position, company, department, phone number, e-mail
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