
December 2017 Page 1 
 

 

 

 
 

 

 CV’S IN ACTION 

PACK 



December 2017 Page 2 
 

TO CV WRITING – Make your CV stand out! 

 Your CV (Curriculum Vitae) should be positive and showing your key skills and strengths and 
why you would make a good employee.  Make it stand out. Use words that describe your 
enthusiasm, passion and ambition,  ensure it is clear, concise and should be one to two 
pages long. 

 

 

 

 

 

 

 Your CV information needs to be true, as they will ask questions at the interview stage. 

 Your CV should be carefully proofread: Spelling or grammatical errors do not give a good 

first impression. 

 Don’t be afraid to follow up your CV with a phone call.   

 If you have never had a job  keep your CV positive focus on the skills and experiences.  
Highlight the work you have done outside of school.  This can include extracurricular 
activities. Academic qualifications are important but your life experiences can also be used 
to demonstrate your skill, qualities and characteristics. 

 If you do not have any qualifications type which Secondary School you attending and the 
dates on your CV.  Then state what subjects you studied towards without highlighting bad or 
non-existent grades.  Highlight other achievements such as work experience, voluntary 
work, charity events, and other training programmes.  Try to reflect on these experiences 
and demonstrate the skills that they have helped you develop. 

 Transferable Skills are things you have learnt in one place that could be used elsewhere. 
 For example: 1. participated in various activities that required motivating and working 
together (motivated, able to use own initiative and team working)                                                                    
2. You did voluntarily work for a charity organising and displaying stock (organisation, 
creative. 

There are three main types of CVs for you to choose from, targeted, skills based and date ordered. 
The Chronological/Date Ordered  CV 

 Emphasises your work history, employers and job titles you have had 
 Describes development and progression. 
 You wish to stay in the same occupational area 
 Use when you are applying for various different positions 

 

  

The Functional /skills based CV 
 Highlight skills and achievement rather than work experience 
 It allows you to focus on areas that you want to promote in a positive way 
 Your work history is not one of your best features and some of your achievements are not 

work related 

The Targeted CV 
 This is written for a specific job, using the person specification of the job 
 It emphasises your skills and achievements  
 You are looking for one specific type of work 
 You have skills and experience relevant for your job goal from a variety of sources but not 

much direct experience 



December 2017 Page 3 
 

EXAMPLE PERSONAL PROFILES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A personal profile must be no longer than six lines. It must be short and positive highlighting your 

key skills, strength, experience and interests using action words.  

 I am a helpful and hardworking  individual.  I am used to using my own initiative and 

working well unsupervised.  I am well organised ad able to work under pressure.  I 

like to keep myself busy and like meeting new people 

 I am a creative focussed young person seeking an apprenticeship.  I have recently 

completed my NVQ level 1 in … Whilst doing this course I was commended for my 

team working skills and my customer service skills.  I am very keen to start 

developing these skills. 

  I am a dedicated and trustworthy person who would see a job through to its 

conclusion with total commitment.  I see myself as hardworking  who is able to work  

under pressure with the ability to adapt  to any circumstances. 

 I am a polite, well presented individual seeking full time work in the retail 

environment. I have previously enjoyed roles which involved providing excellent 

customer service and believe I have the skills and qualities to deliver this within your 

company. 

 I am a focussed, capable young person with good/excellent communication skills 

looking for part/full time work. 

 My experience playing team sports all through school has meant I have a good 

understanding of the importance of working together and the value of everybody’s 

contribution.   I am keen to learn and I am an enthusiastic person looking to prove 

myself in a full/part work within…. 

 I have experience within … with excellent skills and knowledge and I am looking to 

developing these further. I am a trustworthy and hardworking person who  can be 

relied upon to complete a job to a  high standards.   
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EXAMPLES OF KEY SKILLS 
 

 

 Excellent communication 

skills (writing/verbal) 

 Organisation skills 

 Creative ideas 

 Proven ability to work 

independently or within a 

team 

 Able to work well under 

pressure 

 Filing and administrative skills 

 Good interpersonal skills 

 Computer literate in… 

 Positive and responsible 

attitude 

 Self-motivated 

 Flexible, willing to learn new 

skills 

 Confident telephone manner 

 Stock control 

 Enthusiastic and motivated 

 Customer service skills 

 Working to deadlines and 

targets 

 Experience in retail and 

customer services 

 Extensive knowledge of 

Microsoft packages 

 Able to follow instructions 

and prioritise tasks 

 Till trained 

 Experience in stock rotation 

 Good team player 

 

 ACTION WORDS 

Accurate Confident Flexible Perceptive 

Adaptable Consistent Friendly Proficient 

Creative Hard-working Reliable Dedicated 

Successful Calm Efficient Imaginative 

Logical Skilled Keen Enthusiastic 

Competent Experienced Versatile Organised 

Willing Trustworthy Capable Resourceful 

Qualified Participated Achieved Productive 

Communicated Effective Improved Thorough 

 

 

 

 

You can describe yourself and strengths using the following:-‘ 

‘I am…’ 
 Skilled at..    Excellent at… 
 A skilful…    Able to… 
 Competent in …    Very good at.. 
 Familiar with…    Qualified to… 
 Extremely good at…   Talented at.. 

REFERENCES  
Two references required, one person who knows you personally (not a family member) and one who 
knows you from school, college or work.  Make sure you have their details (names and addresses 
and phone numbers) to hand when they are requested. Mark CV as References available on 
request. 
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 EXAMPLE CV 1 – Apply for employment straight from school 
 

 
 
 

 

 

 

 

  

 

 

Minnie Mouse 
22 Fairytale Lane, Crawley, West Sussex RH22 2AB 

Tel: 000-111-2222 Mob: 888-777-1234 
DOB: 5/10/91 

PERSONAL PROFILE 
I am a hard working reliable person with excellent time management skills as demonstrated by my 
paper round combined with school work.  I can communicate well with people at all levels.  I work well 
to deadlines and enjoy completing a task to the best of my ability.  

KEY SKILLS 
 Strong ICT skills including Word and Excel 
 Polite telephone manner 
 Flexible and keen to learn new skills 
 Able to work in a team or on my own 

EDUCATION 
Crawley Secondary School     2002 – 2007 
Achieved GCSEs in 
English (C)  ICT (C )    Science (D)   Maths (D)      French (E)      Art & Design (B) 

(No exams: I worked towards …. Although I did not sit my final exams I am confident of both my 
literacy and numeracy skills.)  

WORK/EMPLOYMENT EXPERIENCE 
ABC Newsagents, Crawley  2005 to date 
I have been doing a paper round every morning for my local newsagent. I continued with this 
throughout my GCSEs and have been commended for my good time keeping. 

Clare’s Hairdressing Salon, Crawley  July 2006 
I did one week’s work experience at this busy salon. 
Duties included: Reception, meeting and greeting clients, answering the telephone, booking 
appointments and keeping the salon clean and tidy 

ACHIEVEMENTS 
I completed Duke of Edinburgh Silver Award and also acted in several plays in school. I also played 
on the school football team. 

HOBBIES & INTERESTS 
In my spare time I enjoy keeping fit by swimming, running.  
I also took part in a marathon raising money. 
I am a keen supporter of Manchester United Football club and have travelled to local premier division 
games with my family. 
 

 

 

 

 

 

References available on request 
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EXAMPLE CV 2 – A Functional CV 
  

 

 

 

 

 

 

Susie Smith 
12 Best Avenue, Crawley, West Sussex, RH22 2CD 

Tel: 01293 556223 Mob:07701 234 5678 
DOB: 13/06/93 

Email:susie09@hotmail.co.uk 

Personal Profile 
I am a well organised and enthusiastic person with good communication skills.  I am 
adaptable, keen to learn new skills and enjoy seeing through a task to its completion. I thrive 
on hard work and really enjoy a challenge.  

Key Skills  
 Computer literate in Word & Excel 
 Excellent communication skills (written or verbal) 
 Strong numeracy and money handling skills 
 Reliable with good time management  
 Positive and responsible attitude 

Employment 
C Stores – 2007 to 2008 
Position: Retail Assistant 
Duties: Stock rotation, worked within an effective team, customer service 

McDonalds -  2005 to 2006 
Position: Counter assistant 
Duties: serving the public with food, health and safety,  

Education   
Crawley Secondary School    2003 - 2007 
I worked towards GCSEs in English, Maths and Science as well as doing one day a week at 
College on a Motor Vehicle course. Although I did not sit my final exams, I am confident of 
both my literacy and numeracy skills. 
 

 

 

 

 
 

Langley Green Nursery          2006  
I spent one week at work experience at this local nursery.  I worked alongside teachers 
helping get the children ready for lunch and play time as well as preparing their play area. 

Hobbies & Interests 
I love music and spend a lot of time listening to new bands and singers on the internet.  

Additional Information 
Volunteered while at school, Full driving licence 

References available on request 
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COVER LETTER AND TELEPHONING EMPLOYERS 

A cover letter is a document sent alongside your CV when applying for jobs.  It acts as an 

introduction to you and helps to sell your applications.  Cover letters should complement 

your CV not duplicate it.  Employers want to see something that is concise and to the point. 

Guidelines 

 Keep the letter on one side of A4 paper, type if possible, unless they ask for a 

handwritten letter. 

 Write to a named person, if you can. 

 BE POSITIVE. SELL YOURSELF AND YOUR SKILLS. 

 Keep a copy of the letter and follow up on any applications sent. 

 

First paragraph should include 

 Stating which job you are applying for,  where you saw/heard about the advert with 

any reference number quoted and when you are able to start. 

Second paragraph should include 

 Why are you suitable for the job? 

 Why you are interested in working for this company 

 What you can offer the company 

 List some skills you have relevant to the job 

Last paragraph should include 

 Now is the time to mention any dates you are available for interview and one you 

will be unavailable for. 

Telephoning Employers Guidelines 

 When replying to an advert by phone make sure you have read it carefully, know 

who to talk too and have your CV on hand with your information. This is your first 

contact with an employer so speak clearly and confidently. Be prepared to talk 

about yourself and your skills. 

 You may need to leave a message on an answer phone, remember to leave your 

correct details and phone numbers r. 

 If you have not heard from the employer after a week either call in or give them a 

ring. 

 If you are nervous about what you are going to say try preparing some notes to help 

you feel more relaxed. 
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 EXAMPLE COVERING LETTER 
 
 

 
 

 

 

 

 

 

 

 

 
 

 
 

 
 

 
 

Sarah Jones 
20 Meadow Close 

Summerville 
AB12 3CE 

Tel: 01234 56789 

25 January 2010 

Mr D Jenkins 
The Manager 
Fashion Frenzy 
Pilgrim Road 
Summerville 
AB10 2DF 

Dear Mr Jenkins 

REF: Sales Assistant 

I am writing to apply for the post of Sales Assistant advertised in the Summerville 
Times last Friday and have enclosed my CV as requested. 

I have previous experience of working in retail and have excellent customer service 
skills.  I would particularly like to work in your store as I always find the staff there are 
helpful and friendly. I have good customer service experience and I am enthusiastic 
and keen to learn and develop my skills. 

I think that working at Fashion Frenzy would be a great opportunity, as it would offer 
a chance to learn from more experienced staff. 

Thank you for your consideration of my application. I look forward to hearing from 
you to discuss the role further. 

Yours sincerely 
 (When writing to a named person or yours faithfully when using Dear 
Sir/Madam) 

(Sign your name here) 

Sarah Jones 



December 2017 Page 9 
 

 

 
 

JOB ADVERTS – UNDERSTANDING WHAT THEY MEAN? 

 
You could break down the job advert by asking yourself these questions? 

 What’s the main purpose of the job? What are the main tasks? 

 What knowledge, skills or experience do they want make sure your skills and 

experience in your CV relate to the job. 

  

Common words and phrases in job adverts: 
 
Dynamic  
 

 

 They are looking for someone who is confident with new tasks and projects.   
Team player - A good team player can fit into the company and work effectively to help a team 
achieve a goal. 

Customer focussed   

This means you should be able to put customers’ needs first and understand what makes 

them tick. 

Ability to communicate at all levels  
 You can communicate with people at all levels within the company, clients and customers alike. 
 
Abbreviations: 
 

 PA: short for ‘per annum, relates to your annual income 

 PW: short for ‘per week’, this means each week  

 OTE: short for ‘on target earnings’, this means that your take home pay will be part 

basic salary and part performance related pay. 

 Pro Rata: relates to annual salary where the job is part-time.  For example, if the 

wage is £10,000 for full time (say 40 hours a week) and you are working 20 hours,  

 then you will earn £5,000 in a year. 
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APPLICATIONS FORMS 

Application forms can be time consuming to complete but this guide hopes to make the process a 
little easier.   
The good thing about job application forms is that they tell you exactly what the employer wants. 
This can make it easier to match your skills to the job. 

Before you start:- 

 research  the  company and read through the form carefully.  Make sure you know what sort 
of things the role requires from you. 

 Get your information ready.  The employer will want to know about your skills, qualifications 
and experience.  If you already have a cv, you can use this to help you. 

 Practice, practice, practice! Complete as many dummy forms as you like, or type the answers 
into a word document first.  Make sure you have got it right before you fill in the final 
version and send. 

 Make sure you carefully read through any instructions that accompany the application form, 
they will tell you exactly how to complete the application and if ignored and the form is 
incorrectly completed your application may not be considered 

 Carefully check your application for spelling and grammar mistakes- it could be detrimental 
to your application if there are mistakes. 

 Make a note of any information you are asked for, you are likely to need to bring these if 
you are invited to attend an interview. 
 

 

 

b 

General guide for filling in the application form: 

 It is best to type the application rather than handwrite where possible. 

 The main rules are to follow the application instructions, present the information 

neatly and sell your skills and experience. 

 If you find you have to write handwrite the application ensure that it is completed in 

black ink and in BLOCK CAPITALS unless otherwise stated. 

 Make sure you carefully read through any instructions that accompany the application form, 

they will tell you exactly how to complete the application and if ignored and the form is 

incorrectly completed your application may not be considered. 

 Carefully check your application for spelling and grammar mistakes- it could be detrimental 

to your application if there are mistakes. 

 Make a note of any information you are asked for, you are likely to need to bring these if 

you are invited to attend an interview. 

 If storing your application online and coming back to it, keep a record of any 

usernames and passwords so that you can get back in. 

 Online forms can be more complicated than paper forms – follow the instructions 

carefully. Some employers will ask for a ‘personal statement’ 
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NTERVIEW TIPS 

PLAN YOUR INTERVIEW DAY: 

 Plan your journey,  print a map of how to get there. How long will the journey take? 

allow  plenty of time to arrive. Make sure you have and information you have been 

asked to bring to the interview 

 Choose the appropriate clothes to wear DON’T wear jeans and trainers, especially 

not to an office interview. 

 Have the firms contact phone number in case you are delayed and need to inform  

the company. 

 Use the internet to find out as much information about the company, this gives a 

good impression. 

 Introduce yourself with a good handshake. 

 Think carefully about the skills/work experience you have and how they might apply 

to this job, be prepared to give examples of good practice. 

 Shake hands, smile and thank the interviewer before you leave. 

 Have a confident manner and do not fidget, make eye contact with the interviewer. 

COMMON QUESTIONS YOU MAY BE ASKED BY THE EMPLOYER 

 What can you tell me about yourself? – Talk about yourself in summary and avoid 

rambling. 

 Can you list your strengths? – Don’t just give a list of focus on 2 or 3 key strengths 

and try to give examples to back them up. 

 Why should I consider hiring you? – Demonstrate how you best fit the requirements 

for the role. 

 Why do you want to work here?  This is your chance to show that you have 

researched  the company you are applying to work with. 

 What is your salary expectation? – Generally it is best to avoid any discussion 

regarding salary or benefits at interview.  However, if you are asked this question, try 

to give your answer in ranges rather than a specific figure  

 Is there anything you would like to ask  me? – This is a likely question you will be 

asked towards the end of the interview.  
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QUESTIONS TO ASK: 

 Are there any training opportunities available? 

 Can you tell me more about the day-to-day responsibilities of the job? 

 What is the typical career path for someone in this role 

 Is there a uniform or dress code? 

 What do you like best about working for this company? 

AFTER THE INTERVIEW: 

 The most important step you take to follow up after a job interview is to thank the 

employer for his time 

 Courtesy is remembered and goes a long way 

 Offered the job, are you sure you want it. 

 Can you commit to the role 

 Note down when they want you to start 

 Not successful, it might be an idea to ask for some feedback on why you were 

unsuccessful. 

 This does not mean you have failed – there may have been a more suitable 

candidate on the day. 

 

 

 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

 
Visit www.yourspacewestsussex.co.uk to find all information available for young people. 

BURGESS HILL 
Midsussex FindItOut 

 Park Centre 
 60 Park Road, Burgess Hill 

01444 243922 
Mid.SussexFIO@westsusse

x.gov.uk 

HORSHAM 
Youth hub@Horsham 
Hurst Road, Horsham, RH12 

2DN 
01403 213568 or 

07894809134 
Paula.lintott@westsussex.go

v.uk 

 

CRAWLEY 

Centenary House 
Woodfield road 

Crawley, West sussex,  
RH10 8GN 
01293 843327 or 

07894809134 
Alex.redford@westsussex.go
v.uk 

http://www.yourspacewestsussex.co.uk/
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