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CV Checklist

Do:

• Be positive and bold

• Highlight your relevant skills and experience 

• Use evidence 

• Check spelling and grammar 

• Change your CV to match each job you apply for

Don’t:

• Lie 

• Use more than two pages 

• Include your date of birth

• Leave gaps in your school or work record 

Cover letter guidance

The top tip for any cover letter is to keep it to the point; ensuring it doesn’t put the 
reader off with too much detail and grabs their attention. Aim for roughly 200 to 250 
words, broken into short paragraphs with the focus on key information, such as:

• The job you’re applying for

• The documents you’re enclosing (your CV, 
application form, portfolio)

• Why you want to do the job, and work for 
the organisation specifically

• Why they should hire you: your skills and 
experience and what might separate you 
from other applicants

• Any achievements you are particularly proud 
of that demonstrate relevant or desirable 
skills and attributes

• When you can start
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I am a caring and patient person who has experience of 
supporting others. I have shown responsibility and time keeping 
skills while helping to care for a relative. I am able to respond to 
requests appropriately and in a sensitive way. I enjoy learning 
about behaviour and psychology and hope to study this post 16.

I am a proactive person with the 
commitment to achieve my goals. I 
successfully organised a local event for my 
music club, via social media. I have the 
ability to understand and use ICT/social 
media platforms. The event had over 100 
guests and I was congratulated in part for 
its’ success.  

Examples of personal profiles

Help to write your personal profile

My Interests My experiences / 

activities

My top skills

Positive words
Capable, Friendly, Enthusiastic, Calm and 
Relaxed, Reliable, Well Motivated and keen to 
learn, Self-motivated, Punctual, Honest and 
Trustworthy, Good team worker, 
Hardworking, Competent, Responsible, 
Organised, Committed, Adaptable

Sentence Starters

I enjoy

I improved

I was chosen to

I have experience of

I am good at

I want to

I learnt to

I am interested in

I was fascinated by

I passed

I raised money for

I learnt I am

CV Template


