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INFORMATION TO HELP YOU WRITE YOUR CV  
 

 

WHY DO I NEED A CURRICULUM  VITAE (CV)? 

 
This is a vital document for job hunting. Many employers will ask you for your CV 

when you apply for a job. You can also send it to companies which interest you, to 

ask about vacancies. First impressions count as employers receive many CVs. Yours 

need to be eye catching. It is your sales document, an advert for your qualities, 

skills and experience. 

 
 BEFORE YOUR START: 

 List your skills, attributes, and characteristics. Be positive but realistic. 

Know yourself. 

 Decide on the format, layout and the words to present yourself at your 

best. 

 Decide what you want your CV to achieve every time you use it. You may 

need to change it for each application. 

 

 YOUR CV SHOULD BE: 
 Well presented and clearly laid out 

 Word processed on good quality paper 

 One or two sides of A4 paper – no more! 

 Clear, concise and informative 

 Targeted to the employer’s job description 

 

 LANGUAGE: 
Be positive, direct and concise. Make every word work for you. Do not write as 

though you are talking - you are presenting your skills and achievements, not 

having a conversation. 
 
WHAT SHOULD YOU INCLUDE? 

 
1.  PERSONAL DETAILS 

Full name, address, telephone or mobile number and email address. Make sure you 

have a “sensible” email address. If necessary, set up a separate one just for job 

searching. 
 

2. PERSONAL PROFILE 
This is a self-marketing statement about you. Essentially, state who you are and 

what you want. 
 

3. KEY SKILLS 
A skill is something that can be learned and which you can then do, such as driving, 

using a computer, speaking a language. If you have skills that other applicants don’t 

have, this can be a great help. 
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4. EDUCATION 

Only include schools/colleges from the age of 11.  

Always put the most recent school or college first. 

 

     5. EMPLOYMENT HISTORY  
Include full time, holiday and part time work, paid and voluntary. 

 

     6. WORK EXPERIENCE 
Include placement from school, college or training. 

 

     7. INTERESTS 
These may not be directly related to your application but you 

should include them in order to tell an employer more about 

yourself. 

 

Remember, many employers like applicants who can work as a 

member of a team, e.g. sports, drama, voluntary work. Indicate 

what you achieved - how long you were involved and what 

positions of responsibility did you hold? Describe your interests – 

‘music’ is not enough – you need to say if you sing, write, play 

an instrument or are a member of a band. 

 

Do not list any interests you could not talk about at an interview. 

 

     8. REFERENCES 
You should include the name, address and contact number of 

two referees, one of whom should be from your last educational 

establishment.  Always ask them first.  A referee should never be 

a member of your family. 

 

WHAT IF.........? 

 
 I don’t have a work history 

Think about what you have been doing e.g. education, training, 

housework, budgeting. Most things we do require skills. Skills are 

transferable: they can be learnt in one place and used in 

another. 

 

 I’ve left school and only been on training schemes 

Emphasise any qualifications you got from the schemes. Many 

schemes include work placements. Include these in the section 

headed ‘Work Experience’. 

 

 My work history is not relevant to the position I am 

applying for 

What did you do in your last job that you will have to do in the 

new post, eg using a computer, teamwork, working with the 

public? Remember, you are aiming to demonstrate your skills 

and potential. 

 

 I have gaps in my CV due to unemployment 

Consider what else you were doing while you were unemployed – 

voluntary work, teaching yourself new skills, looking after 

children. Make sure your skills are presented clearly on your CV. 
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Personal       

Qualities: 
- adaptable 
- assertive 
- versatile 
- precise 
- energetic 
- honest 
- hard working 
- organised 
- flexible 
- responsible 
- mature 
- self motivated 
- confident 
- ambitious 
- efficient 
- quick to learn 
- creative 

 
 
 
 

   Power Words: 
- achieved 
- co-ordinated 
- developed 
- improved 
- supervised 

- proposed 
- prepared 
- planned 
- negotiated 
- introduced 
- identified 
- implemented 

 
 
 

Action Words: 
- analysed 
- completed 
- created 
- demonstrated 
- designed 
- evaluated 
- set up 
- delivered 

 
 

    Skills: 
- teamwork 
- numeracy 
- literacy 
- research 
- time 

management 
- driving 
- problem solving 
- dealing with 

people 
- budgeting 
- computer 

literacy/ 
competence 
e.g. Microsoft 
Word 
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EXAMPLE OF A COVERING LETTER 
 

26 Burrage Place 

Plumstead 
London SE18 3BG 

 
Miss Swain 
HR Manager 

Debenhams 
The Glades 

Bromley                                                               August 10, 2014
         
Dear Miss Swain 

 
I am writing to you to apply for the position of trainee department manager 

which I saw advertised in the Newshopper on 31st July 2014. 
 
My current position with J Sainsbury involves a lot of contact with the public 

and the use of a computer database when ordering stock.  I have deputised 
for the Department Manager.  I also have responsibility for helping train new 

staff. 
 
I communicate well with a wide range of people.  I work well in a team both 

at work and in my leisure time.  I was recently involved in organising a 
sponsored walk for charity. 

 
I am keen to apply for the position of trainee department manager.  I feel I 
have the right combination of experience and personal skills to succeed in 

the retail industry and that I could make a valuable contribution to your 
organisation. 

 
I enclose my CV as requested and am available for interview at any time. 
 

I look forward to hearing from you. 
 

Yours sincerely 
 

 
Jane White 
 

REMEMBER: 
You only have one chance to make a good impression. Check your layout 

and spelling. 
 
State the position for which you are applying and where you saw it 

advertised. 
 

If you start a letter Dear Sir/Madam ,you end with Yours faithfully 
 

If you start with a name eg Miss Swain, you end with Yours sincerely 
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Below is an example of a basic CV for 

you to complete or to use as a guide 
 

Name 

 

Address 
 

 
 

Telephone Number/ Mobile number 
email address 

 
 

Personal Profile 
 

 
 

 
Key skills– include things like full driving licence or first aid qualification) 

  

  
  

  
  

  
 

Education (begin with your most recent school or college. You don’t need your 

primary school).  Put dates attended. 
 
 

 
 

 
 

Qualifications 
(Also include any courses you are currently studying) 
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Employment History 

 

 
 

 
 

 
Work experience 

 
 

 
 

 
 

 
Interests (what you do in your spare time) 

 

 

 
 

 
 

 
References 
(Try to give two, and ask permission first.  Give their name, title (eg form tutor), 

address and contact number. 


