[image: image1.png]@ GetMyFirstdob

Where it all starts.






Full Name

Address

Phone Number
Email

Personal statement



Example: I am a smart, charismatic and enthusiastic team player with the desire to begin building my career. I am extremely driven, learn quickly and have excellent communication skills. I have proven my this while completing a National Citizen Service residency over the summer, where I showed enthusiasm and willing to give everything a go during this programme. The same approach would be taken into the workplace. I am also just a comfortable working on my own which I have presented through the completion of my GCSE art project, showing that I can cope well under pressure and perform to a deadline. I have also completed my Duke of Edinburgh Bronze Award which involved volunteering and embarking on a two day, one-night, expedition with my team, this further enhanced my ability to work well in a team and to learn, adapt, problem solve and take a challenge head on and succeed.

Key Skills 



Example:
· Proficiency in all areas of Microsoft Office, including Access, Excel, Word and PowerPoint

· Excellent communication skills, both written and verbal 

· Fully qualified first-aider 
· Organisation and time management

· Ability to work as part of a team or equally as well on my own


Education



	School or College
	Subject
	Qualification Type
	Qualification Achieved

	
	Maths
	GCSE
	C

	
	English
	GCSE
	A

	
	Science
	GCSE
	B

	
	…..
	…..
	…..

	
	…..
	…..
	…..

	
	…..
	…..
	…..

	
	…..
	…..
	…..


Additional qualifications: e.g.- B-Tech, NVQ etc. 

Employment or Work Experience History



Job Role, Company Name, Location

(Month 20XX – Present)

Achievements and responsibilities: 
· Responsibilities 1
· Responsibilities 1

· Responsibilities 1

· Responsibilities 1

· Responsibilities 1
Job Role, Company Name, Location
(Month 20XX – Month 20XX)
Achievements and responsibilities: 

· Responsibilities 1

· Responsibilities 1

· Responsibilities 1

· Responsibilities 1

· Responsibilities 1
Hobbies & Interests



Example: I am involved in a local amateur dramatics society, where I volunteer as a lighting and sound technician. I have been involved with this society for three years and very much enjoy being part of the team. More recently, I assumed the role of Stage Manager for a two-week production and relished the chance to take control of performances and react to a high-pressure environment. 


References



Name


Email Address

Contact Number

Relationship
1.
2.

�Complete your CV using the tips in this column to help guide you on what you should include in each section.  Once you have finished and are ready to save your CV for the final time, simply go to Review in your menu bar and then select each of the tips in this side column and then select delete to remove them.


�This should be a brief introduction, this will be the part an employer sees first and is the perfect opportunity to sell yourself





�List the skills that you feel you would bring to a company.  It can be general skills such as organisation and time management, through to more specialist skills that relate to the type of roles you are applying for.


�You may not have had a paid job yet, but if you have completed any volunteering or work experience for school or college make sure you include it. If you don’t have any examples simply delete this section.


�Focus on your interests and any extracurricular activities. Showing that you have been involved in other activities such as sport outside of school or college shows commitment and your willingness to learn more. Try to keep your interests relevant to the job you are applying for, don’t mention things like chilling with your mates and playing on the PlayStation (unless your applying for a game design Apprenticeship of course!) 


�In this section you would list a manager from you current or past employment if you have had a job.  It doesn’t matter whether it was a paid job or work experience. You can also include someone with authority such as a teacher, sports coach or a family friend who knows you well.
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