
CV Booklet



‘‘ ‘‘“The behaviour of 
students is outstanding. 
It is exemplary around 
the school. Student 
socialise well are 
courteous to each other 
and adults. 
They are proud to be 
part of this school”
Ofsted February 2015



Your CV is often the first impression that an 
employer has of you, remember they have 
never seen or heard of you and your first 
impression will count! It is essential that your 
CV represents you at your best – even down to 
grammar and layout; every element of your CV 
is critical.
Just as every job vacancy is different, your CV needs to be different and 
change with each application. It is not a good idea to stick to a ‘generic’ 
CV, you must tailor your CV for every employer – employers will recognise 
a ‘generic’ CV instantly; this gives the impression that you are not that 
bothered! Would you employ someone who couldn’t be bothered?
For this reason it is not advisable to use online CV wizards or online 
templates.
However, these can be a good STARTING point if you don’t already have a 
CV. 
It is important that once a wizard has been completed that you then take 
the time to tailor and make it your own! It is also important to note that 
many online CV wizards will ask you for permission to submit your CV to 
an online database. This decision is entirely up to you, however, once you 
have said yes it will be seen by potentially hundreds of employers – make 
sure you are happy with it and have made it your own before you give this 
permission!
This guide will support you with constructing and writing a CV which will be 
individual to you! However, it is always advisable to gather feedback from 
various sources before you send out a CV. Therefore, please do not hesitate 
to speak to a member of the Student Services team. The team is available 
to guide you through this process and provide constructive feedback so that 
you maximise your opportunities for progression. GOOD LUCK!



It is tempting to rush in and begin to figure out the layout, which 
fancy font you will use and enter your personal details! However, 
it is essential that your CV represents your very best, so begin 
with a quick evaluation of what you can offer an employer. If this 
is clear and coherent it will definitely show in your CV.
To start, create a detailed list of your experiences, skills, personal qualities and 
achievements. Think back to activities you have taken part in during your time at 
College – did you display leadership skills, if so how did these manifest themselves? 
What did you learn? Also take time to consider extracurricular activities you take part 
in outside of education and how these can be transferred.
Transferable skills are skills that can apply to any role, industry or environment. For 
example, common skills highlighted on CVs include, communication, team work, 
problem solving and working independently. It is easy to say ‘I have worked as part 
of a team’; however what will make you stand out is if you clearly evidence specific 
instances where this happened – remember to consider the situation, the task, what 
action you took and the eventual result.

Before you begin:

By using this 
STAR structure, 
you will be 
better placed 
to formulate 
examples in 
your writing:

S = SITUATION
T = TASK
A = ACTION
R = RESULTS

IDENTIFY YOUR SKILLS 
AND ABILITIES



As previously stated, employers will spot a ‘generic’ CV and will ultimately discard 
it! Employers are increasingly looking for highly motivated and conscientious 
employees. It is therefore essential that you can evidence these traits.
The first step is by tailoring your CV to the company.
Research the company, business or organisation. Try to understand their core 
business and look at previous job adverts/descriptions so that you have an idea 
of what they are looking for. This research is also important in allowing you to 
clearly explain why you want to work for them! (This is essential information which 
will be detailed in a covering letter – see additional sections of this guide for more 
information.)

A QUICK WORD ABOUT DESIGN
Whatever your layout it is important to ensure that there is enough ‘white space’ 
around your text to make sure that your key facts and statements stand out. 
Remember, your CV may be used or viewed in a variety of ways. If you are 
sending your CV electronically, remember that the reader may print, cut or copy 
your CV so that others can give an opinion. You can’t cover all eventualities but 
you can consider how size and definition might affect the impact of your CV

THINGS NOT 
TO INCLUDE 
ON A CV
For reasons like 
space, discretion and 
professionalism there are 
certain things that you 
should not include:

• Date of Birth/age

• Weight/health status

• Religion

•  National Insurance 
number

• Marital status/sexuality

• Nationality

• Passport number

• A photo

• Multiple phone numbers

DO YOUR RESEARCH 
BEFORE YOU APPLY



FORMAT & LAYOUT
•  Employers will skim read - make it easy 

for them to find the relevant information by 
using bullet points and a clear structure.

•  Research has shown that employers scan 
CVs so having your key information within 
the top half of the first page is crucial.

• For most purposes, stick to 2 sides of A4!

•  Summarise key information or information 
which is relevant to the position and/or 
organisation.

CREATING 
YOUR CV



PERSONAL DETAILS
•  Keep personal details to a minimum – name, phone number, address 

and email address.
•  Try and use a formal email address – lazygirl007@hotmail.com does not 
give a good impression!

•  Include social media links where appropriate – be careful employers will 
use this to screen your suitability! Various posts about nights out will not 
give a good impression!

PERSONAL PROFILE
•  Include four or five sentences summarising who you are, what you have 

to offer and what you’re looking for.
•  Focus on what you can do for/offer the employer, not what they can do 

for/offer you!

CONTENT
• Make it relevant – tailor your CV!
•  If you are applying for a specific vacancy ensure that you have addressed 

the job description/specification.
• Make it clear that you meet any criteria/ requirements.
•  Provide evidence, remember it is easy to state ‘I work as part fo a team’ – 

provide evidence, outcome, problems etc. (STAR).
• Avoid jargon, text speak and acronyms.
•  Write in the third person… REPLACE ‘I am a hard working student and 

I have recently completed my first year of an Equine Diploma...’ WITH 
‘A hard working student who has recently completed a first year Equine 
diploma’.

EDUCATION
• This must be listed in chronological order (most recent first)
•  Provide detail for the most current qualifications and summarise the 

oldest (e.g. summarise GCSE qualifications – 10 GCSEs grade C 
and above)

• State where qualifications were obtained – Kelvin Hall School etc.

EXPERIENCE
•  Ensure that you give examples of what you did and what skills you used 

or developed – rather than just lists e.g. operated till, handled cash, 
served customers (remember try and write in the third person)

• Provide dates and employer/organisation where you gained experience

INTERESTS
•  Ideally your interests should relate to the role you are applying for e.g. 

attending conferences etc.
•  When not directly related, you should look to write about how the activity 

demonstrates transferrable skills, and/or gives you a specific skill set, e.g. 
‘Interest: keeping fit: demonstrates commitment, energy, determination 
and goal setting.’

•Try to include activities and interest that are slightly different.

REFERENCES
•  Try to have two referees - one academic and one from 
previous employment.

• Always check with referees that it’s okay to include their details.

WHAT TO INCLUDE:



SHARING YOUR CV

Whether you are applying to an advertised 
position or submitting your CV speculatively 
(There are no known vacancies) it is important 
to remember:

WHEN APPLYING IN RESPONSE 
TO AN ADVERTISEMENT:
•  Remember to tailor your CV to meet the requirements for the advertised role.
•  If you do not have direct relevant work experience, provide examples of 

how you can demonstrate that you have the key skills required for the role.
•  Always, always attach your CV to a covering letter (see further sections).

WHEN SENDING YOUR CV ‘SPECULATIVELY:
(A speculative approach involves sending your CV and a covering letter to 
employers of interest even though they may not have any jobs. In order for 
this to be effective, you will need a careful and well researched approach.)

RESEARCH THE COMPANY/ ORGANISATION:
What service/goods do the company provide? What types of roles have 
been available in the past? What do they look for in potential employees? 
What skills do current employees possess? What are their values?
•  Use many different information resources – Facebook, LinkedIn, Blogs etc.
•  Always, always attach your CV to a covering letter (see further sections).
•  Make sure you have a named person whom you can send your CV and 

covering letter (see further sections) – this is always better than to ‘Whom 
it may concern’ or ‘Personnel’.

•  Look at job adverts for similar roles – these will give you an idea of what 
employers are looking for in a particular sector/role.

•  Once you have sent in your CV wait at least two weeks and then contact 
them – ask to speak to the person who you addressed your documents to. 



COVERING LETTERS

THINGS TO CONSIDER:
•  Remember your letter should 

be formal and set out in a formal 
manner (addresses in the right 
place on the paper etc.) and use 
correct grammar especially with 
‘Dear’… and ‘Yours Faithfully/
sincerely’ – access http://www.
bbc.co.uk/skillswise/topic/writing-
a-letter for further support with 
writing formal letters.

•  The letter should be short, well 
written and no more than one 
side of A4.

•  Keep your language free from 
slang and acronyms.

•  Generic letters imply that you 
couldn’t be bothered.

•  Try to find someone to whom 
the letter can be addressed.

•  Your letter should complement, 
rather than duplicate your CV 
– don’t simply copy and paste 
across parts of your CV. Instead 
draw the reader’s attention to 
key facts.

•  Ask for a second opinion. It 
can be easy to miss obvious 
mistakes, so ask a friend to 
have a look, or call into Student 
Services where a member of the 
team will be more than happy to 
review your documents.

•  Don’t send the same letter to 
more than one employer!

Covering letters are an aspect of job hunting with which many are unfamiliar. Cover 
letters are often overlooked – especially when ‘generic’ CVs are handed out like sweets, 
you by now realise that this is not a good approach to take! Writing a formal, courteous 
cover letter is a good opportunity for you to showcase your strengths, personality and 
crucially, the facts.

 This is the opportunity to make you stand out from the crowd.

As with your CV, every cover letter should be different and time should be taken to research vacancies, skills 
required etc.

However, the structure of any letter essentially stays the same:
• Introduction – why you are writing the letter.
•  Why you match a vacancy (or if writing speculatively: Why your skills will be suited to the employer) – 

why should you get the job (why they should offer you a job).
• Why you match the employer – Focus on why the employer is right for you.
•  Personal notes – highlight strengths you’d like the employer 

to know about.
•  Conclusion – Close with a polite and positive statement – 

how will you follow up the letter?(See Examples in further sections).



BASIC TEMPLATE 
FOR A COVER 
LETTER 



EMPLOYER ADDRESSBricknell Avenue
Hull
HU5 4QH
 
Dear NAME OF EMPLOYER

REGARDING: Opportunities for ‘Job Title’ or ‘Job Title’ as advertisedINTRODUCTION: Say why you are writing either a) in response to an advert (in which 
case say where and when you saw the vacancy ) or b) speculatively (in which case you 
say what kind of employment you are hoping for).
WHY YOU MATCH THE VACANCY: Say why you should get this job; what appeals 
about the post and why you are suitable. Draw attention to your main skills, qualities and/
or experiences that the job requires (do not just copy from your CV). Use examples as evidence of what you have to offer and highlight your strengths. Add ‘as highlighted in my 
attached CV’.

WHY YOU MATCH THE EMPLOYER: Focus on why you think the employer is right 
for you and identify key features that make the employer stand out from its competitors. Remember to focus on how you can fit in rather than the benefits you will receive (wages 
etc.).

PERSONAL NOTES: Use this section to add details of other strengths you’d like the 
em-ployer to know about. Or you might want to mention personal contacts you have within 
the company, maybe as a result of networking, work experience or social media.This paragraph should aim for a more personal touch and requires some consideration and research!

CONCLUSION: Close with a polite and positive statement, including how you intend to 
follow up your letter and application. This lets the employer know that you are proactive 
and happy to do some leg work. It is also nice to finish with a thank you statement e.g. ‘I would like to take this opportunity to thank you for your time and consideration. I look forward to hearing from you shortly’.
Yours sincerely (if you have addressed the letter to a named person), or Yours faithfully (if you addressed the letter to an unknown ‘Whom it may concern’).
Signature
YOUR NAME
Enclosed: CV

YOUR ADDRESS
Bricknell Avenue

Hull
HU5 4QH

Date: 27th June 2017




