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Aims of the session
 To help prepare you to enter the working world
 To discuss how language choices will affect your

employability
 To arm you with the knowledge to write/update your

CV
 To think about how to conduct yourself in an interview

What is a CV?
 CV Stands for Curriculum Vitae meaning ‘course of life’

 It includes facts about your life so far that will be of

interest to an employer or a college tutor
 You may need one when applying for jobs or

college/training courses/sixth form
 A CV should be used alongside an application

form or covering letter
HAVE A WATCH:
https://www.youtube.com/watch?v=37FuQ44xCSA&feature=youtu.be

Bin or keep?
 Bosses are very busy people and don’t have long to look at a CV

before deciding if it should be put forward for a job. So it’s important
their CV is properly formatted, contains the right information without
spelling or grammatical errors.

 In this game you play the boss and have to pick 4 correct CVs from a

total of 12 to put forward for a job.
 But they only have 20 seconds to decide if each CV should or
shouldn’t be put forward for interview.
 Before the timer runs out you, as a class, must decide if this is a good
CV or has errors in it by shouting out your answer.
 If you think it’s a good CV click the thumbs up button and if you think it
has mistakes in it click the thumbs down button.

https://interactive.barclayslifes
kills.com/module/play-theboss-teacher/

Purpose of a CV
A great
chance to
showcase
your skills
and
experience

To
demonstrate
that you
meet the
skills
required for
the course/
job

It can help
you get that
job or course
that you
want

Sell yourself!
 At some point when you are looking for a job, you







will have to describe yourself and what you can
do.
A lot of us are not very good at making the most
of what we have to offer - we see it as boasting.
Using the right word can make a big
difference
If you are good at something or
enjoy something then say so.
Don’t just be ‘ok’ or ‘alright’.
Complete page 3 and page 4 of
your booklet – 10 minutes max

ERRORS IN THE SAMPLE CV
 There are 10 errors/areas for improvement in the

CV on page 6 of your booklet.
 How many can you find?

ERRORS IN THE SAMPLE CV












Lower case 'L' in 'london'
Inappropriate email address for an application
Italics used for personal statement
Missing BTEC and GCSE grades
No date for mentoring, and no examples of how Alex used
his skills here or achieved anything of note
‘Achievemets’ is spelled incorrectly (correct spelling
‘achievements’)
No dates given for other accomplishments
No other skills are demonstrated, e.g. ICT
Interests are inappropriate and have not been used to
demonstrate skills or qualities (and should also be bullet
points)
No referees or note that they can be provided on request

What to include?
Personal Details
and Statement

Education and
Qualifications
Work
Experience

• Name, Address, Telephone, Email
• Personal Statement – to convince the
reader to carry on reading! We’ll tackle
this later.

• Place in descending order (most recent
first)
• Include: Name and Place, Dates,
Qualifications and Grades.
• Mock or predicted grades will do until the
summer
• Paid or unpaid – all experience counts!
• Give a brief description of the role and
any responsibilities you held
• Relate any skills you have to your
experiences

Skills, Qualities
and
Achievements

Hobbies and
Interests

References

What you
shouldn’t include

• Your selling points
• Any achievements you are proud of
• Employers are interested in you as a
person too!
• Include details of any clubs you belong
to, or any hobbies that you have
• Two references are usually required
• They are their to back up what you have said
about yourself in your CV
• Ask your tutor, or head of house if they are
happy to provide a reference for you
• Do not ask a friend or family member

DOB, Religion, Sex, Marital Status, Disabilities,
Political affiliations.
WHY?

Layout and presentation
 CVs should be easy to read
 Keep it simple
 No more than 2 sides of A4
 Use a simple font like Arial 10pt – 12pt
 Use headings and bullet points to break up text
 Keep it consistent
 Avoid too much white space

 Place dates in descending order (most recent first)

Your Personal Statement
 This is there to grab the reader and make them carry on reading.

 Sum yourself up in 5 — 6 lines!
 For now refer to a career you are interested in or you can use one of the job

adverts I have as a handout. These are also on the following slides and contain
local real jobs and more generic examples.
 Use examples of your activities to demonstrate your skills, talents and qualities.
 EXAMPLE built from page 11 of your booklet:
Who are you? E.g. I am currently studying GCSEs at Wymondham High ....
What skills do you have? E.g. Practical and versatile, I enjoy seeing a task through from
start to
finish, ensuring a high standard of service.
How can you demonstrate these? Eg. As demonstrated by my project work in Resistant
Materials technology classes....
What are you looking for? E.g.I am looking for a permanent job as a electrical technician
with a company that offers good training, a high standard of service and excellent career
prospects.

Interviews – page 16
 Your CV has done it’s job and you have been invited for

interview. Well done!
 But what do you think people look for at interview? What
would you want to see if you were interviewing?
 What could go wrong?
 Have a chat about it and then watch this video:

Part 1 https://www.youtube.com/watch?v=s-T_RO7DlJc
Part 2 https://www.youtube.com/watch?v=tG-bxrCG0Nc

After looking through the next 4 slides, try to
come up with your Top Ten Tips for interviews

Preparing for an interview
 Find out as much as you can about the

job or course.
- Research on the internet
- Telephone chat
- Work shadowing
- Read the job description and person
specification carefully

 Decide how you will travel to interview

and plan journey
 Decide what you are going to wear –

look smart, clean and tidy!
 Check your C.V is up to date. Include

things that show your strengths. Make
sure you have read any covering letter
you have sent.

At the interview
Manners
 Be polite to everyone – first impressions count
 Arrive early – shows good organisation
 Smile and say ‘Good Morning/Good Afternoon’
 Switch off your mobile phone
 Don’t smoke, eat or chew gum

Body Language
 Make eye contact
 Listen carefully and if you don’t understand – ask!
 Be attentive and try not to fidget
 Sit up straight but relax
Answering questions
 Give full, complete answers – avoid yes and no.
 Give examples
 Be keen – enthusiasm is infectious!


Sound positive. End every answer on a positive note.

The Questions
 The impression you make during the interview with a possible

employer or tutor is very important
 You will usually be asked between 5 – 10 questions which you
should answer fully
 Don’t rush – take your time and make sure you have understood the
question
 Examples of questions you may be asked:
- What qualities do you have?
- What are your strengths and weaknesses?
- Why do you want to work here/do this course?
- What is your proudest achievement?
- Where do you see yourself in ten years time?
- What attracted you to this course/job?
Your turn! …
Spend a few minutes thinking about
possible questions you could ask at the
end of your interview.

After the interview
 You will usually hear by phone or letter if you have









got the job
If you are offered the job always make sure you
let the employer know that you will be taking it.
You will need to agree a start date.
If you didn’t get the job, don’t be too
downhearted. Treat it as a learning experience
to help you with the next interview.
Make a note of the questions you have been
asked. Think of better answers to any of which
didn’t go well or you didn’t expect.
Think about phoning the employer for feedback.
Many employers keep interview notes which
might help you with future job applications and
interviews.

What employers are looking for

Top CV mistakes!
Too long and cluttered

Unprofessional email
address e.g.
hotlad@myemail.com
Fancy fonts/Photos
Typos and
spelling
mistakes

Lies

