CV’S
WHAT IS A CV?

CV is short for the Latin term ‘curriculum vitae’, which means ‘the story of your life’. It tells employers about your education, experience, skill’s and interests.

WHEN DO YOU USE A CV?

· Applying for advertised vacancies

· Making speculative applications 

· Completing application forms

· Telephoning employers

· Reminding yourself what you have to offer employers

WHAT IS IT FOR?

Your CV is your own personal advert that you can use to ‘sell’ your skills, qualities and experience to a potential employer. Use it to emphasise your strong points to make your application stand out. Your aim is to get the employer to interview you

FORMAT OF YOUR CV
· Typed – never hand-written, in a legible font such as Times New Roman or Arial with a 12point size.
· Keep it short – maximum of 2 sheets of A4 (if the information you have takes up more space than this, reduce it to include only the most relevant information) 

· Clear – a simple layout that is easy to read.
· Accurate – spelling mistakes are an absolute no-no!

· Truthful – do not lie about qualifications or exaggerate your experience – you’ll get found out!

WHAT ARE EMPLOYERS LOOKING FOR:
· Typically employers receive lots of CVs for each vacancy, so they will only spend about 20 seconds glancing through your CV.
· Employers use CVs to decide who to interview, so you need to stand out !
· If a CV doesn’t look right at first glance employers won’t bother reading it.
· Remember, the only information an employer has about you is what is on your CV.
ORGANISING INFORMATION ON YOUR CV
(PLEASE NOTE THIS IS A SAMPLE CV AND DOES NOT RELATE TO AN INDIVIDUAL PERSON)
	DAVID LANE

10 Shieldinch Terrace

Glasgow

G11 2AF

076382400121

davel@hotmail.co.uk 

PERSONAL PROFILE
I am a highly motivated and responsible individual in search of an opportunity to further my skills and knowledge within the construction industry. I am enthusiastic and quick to learn and can work well on my own initiative or as part of a team.

KEY SKILLS

· excellent communication skills

· able to relate to people at all levels

· good leadership skills
· competent in all IT packages
WORK EXPERIENCE

July 2008 – Mar 2009: Custom House UK-

Duties included painting and decorating, joinery and basic electrical work. Responsible for two trainees and the daily organisation of schedules and rotas.

Dec 2006 – July 2008: Drumchapel Sports Centre-

Responsible for the setting up and dismantling of sports equipment, assisting the manager, general maintenance and cleaning duties.
	PERSONAL DETAILS: Name, address (including post code), phone number and email address. You DO NOT need to declare your date of birth.
PERSONAL PROFILE: This is the most important part as you list your key skills and abilities are and how they match the job. You can also say what your career aim is.

KEY SKILLS: List in bullet fashion 4 – 8 key skills that you have that are most relevant to the job

WORK EXPERIENCE: Include all work experience no matter how brief and try to highlight the skills you learned whilst there.


	EDUCATION & TRAINING
Drumchapel High School        Aug 1988 – June 1992

Standard Grades:

English      3

Maths        4

History      3

Rosemount Lifelong Learning  August 2000 – June 2001

ECDL – European Computing Driving Licence

ADDITIONAL INFORMATION

I passed the CITB (Construction Industry Training Board) test, proving I have the skills and ability to make a worthwhile contribution within the building industry

First Aid Certificate

Full clean driving licence

HOBBIES/ INTERESTS
I enjoy playing football and keeping fit and play 5 a side football on Sunday evenings. I enjoy DIY and working with my hands and often help family and friends with household repairs.
REFERENCES

Mr Joe Bloggs                          Ms Jenny Brown
Construction Manager              Tutor

Custom House UK                    North Glasgow College

1 Atlantic Quay, Glasgow         Ayr Street, Glasgow

Tel: 0141 200 2000                  Tel: 0141 554 2000
	EDUCATION: The name of school/college attended and the dates you were there. List all qualifications gained. If you don’t have any qualifications, put ‘subjects studied’ rather than ‘standard grades’.
Include any other training you have completed, including online courses.
ADDITIONAL INFORMATION: List any other details that you wish to add such as:

· driving licence

· involvement in a project at work

· position of responsibility 

· any certificates e.g. first aid

HOBBIES: List hobbies and interests that would be useful for the job that interests you e.g. DIY (shows practical skills) Sport’s  (shows team work skills), volunteering or  caring (shows communication skills).

REFERENCES: You should always provide 2 referees, including your current/last or most recent employer.  The other can be someone who knows you on a personal basis, but NOT a friend of family member.  


THIS IS A SAMPLE CV AND DOES NOT RELATE TO ANY INDIVIDUAL PERSON
	DAVID LANE


10 Shieldinch Terrace

Glasgow

G11 2AF

076382400121

davidm@hotmail.co.uk

	Personal Profile


I am a highly motivated and responsible individual in search of an opportunity to start as an apprentice plumber after recently completing my fifth year at high school. I am quick to learn, adapt easily to new environments and enjoy working in a team. I have strong core skills in English, Mathematics and IT, and believe that the skills and qualities I have developed would be an asset to any employer.

	Education


Drumchapel High School       August 2003 – May 2008

Intermediate Level 1

Personal and Social Education    A

Maths                                        B

Standard Grades

Maths                                        2

English                                      2

History                                      3

Physical Education                     2

Biology                                      3

	Work Experience


April 2008: McLelland Plumbing Services

Duties included:

· Assisting staff

· Basic plumbing work

· Messages and deliveries

During my 2 weeks at McLelland Plumbing Services I learned valuable trade skills and was able to make a real contribution.

Dec 2006: Wilkie & Sons Ltd

Duties included:

· Deliveries

· Checking orders

During my 6 months on the milk run with Wilkie & Sons, punctuality and reliability were crucial in order to do my job successfully. I learned to work on my own initiative as well as part of a team.

	Additional Information


I have attended several courses with Rosemount Lifelong Learning learning vocational skills as well as core skills such as communication, numeracy and problem solving.

I captained my local 5-a-side football team and was responsible for organising games and venues.

I am currently learning to drive.

	Hobbies


I am keen footballer and play 5-a-side football on Sunday and Wednesday evenings. I am a member of my local Leisure Gym and enjoy weight training and working out.

	References


Mr John McClelland





Ms Jenny Brown
Director






Guidance Teacher

McClelland Plumbing Services



Drumchapel High School

220 South Street





Drumchapel

Glasgow






Glasgow

Telephone : 0141 582 0000



Telephone: 0141 585 0000

COVERING LETTERS
WHAT IS A COVERING LETTER?

A covering letter is a letter of introduction that explains to an employer what position you are applying for and why you are suitable for the post

WHEN DO YOU USE A COVERING LETTER?

· Applying for advertised vacancies

· Making speculative applications 

· Sending out CV’s
WHY ARE COVERING LETTERS IMPORTANT

The impact of the covering letter is crucial. It is your first point of contact with an employer and will determine whether an employer reads your CV.
COVERING LETTER TOP TIPS

· Where possible, covering letters should be sent to a named person within the company. Phone the company to find out if necessary.
· Begin by stating the job you are applying for, reference number and where you saw the advert. For speculative applications you should indicate the type of opening you are looking for.
· State why you want the job and why you are attracted to the company or organisation.
· Draw attention to points in your CV that are particularly relevant. Tell them what you can offer the company.
· The overall aim is to show a confident, business-like approach to the company in a positive and polite style.
· Ensure that the layout looks balanced. Don’t have all the text squashed up at the top of the page with the bottom half blank

· Your letter should be no more than 1 side of A4 typed text such as Times New Roman or Arial with a 12 point size.
· Check spelling! Check spelling! Check spelling!

THIS IS A SAMPLE COVER LETTER AND DOES NOT RELATE TO ANY INDIVIDUAL PERSON
10 Shieldinch Terrace

Glasgow

G11 2AF












Telephone: 07000 800000

Mr James Douglas

General Manager

Douglas Plumbing 

41 Coates Road

Glasgow G12 0GL

24.01.19

Dear Mr Douglas

I would like to apply for the position of apprentice plumber ref number J7/002 as advertised in my local Jobs & Business Glasgow office.
I have always wanted to work in the plumbing industry, and very much enjoyed my voluntary work placement with McLelland Plumbing Services which allowed me to find out more about the role of apprentice plumber.

I am a good team player and a quick learner and am confident I could make a real contribution to your company.

I have enclosed my CV for your consideration and look forward to hearing from you in the near future.

Yours sincerely

David Lane
THIS IS A SAMPLE COVER LETTER AND DOES NOT RELATE TO ANY INDIVIDUAL PERSON
153 Woodward Ave

Glasgow G14 7KI

Telephone: 0141 762 0000

Allsports Ltd

45 Waterloo Street

Glasgow

G4 6JW

24.01.19
Dear Sir/Madam

I am currently looking for opportunities to make use of my experience of working in a sports retail outlet and would be extremely interested in any potential vacancies that might arise. 

 I have recently attended training courses with Glasgow West Regeneration Agency and completed a learning bytes qualification in retail that included a two-week placement with JJB Sports. This work included: taking inventories, organising stock and assisting customers. 

Full details of my skills and experience are contained in my CV, which I have enclosed for you consideration.

Yours faithfully

John Thomson

