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Writing a CV (Curriculum Vitae) especially with limited work experience—
can feel daunting, but it's all about showcasing your skills, education, and
potential.

Remember to think about skills you have and how they are transferrable or
useful for the job you are applying for. If it is a creative role then you may
want to consider ways to make your CV stand out.

If a role asks for a cover letter that is where you can sell yourself more and
write about how you are a good candidate to consider for the role. Keep
the CV punchy, highlighting your skills and experience.

You could use something like Canva to create a CV.

Structure of aCV
1. Contact Information
At the top of the page:
e Full name
o Phone number

« Professional email (if you don't have a sensible email address make
one!)

« Optional: LinkedIn or portfolio website/social media etc
2. Personal Statement (Profile)

A short 3—4 line summary of who you are, your goals, and what you can
offer.

Example:

Motivated secondary school student with strong communication skills and
a passion for customer service. Seeking a part-time retail role where | can
gain experience and contribute positively to the team.
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3. Education
List your most recent education first.

Example:

Highfield Secondary School — GCSEs

Sept 2020 — June 2025

Subjects: English (4), Maths (5), Science (5), Geography (4), etc.

Optional: Mention achievements, awards, or clubs if relevant.
4. Work Experience (or Volunteering)

If you have formal work, list it. If not, include volunteering, internships, or
school roles (e.g., prefect, event organiser).

Example:
Volunteer - Community Library
Jan 2024 - March 2024

» Helped organize books and assist visitors
« Gained experience with customer service and time management
5. Skills

Tailor these to the job you're applying for. Think transferable skills (from
school, projects, clubs, etc.).

o Teamwork

o« Communication

« Time management

« Basic computer skills (Microsoft Office, Google Docs, etc.)
6. Interests & Hobbies
This helps show your personality and soft skills.
Example:

« Member of local football team (teamwork)
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« Passion for photography (creativity & attention to detail)
7.References
Either:

« Available on request
Or list 1-2 references (teachers, youth leaders, previous managers)

« Keepitone page if you have limited experience.
« Useaction verbs: ‘Organised,” "Led,” "Assisted,” "Created”

« Tailor your CV to each role—highlight relevant skills/experiences. The
format may change too depending on the role you are going for.

« Check for spelling and grammar carefully.



