
sample cv template

ABOUT ME 

If you are not sure what to say or how to start
then consider searching online for a few
example or use our workbook. Also consider
adding information relevant to the job
description or duties that you may be expected
to undertake-this makes it personal!

KEY SKILLS & QUALITIES LIST

Think about soft skills (essential or transferable
skills you need in most jobs) and hard skills
(skills you need specifically in certain jobs to do
that better or efficiently). Explore skills online
related with the field or subject you are
interested in or the course you are doing.

CONTACT DETAILS

Always have a phone number and email id
to contact you back. You can add address
as well.
Create a sensible & professional Email ID
please.
Social media accounts are optional.

OBJECTIVE 

Make it clear why you want this job.
Show that you are knowledgeable about
the requirements.
Show that you are knowledgeable about
the organisation.
Highlight the skills and experience you can
bring to the job.

EXPERIENCE 

This section can contain all your experiences
like: 

Part-time jobs 
Work experiences
Full-time jobs
Apprenticeships
Projects
Educational Trips
Competitions
Any experience where you have worked
on transferable skills both inside and
outside of school/college/work.

EDUCATION 

Make a list of all the qualifications you
have done including short term courses.
Find all your certificates including GCSEs
along with key dates to write this section
properly.

REFERENCES

You can ask your tutors, student advisors,
employers, mentors, etc.. to do reference for
you, but always ask before you put their
details down. 

Click here or ask
SEPOs to get

the step by step
CV workbook

Here is an example of what a CV should
look like and what you need to consider
for your own. Please use any of the
draft CV templates in Microsoft Word
to create a version of your own. If you
need a step by step guide you can use
the CV workbook or book an 1-1
appointment with SEPO team.

https://kencoll.sharepoint.com/:b:/r/sites/CareersandFutures/Shared%20Documents/General/KC%20CV%20workbook.pdf?csf=1&web=1&e=scSuU8
https://kencoll.sharepoint.com/:b:/r/sites/CareersandFutures/Shared%20Documents/General/KC%20CV%20workbook.pdf?csf=1&web=1&e=scSuU8

