Getting it right
– The CV

Getting it right – The CV
– Worksheet.
A CV (curriculum vitae, Latin for ‘course for
life’) is used to provide a brief account of your
education, qualifications, experience, qualities, and
skills.
This worksheet aims to help you put one together.
If you are aged 15/16, a one-page CV is often the right
size to promote yourself. You do need to think about
the layout and the quality of presentation, to use the
whole page efficiently, and make a good impression.
If you look at examples of CVs, they come in different
formats, but they typically include: your current
contact details; a personal profile and/or listed
strengths; any employment-based experience; where
you have been in education and what qualifications
you expect or have; your hobbies and interests; a
referee/references. Note: it’s okay to put predicted
GCSE/qualification grades until you get the results;
then update it.

The parts of the CV that usually hold people up are the
Referee, and working out your Profile/Strengths, so we’ll
deal with these here:
A referee is someone who has worked with you in
education, employment, or other capacity that can make
positive and supportive comments about you, if directly
contacted or in writing e.g. a member of school staff –
such as the Head of Year, is a common one; other
examples are part-time employer, football coach, Scout
Leader or youth worker. It helps if you have asked them in
advance and have current contact details listed for them.
Who will your referee(s) be?
………………………………………………….........................................................................…………
For a profile of strengths, skills (something you do well e.g.
drawing) or qualities (something you have that’s helpful
e.g. friendly):
You need to think about what you have to offer.
You should be able to provide examples of how or
when, you learnt or did this, e.g. I can work well in a
team and I learnt this from playing in the school
hockey team.
This evidence might not be given
on your CV but used if talking to
an employer.

The important thing is that your CV is real and
gives a sense of who you are.
e.g. it’s common to see ‘Good communication skills’ but
what does it really mean? You might be good at talking
to people you haven’t met before. Don’t include it if
you’re shy and don’t like talking to people; do include
the things you can do.
Start with a list of every possible good thing you can say
about yourself - the things you’re good at, proud of, have
often done well, want to do more of, or had compliments
for:
I am good at:
……………………………………………………………………………………………………………..........…………….
I learnt how to do this by:
…………………………………………………………………………………………………...............................……
I enjoy doing:
……………………………………………………………………………………………………………...........……………
I like doing this because:
……………………………………………………………………………………………….............................………..
Other people have said I have done well at:
……………………………………………………………………….............................................................….
They say this about me because:
………………………………………………………………………………………..........................................……

You all have something you’re good at, so
maybe if you’re thinking, ‘All I do is play
computer games’, well maybe this makes you
adaptable in new situations, because you can
think about how to solve problems?
Good luck with getting your best side down
on a CV.

