[bookmark: _GoBack][image: ]Writing a CV         

Name:
Address:
Contact numbers: (mobile / email address – make sure you use a professional email)

Personal Statement:
Write 3 or 4 sentences outlining your key skills and qualities to impress a future employer. Tailor this to the job that you are applying for and match your skills to the ones they are looking for. This will depend on the company and type of job – but some general key skills that most employers want are: good communication, being numerate, team work, able to use IT, problem solving, wanting to  continue to improve and learn, reliable, punctual, able to show initiative. 






Education and Training:
List your qualifications, starting with the most recent. If you are still studying for your qualifications, include the year that you are taking the exam and your predicted grades.
School attended: 	E,g. Sir Harry Smith Community College, Eastrea Road, Whittlesey, Cambridgeshire
Years attended: 	E.g.  September 2005 – June 2021


	Subject

	Qualification type and level
(E.g. GCSE / GCE / Btec)

	Date taken
E.g. June 2021
	Grade
(state if actual or predicted)


	English Language
	GCSE
	June 2021
	6 (predicted)

	
	
	
	

	
	
	
	

	
	
	
	



Tailor your CV to the job you are applying for, and include any courses or projects that you have worked on either within school or outside. Also include any ICT experience you have.
For example:
Microsoft Word		Advanced / Intermediate / Beginner
Microsoft Excel		Advanced / Intermediate / Beginner
First Aid Course (1-day course)	June 2021






Employment History and Work Experience:

Always start with your most recent employment experience first. Include the name of the employer, the dates you worked for them, job title and main duties. Add any key projects you have worked on that are relevant to the job you are applying for, include details of what the key tasks were and what you learnt. Try to relate the skills and experience to the job description, job specification or what you think the employer is looking for.

Include any relevant temporary work, volunteering or charity work that you have completed such as Cadets / Duke of Edinburgh Scheme/Princes Trust/National Citizen Service.

You can also add any key projects you have worked on that are relevant to the job you are applying for, include details of what the key tasks were and what you learnt.

Include the dates that you completed the work experience or volunteering and the company name.

For example:RSPCA Charity Shop, Peterborough			
September 2019 – September 2020
Tasks included…customer service, checking and maintaining stock, handling cash.

This volunteering gave me the opportunity to experience….

As a result of this volunteering/placement I was able to broaden by knowledge and understanding of… and gain skills in… and…










Positions of Responsibility:

List positions of responsibility within and out of school. Examples can include Prefect, Youth Councillor, Captain of a sport team, Brownie or Scout Leader.

For example:	Whilst at school I was a Prefect. Some of the responsibilities of this role were….
		
Interests and hobbies:

List hobbies and interests that demonstrate your skills.

E.g. 	I enjoy playing team sports such as …
	I have always had an interest in …and have created …
	I like organising social events and have arranged …

Additional Information:

You can include this section if you need to add anything else that you feel is relevant, such as explaining that you have a driving licence (or are learning to drive) or can speak any foreign languages.
E.g. Full driving licence




References:

It is usual to list 2 referees. At least one should be work/school related such as a teacher, form tutor, or year leader. The second referee should be someone who has know you personally for some time, but not a close family member.
You can list your referees on your CV, or just put ‘references available on request’ If you decide to include their details you should state the relationship of each referee to you – for example:  Mr A Rothery, Year Leader.
	

*      *      *      *      *      *



Additional online videos, information and templates
It is essential to have a professional CV to give to potential employers. 
The videos and articles below will show you how to make your CV stand out:
How do I write a great CV and covering letter? - BBC Bitesize
What can I do now to prepare for my future? - BBC Bitesize
Ten skills you might not know you had - BBC Bitesize
Using Microsoft word – open a new word document and select resume and cover letters 
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There are many templates to choose from. Pick the one that best suits your needs:
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An example of a 2-page CV: 
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ALWAYS get someone who knows you well to proof read your CV before sending it; often people find it difficult to sell themselves and miss out personal attributes and successes. It is also important to get someone else to proof read it for errors.
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Search for online templates

Suggested searches: Business Cards Flyers Letters Education

Blank document

We don’t have any featured templates right now.

You can use the search box to find a specific template.
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JOE BLOGGS

Cromwell Community Callege
Wenny Rosd
Chateeris PEL6 6UU - 01354 692193

Email - emsiladdress@eromwell cambs.sch.uk

PERSONAL STATEMENT

13m 2 reliable and helpful person. 1ty to ensure | do my best at any task | undertake. |am honest and
am punctual. | have s 1005 sttendance record st school and sm committd o my stucies. | am the.
School counci representative and willng o others views and opinions 501 am 3 rusted to giv their
views fifly. | have ben form captain and take an sctive part inform sctiviies ke fund risng.

1 njoy working with other people and play football fo the school team. | enjoy helping others and
Voluntaer with the Year 7 footbalteam and helpcosch them during my lunchtimes.

1have s passion or animals and have an interest in working Wit them during my chosen career 35 3
veterinary nurse. | help 3 an animal shlter during theschool holiday and am comitted to my career.
1 fesl 1 2m 3 caring person and ik to ensure that ook outforpeople and be ind to them. | ensure |
treat people with respect.

1 would be 2 dedicated, hard-working and refable employee and ensur | earn new skl quickly and
fsten to scvicegiven.

EXPERIENCE

SEPTMERER 2018 - PRESENT
WAITRESS, FRESH FOODS.

Weskend work ss Watress
Respanisiities: Serving customers

Taking payments

Cleaning and clearing tables

SEPTMERER 2018 - PRESENT
ASSISTANT, THE ANIMAL SHELTER

Holiday help
Responsibiities: Feeding animals
Cleaning

EDUCATION

SEPTEMBER 2015 - AUGUST 2020
CROMWELL COMMUNITY COLLEGE

WENNY ROAD
CHATTERIS PEL6 6UU

TARGET GRADES

MATHS
ENGLISH
SCIENCE
GERMAN
ART

HISTORY
et LEVEL 2 MERIT

a
s
s
a
6
s

SKILLS

Communicaion sils — sbi to public pesk
Confident it ICT—sword and excel

Able to play pano and guitar

Mechanica sklls — able o carry out BMX maintenance

ACTIVITIES AND ACHIEVEMENTS

Foothall—play for school team
D ot - schieved bronze award

Certifcate fo axcallent aports and behaviour
Auward fo footoaler of the year

Grace 4pisno

Grace & Guitar
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