CV writing tips

For students with work experience

1. Start with a strong personal statement
- Summarise who you are, your career goals, and what makes you a great candidate.

- Example: “Motivated student with part-time retail experience, seeking an apprenticeship in
business administration to build on my customer service and organisational skills.”

2. Highlight your work experience

- List jobs in reverse chronological order.

- Include job title, employer, dates, and key responsibilities.

- Use bullet points and action verbs (e.g. “Assisted customers”, “
3. Showcase transferable skills

- Communication, teamwork, time management, problem-solving.

- Use real examples from your job to demonstrate these.

4. Include education and qualifications

- List your school, subjects studied and predicted/achieved grades.

- Mention any relevant coursework or projects.

5. Add extra sections

-Volunteering, achievements, hobbies, or interests that show initiative or responsibility.

Managed stock”).

For students without work experience

1. Focus on your personal statement

- Emphasise your enthusiasm, strengths, and career goals.

- Example: “Hardworking and reliable student with strong organisational skills, looking to start
a career in engineering through an apprenticeship.”

2. Use school and extracurricular activities

- Highlight roles like prefect, sports captain, or club member.

- Mention responsibilities and what you learned.

3. Demonstrate transferable skills

- Use examples from schoolwork, group projects, or hobbies.

- Example: “Organised a charity bake sale, managing planning and budgeting.”

4. Include education and achievements

- List subjects and grades.

- Mention awards, competitions, or certificates (e.g. Duke of Edinburgh, STEM challenges).
5. Add a skills section

- IT skills, languages, communication, teamwork.

- Be honest and specific.

General CV tips

- Keep it to 1-2 pages.

- Use a clear layout and professional font.

- Proofread for spelling and grammar. t %
- Save as a PDF before sending. gen d

- Use a professional file name (e.g. FirstnameSurname_CV.pdf) enabling futures
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Example CV - John Smith
Email: johnsmith@example.com | Phone: 07123 456789 | Location: Manchester

Personal Statement:
Motivated GCSE student with strong teamwork and communication skills, seeking a part-
time retail role to gain experience and develop customer service abilities.

Education:
Manchester High School
GCSEs (Predicted): English (6), Math’s (5), Science (6), History (6), ICT (5)

Skills:

+ Communication

* Teamwork

« Basic IT (Word, Excel)
* Problem-solving

Work Experience:
Volunteer - Local Charity Shop (June 2024 - Aug 2024)
Assisted customers, handled stock, and worked as part of a team.

Hobbies & Interests:
Football (team player), Gaming (strategic thinking), Music (creativity)



Template 1: Part-Time Job

Structure:

Who you are (student, age, school year)

Key strengths (skills or qualities)

What you want (type of role and why)

Example: "| am a Year 11 student currently completing my GCSEs, with
strong communication and teamwork skills. | am looking for a part-time
retail role to gain customer service experience and develop confidence

in a professional setting.”

Template 2: Apprenticeship
Structure:

Your interest in the field
Relevant skills or experience
Your goal for the apprenticeship
Example: "I’'m enthusiastic about building and construction and eager to
develop practical skills in the trade. | enjoy working with my hands and
learning new techniques, and I’'m looking for a Bricklaying apprenticeship
where | can gain hands-on experience and contribute to real project.”

Template 3: Volunteering

Structure:

Your motivation for volunteering

Personal qualities

What you hope to gain

Example: "l enjoy helping others and working as part of a team. | am
reliable, enthusiastic, and eager to learn new skills. | am looking for a
volunteering role where | can make a positive impact and gain
experience."
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