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So you want to create a CV and Covering Letter …





A CV is a vital document for job hunting.  It gives a clear summary of your education, work experience, knowledge and skills.  Many employers will ask you to send your CV when you apply for a job.  You can also send or hand it to employers (preferably the manager) who have not yet advertised a vacancy.





A CV can be the only way of trying to get an employer to notice you and to gain an interview.  For popular vacancies, an employer could receive 100+ CVs so try to make your CV as interesting and attractive as possible.  Don’t forget you are trying to sell yourself and present yourself in the best possible light.





Your CV should be:


well designed and presented


typed and printed on good quality paper


in an easy to read print size with a non-fussy font - we suggest Arial, size 11 


full of ’white space’ and bullet points – no long paragraphs


a maximum of two sides (generally, for school/college leavers, one side only)


written in the third person, eg. ‘a motivated person’ rather than  using  ‘I am’


targeted at the employer’s needs/job description





Employers are usually looking for particular skills or personal qualities such as good communication skills (with business clients and colleagues), organisational and computer skills, flexibility, teamwork and an ability to meet deadlines, use your own initiative and cope with pressure.  When answering adverts look for the skills needed and match your CV to them as far as possible.





Your CV needs to be written in positive but concise language – don’t waffle!





Listed overleaf are words that look impressive on a CV.  When writing your CV, try to use some of these words to describe your skills and experience.





Personal Details:  include your full name and contact details. Employers are not allowed to discriminate on the basis of age, gender, marital status or nationality so there is no need to put these details. However, in some cases being young can actually be a selling point with an employer so you can decide whether to include your date of birth or not.  Do NOT include a photo on your CV.





Skills:  include, for example, computer literacy, language fluency, office skills, first 


aid qualifications, full driving licence, etc. Always stress the positive.





Education & Qualifications:   list school/college/university attended with dates and qualifications (showing grades) gained. Use reverse chronological order, (most recent first).  If you haven’t been able to gain a qualification, indicate the courses and subjects you have studied.





Work Experience:  include full-time, temporary and part-time work, paid and voluntary.  For each job, include the name of the employer, dates, job-title and duties and responsibilities undertaken.  Work experience should also run in reverse chronological order).





Interests & Activities:  such as: travel, sport (teamwork), music, drama, clubs, societies, voluntary work. . Expand on interests; ‘reading’ is not enough – say what type of books you enjoy.  Try to show a range of activities including any unusual ones that demonstrate how you stretch yourself.  Indicate your level of achievement and positions of responsibility.  Highlight any initiatives you have taken.  Employers like applicants who can show evidence of team involvement or leadership.


References:  It is preferable to have two references but you do not need to put your referees’ contact details on your CV.  ‘References Available Upon Request’ is perfectly acceptable and usually preferable.  If you are in education, one reference should be from your school or college and the other could be an employer from your work experience, someone from an organisation you are connected with outside of education or a family friend.





If you are older and have not been in education for some time then, if at all possible, one reference should be connected to any employment you have had – either paid or unpaid.  Don’t forget to get permission from your referees to give their name and address. 





Other Tips: you should also include a statement (personal profile) about yourself at the top of the CV that outlines your career aims. 


Your CV should be targeted at the particular employer’s requirements. If you are applying for a variety of different jobs, you may need to draw up several CVs.  The example we have given is 


one suggested layout. Other layouts will depend on each person's 


skills, experience and the type of jobs they are applying for. 


 


If at all possible there should be no unexplained gaps of time.





Important points regarding layout are:





Avoid solid blocks of script such as long paragraphs


Have lots of space, using highlighting and bullet points to emphasise points and make sections stand out


Make it easy to follow


Put your best attributes near the beginning – try to get them noticed early on





People with a lot of similar work experience with different employers, may just want to list their jobs, the companies they have worked for and the dates, and then explain all their work achievements in one section entitled, for example, ‘Work Experience and Achievements’.  Alternatively, others may want to list all their work experience separately and list the duties as bullet points.





Before sending off your CV you should ask someone such as a teacher or careers adviser to check it for spelling, grammar and layout.  





When applying for a job with a CV, you should also include a covering letter, even if this is not asked for.  If you have received a job description, read it through carefully and target your letter at the job you are applying for. Be clear and concise.  Draw together the evidence as to why you are a suitable candidate for the job.





State the job you are applying for and any reference number


Do not repeat information given in your CV but refer to points in it for the employer to be aware of


Show that you understand what the job involves and indicate why you think you might be suitable. Do this by picking out some of the important requirements of the job and linking them to some of the skills, personal qualities and experience mentioned in your CV.


Say why you are a suitable candidate for the job and not what you hope to gain from the employer


if there are times when you really cannot be available for an interview, for instance because of exams, state this in the letter, giving times when you are available.





show your interest in, and enthusiasm for, the job 


and company you are applying for
































Language





Skills





Competition





What should you include?





Your covering letter





The letter should …





Layout





Action 


Words


analysed


completed


contributed


created


organised


demonstrated


designed


evaluated


set up


sold


worked 





Personal Qualities


adaptable


ambitious


analytical


conscientious


creative


efficient


enthusiastic


innovative


mature


reliable


responsible


self-motivated


versatile





Power 


Words


achieved


communicated


co-ordinated


delivered


determined


developed


established


experienced


identified


improved


initiated


introduced


investigated


learned


managed


motivated


negotiated


obtained


organised


participated


performed


planned


prepared


proposed


read


received


reorganised


sent 


supervised





 














Helpful Suggestions





Use a good email – not  one like


‘sexy@hotmail.com


Check that your voicemail  


message is acceptable





DOB:  This is optional





Add a short, positive statement about yourself, outlining your key attributes and career aim. 


An alternative  final sentence might  read ‘currently looking for part time work to support college studies’





List your key skills and attributes that fit in with the employer’s requirements.





You do not need anything on 


your CV except your contact


details and anything that shows


your ability to do the job 















































    Add your grades. 


If not yet known, use “predicted” 


grades.























Include any work experience you have gained – paid or voluntary – plus school/college work experience.



































Write a paragraph on your interests and expand where possible.








You can Include two referees but if you are giving your CV out to lots of different organisations, it is best to put:  











CAROLINE SMITH





1 Third  Road, Eastway	Telephone: 020 842 3557


London E22 3HH	Mobile: 07993 107458


Date of Birth: 12 June 1995	e-mail: caro@topmail.com       





A confident and reliable college student with office and retail work experience, who is flexible and keen to take on new challenges. Quick to learn  and able to use initiative to solve problems.     Currently looking for a first position in a legal environment.








SKILLS AND ABILITIES





Excellent communication skills (written and oral)


Numerate


Computer literate – knowledge of Microsoft Office, e-mail and internet


Ability to touch type


Well-organised – organised the school’s exchange trip to Brittany.


Able to balance study, part-time employment and social activities


Good  team member who  is also motivated and able to work alone








EDUCATION AND QUALIFICATIONS





Beadle Sixth Form College, Ferris Lane, London E20 3JT


BTEC Level 3  Diploma in Business (12 Units – equivalent to 2 A levels)	August  2013


Predicted Grade:  Merit/Distinction   			


					


Units taken include:


 Business Planning; People in Business; Financial Planning & Monitoring: Business Marketing Strategy; Managing Resources


						


GCE Advanced Level Law


Predicted Grade: B   (Achieved Grade C for AS Law June 2012)          		August 2013








Meadowsweet School, Tremlitt Road, Ilford IG3 2PG


GCSEs								August 2011


English Language	B	French 		C


English Literature	B	History		C


Business Studies	C	Mathematics  	B


Graphics		C	Religious Studies	C			Double Science	DD





	


WORK EXPERIENCE





Boots The Chemist, High Road, London E14 6NU 				Dec 2012 – Present


Part-time Sales Assistant						


Duties include:


Serving customers; contributing to the achievement of sales targets; using computerised till; organising stock; dealing with customer complaints





Powers’ Solicitors, High Holborn, London WC2  	


2-week Work Experience Placement 					Feb 2011


Duties included:


word-processing letters and legal documents; 


taking documents to court; filing, faxing; 


reception duties – greeting and referring customers, answering the telephones.








INTERESTS





Interested in legal issues - observed cases at the local Magistrates’ and the Crown Courts. 


Captain of the school netball team and keen swimmer


Committee member of student union. 


Reading biographies


Studied  enrichment courses in keyboarding and French at college. 








REFERENCES AVAILABLE UPON REQUEST








                                            YOUR LOCAL OFFICE IS:





 Streetbase Advice + Suite


                                                 Barking & Dagenham Foyer


                                         50 Wakering Road, Barking  IG11 8TE


                                                     Telephone: 020 8724 3372


Fax: 01708 737165











 














	


	1 Third Road


	Eastway


	London E22 3HH





Mrs E Bishop							13 May 2013


Human Resources Manager


Jarndyce Chambers


99-100 Cheapside


London WC2 1XN








Dear Mrs Bishop





Re: Trainee Barristers’ Clerk, Reference No: D5/S4/503





I wish to apply for the above position which was advertised in my local Careers Centre. I feel that I have the right combination of personal skills and qualities to succeed as a Barristers’ Clerk.





As you can see from my CV, I am studying advanced level courses, including A level Law in which 


I expect to achieve a grade B. The two weeks’ work experience I spent at Powers’ Solicitors gave me the opportunity to practise and develop my administrative skills in a legal environment. This was both interesting and enjoyable and confirmed my decision to enter a legal career. 





I am well-organised and conscientious and can communicate effectively, both orally and in writing. My part-time job in Boots has given me the skills and confidence to deal with a wide range of customers’ queries in an effective manner. I work well as part of a team. For example, at college, I have successfully contributed to a range of group projects associated with my BTEC Level 3 in Business.





If you think I may be a suitable candidate for this position, I look forward to hearing from you. I am available for interview at any time when I am not required for examinations. These are taking place between 24th May and 18th June. 





Yours sincerely











Caroline Smith





Enc


	











Hints & Suggestions





Try to find out and include the name, otherwise begin with Dear Sir/Madam.











Say which position you are applying for, as well as where and when you saw it advertised.








Emphasise your enthusiasm.











Outline skills you have which you know are needed.











If you start the letter with the name of the person, end with 'Yours sincerely'. If you don’t know the name, start with Dear Sir/Madam and end with


'Yours faithfully'.








This indicates an enclosure with your letter, ie your CV.















































SPECULATIVE  APPLICATIONS





The example letter above, is responding to an advertised vacancy.  You could consider making some speculative applications.  This is when a CV is sent to targeted companies with a covering letter enquiring about the possibility 


of a suitable vacancy.  It is advisable to telephone first to ask about vacancies, then send your CV if requested.





FURTHER GUIDANCE





Here we have only been able to outline the main points regarding CV’s.  There is a wealth of information available to refer to including books and leaflets in your school, college or local library as well as online websites such as: 





� HYPERLINK "http://www.alec.co.uk/cvtips" �www.alec.co.uk/cvtips�                           � HYPERLINK "http://www.kent.ac.uk/careers/cv.htm" �www.kent.ac.uk/careers/cv.htm�     � HYPERLINK "https://nationalcareersservice.direct.gov.uk/tools/cv/Pages/default.aspx" �https://nationalcareersservice.direct.gov.uk/tools/cv/Pages/default.aspx� 					August 2013


Please note: we do not accept responsibility for the content of external websites.














©		It is illegal to photocopy this leaflet.
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