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      _________________________ (YOUR NAME HERE) 

 

     Address:  

 

    Tel:  

 

    Email:  

 

   Social Media:  

 

 

 

Skill Example of how you have demonstrated this skill (this could be something you have 

done in school, during work experience or as a member of a club or society!) 

Skill 1: 

________________ 

 

Skill 2: 

________________ 
 

Skill 3: 

________________ 
 

Skill 4: 

________________ 
 

 

 

 Qualifications: Grades: Start: End: 

School/College 1: 

_______________ 

    

School/College 2: 

_______________ 

    

School/College 3: 

_______________ 

    

 

 

 

 

 

CV Template 

Skills Profile: 

Education and Training: 



 

 

 

 

 

 Location: Job Title: Start: End: 

Employer 1: 

_______________ 

    

Job Description (what you do/did):  

 

Key Duties/Achievements/Skills Developed: 

  

  

  

Employer 2: 

_______________ 

    

Job Description (what you do/did):  

 

Key Duties/Achievements/Skills Developed: 

  

  

  

Things that you have learned how to do that might be important for a particular job e.g. 

‘Full UK driving license’ or ‘Confident user of Microsoft Word/PowerPoint/Excel’ 

 

 

 

Anything else you have done that can show an employer your skills and what you are like as a person 

e.g. Duke of Edinburgh, being part of a club or society, volunteering etc. 

__________________________________________

__________________________________________

__________________________________________ 

Work Experience (paid/voluntary/school work exp): 

Additional Skills: 

Achievements and Extra-Curricular Interests: 

References: 

 (References are people who can confirm that what you have put on your CV is true e.g. an employer) 

References available on request. 

+ 
 + 
 

+ 
 + 
 



 

 
DO… 

Pages:  1 OR 2 (Maximum!) 

 

Font:  

Calibri  

Arial 

Tahoma 

Times New Roman 

 

Size: 11 / 12  

 

DON’T… 

Pages:  3 or more…they’ll get bored! 

 

Font:  

Algerian 
Blackadder ITC 


…they’ll give up trying to read it! 

 

Size: 14/16+ …waste of space! 
 

DO… 

Break things down! 

 Bullet points 

 Headings 

 List achievements  

 

Make it easy for someone to find the 

information you want them to see! 

 Put the best things about you on 

the top half of the first page 

 Match your skills and qualities to 

what’s on the job description 

 Short sentences with no 

unnecessarily complex language 

 ROFLMAO? – explain acronyms! 

 

What you did, not how great you are! 

S – SITUATION (job/school/hobby) 

T – TASK (what did you need to do?) 

A – ACTION (what did you do?) 

R – RESULT (what happened next?) 

 

 

 
DO… 

SPAG: 

Use spellcheck AND                                    

a friend/teacher/careers adviser to 

check for you – play it safe! 

 

Fresh Eyes:  

Give your CV to a few different people 

to check out – everyone has something 

different to offer! 

 

DON’T… 

Bunch everything together! 

Writing all your text in one block can 

make it really difficult to pick out the 

key points. Writing all your text in one 

block can make it really difficult to pick 

out the key points. Writing all your text 

in on block can make it really difficult 

to pick out the key points. 

 

Hide all the good bits away! 

Page 1 – “Here are some of my hobbies 

and what grades I got in school” 

 

Page 2 – “Here is why I would actually 

be good at doing the job” 

 

Mention anything negative! 

“I am not very good at getting up in the 

morning but I am trying to get better” 

“I’ll do anything except writing stuff” 

 

DON’T… 

Machine Gun CV: 

Each CV should be specific to the job 

you are applying for, so don’t just send 

it out to any job you see using job 

websites like Indeed, as this looks lazy! 

 

Press SEND too early: 

Check your CV 2 or 3 times before 

emailing or handing it to an employer!  


