Writing your CV (Curriculum Vitae) - Factsheet no 5
What is a CV? 

· Curriculum Vitae (CV) is a Latin phrase that means the story of your life. 

· A CV should be an easy to read summary of the important facts about your qualifications, skills and experience. 

· It is sometimes called a resume.

Why do a CV? 

· Some employers may ask you to send your CV when replying to a job advert. 

· You can use your CV to send with a speculative letter to let employers know that you are looking for work. 

Finding it difficult to get started or write your CV?

If you need some help and advice to write your CV don’t forget you can talk to your Connexions PA or call into your local Connexions Centre and we can fix up some help for you.

Some websites have software to help you write a CV and then save the result as a word document. See for example:
http://www.advice-resources.co.uk/Resources/advice_resources/cvbuilder.htm
This site has the facility to build your own CV online and store it by logging on to a secure site. You can also use the advice and standard templates on the site to give you more help.

You can also use the tips in this leaflet to help you.  It is a good idea to put your CV together using IT – a program such as Word, for example. 

Are there different ways you can write a CV?

Yes – styles of CV can and do vary but there are two main broad styles of CV. It is a good idea to decide which one would do you most justice. There are:

1. Traditional ‘in reverse date order’ style CVs - these outline all your personal details, education, and work experience in reverse date order so that you list the most recent education and work experience first.

2. Skills-based CVs – these use a personal skills section to allow you to highlight your skills ‘up-front’ before you list your education and work experience.  

Check out the examples on this factsheet:
Example of a Skills-based CV 
Katie Smith

17 Consett Way

Ross-on-Wye

Herefordshire HR12 9XX

Tel 0789 555666 (Mobile), 01432 11223344 (Home)

Ksmith122@hotmail.com
Date of Birth: 10.10.93
Personal Skills

·  excellent practical skills  -  I am good at working with metal and mending things

·  punctual and reliable – my school attendance and punctuality report is excellent

·  hard worker – I always try my best even at subjects I find difficult

·  good communicator – I am able to talk to people of all ages

·  keen to train and gain motor vehicle qualifications

Education

Wye Valley School 2005-2010
Predicted to achieve:

· Engineering (double award) GCSE grades C/D 

· Technology (resistant materials) GCSE grade C/D 

· Maths GCSE grade D/E

· English Language GCSE grade D/E

· Science. GCSE grade D/E

Achieved a British Red Cross Certificate in July 2009
Work and other relevant experience

·  June 2009 - in year 10 I did a two weeks work experience placement at Coopers Cars. I learnt about health and safety, kept the garage clean and tidy, and was given the opportunity to help a trained mechanic diagnose and repair a car with steering problems.

·  I am able to maintain and do some basic repairs on my scooter.

References

Mrs S Sahota


Mr Cooper

Head of Year 11


Coopers Cars

Wye Valley School


Watery Lane

Wye Lane



Ross-on-Wye

Ross-on-Wye


Herefordshire

HR11 NW



HR17 NZW

Tel: 01432 779992246

Tel: 01432 008800022
Traditional example of a CV
Philip Wicenzcki

7 Cathedral Walk, Hereford, HR2 2XY

Tel: 01432 5964 (Home) 07820 7962796 (Mobile)

E-mail:pwicenzski@coolmail.com

Date of Birth: 12th September 1991
EDUCATION


September 2008 - June 2010

Wye Sixth Form College, High Street, Hereford, HR1 2XY
A levels to be completed in 2010 with predicted grades: 

Business Studies (B/C), Chemistry (D/E), Maths (D/E).

A/S (June 2009) Biology (D), Business Studies (C), Chemistry (E), Maths (E).

September 2003 - June 2008

Severn High School, Park View, Hereford, HR2 2XY
GCSEs (June 2008)

Maths (A*), Double Science (A/A), Sociology (B), Business Studies (B), English Language (B), English Literature (C), History (E).

WORK EXPERIENCE


August 2009
The Elms Nursing Home, Wyecliffe Road, Hereford, HR2 2XY

3 weeks work experience at a nursing home for the elderly gave me an insight into nursing care work with the elderly. I particularly enjoyed helping to organise and manage a summer event for the residents.
April 2008 - present

Gaterose Supermarket, Railway Sidings, Hereford, HR2 2XY

Working Saturdays and school holidays, I have been responsible for serving customers, handling cash, keeping the shop and store areas clean, re-stocking fresh produce and collecting trolleys. 



OTHER SKILLS & INTERESTS


·  Driving – passed driving test in January 2010.
·  IT literate. Able to use the internet and a range of software programs such as Office and Excel.
·  Keen footballer. I support Hereford United and also play football with my friends.

·  Active member of the Wye Youth Club. I am involved in helping out at Friday night discos and at Junior Club football.

REFEREES

Mr R Brock, Principal

Wye Sixth Form College, High Street, Hereford HR1 2XY


Tel: 01432 7602. Email: Rbrock@wye.ac.uk


Mrs T Nicklen, Care Manager

The Elms Nursing Home, Wyecliffe Road, Hereford HR1 2XY 

Tel: 01432 8923. Email: Tnicklen@elms.co.uk
 

Using IT to write your CV
It is best to use IT to put your CV together and this will help you to avoid making some of the most common mistakes. But also make sure that you:

· read it through very carefully, or ask someone else to check it for you – you can’t rely on spellcheckers to spot all your mistakes

· save it on a regular basis, as a word document, when you are doing it and keep the final version saved on disc as well as hard drive

· print out several copies so you can keep one with your disc in a safe place

· use a simple clear font such as Arial. 

How to write a winning CV:  

· get it typed or word processed 

· check all the details, like spelling and postcode 

· keep it short - never longer than 2 sides of A4 

· make sure that it relates to the job that you are applying for 

· you don’t need to write CV or curriculum vitae at the top. 

CV Top 10 Tips

1. Get it word processed and spell checked. 

2. Print it out on good quality white A4 paper. 

3. Keep it brief – ideally one page and two as a maximum. 

4. Make it look good. 

5. Keep it positive – sell your good points and skills. 

6. Check all the details such as spelling, postcode and dates. 

7. If you haven’t done any work experience think about the personal skills you have that an employer would be interested in such as teamwork or communication skills. 

8. Keep it up to date.

9. Ask your referees for their permission. 

10. Always send a covering letter with your CV explaining why you are applying.
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