
Full home address

Tel: home/mobile

Email: 

Full name

EDUCATION











I am currently …. 

Start year – present

The Sandon School Sixth Form
· Subject 1

Predicted Grade
X
· Subject 2

Predicted Grade
X

· Subject 3

Predicted Grade
X

Start year – E


The Sandon School 

· English Literature



X



    
· English Language



X
· Mathamatics




X
· Science




X



   
· Additional Subject 1



X


    
· Additional Subject 1



X



· Additional Subject 1



X
· Additional Subject 1



X




· Additional Subject 1



X




                

WORK EXPERIENCE










Employer






Town, Essex
Job title, Dates of employment (part time) 

· Duty summary 1
· Duty summary 2

· Duty summary 3

Employer






Town, Essex

Job title, Dates of employment (part time) 

· Duty summary 1

· Duty summary 2

· Duty summary 3

ADDITIONAL WORK EXPERIENCE









· Employers name – Job title and/or brief description

SKILLS











· Skill 1
· Skill 2

· Skill 3

· Skill 4

· Skill 5

EXTRA-CURRICULAR ACTIVITIES









Details here

REFERENCES










Name







Name


Position / Job title





Position / Job title
Address line 1






Address line 1

Address line 2






Address line 2

Address line 3






Address line 3

Essex







Essex
Postcode






Postcode
Contact details (phone or email)



Contact details (phone or email)


Further references available upon request

�The address where you would like them to contact you


�Best to include both a land line and mobile number


�Make sure your email address is professional, a silly email may put potential employers off


�This is your first name and surname, don’t worry about middle names. The lettering is big to it will be easy to find your CV in a large stack of applicants


�A sentence to explain what you are currently doing, e.g. I am currently in my final year of study at Beauchamps Sixth form


�E.g. 2015 - 2017


�List all subjects and the grade you have received or the predicted grade you expect to receive


��E.g. 2015 - 2017


�List all subjects and the grade you have received or the predicted grade you expect to receive


�Work experience means any work you have undertaken, it does not matter if it was paid or voluntary, fulltime or part time, temporary or permanent.


Use this section to list any work you have undertaken that is relevant to the job you are applying.  To begin with you may want to list all work in this section, but as years go on you may have to be more picky. 


�Give details of the job and employer


�Summarise some of the main duties you undertook as part of your role


�Use this section for any work you have done that may not relate to the job you are applying for. You can keeps details brief in this section. It just shows that you have had other jobs and are a hard working person. You may not need this section for a few years as you will have limited experience, it may all need to go in the section above.


�List a least 5 skills that are relevant for the role that you are applying for and briefly explain why you consider this to be a skill you developed. Remember to change these skills to suit each new role you apply for.


�This is a written paragraph, not bullet points, about what you get up to outside school/work. Similar to a personal statement.


Remember your potential colleagues will want to work with someone that they can get on with on a personal level as well as professional. So it important to fill this out well to should you have a bit of something about you.


�Give details for two people who you want to provide a reference. Make sure you have asked permission from these people in advance. Always best to remind them (i.e. ask if it skill ok to use them) each round of applications so they are not surprised by the reference requests.


Usually you would include an academic or professional referee and a personal one (i.e. someone who can vouch for how you work and another to describe what you are like as a person).


�Phone and email details are optional, but may speed up a reference request so best to include if possible


�Only use this if you are prepared to provide more references if required. It does show confidence in your abilities, but it is unlikely that you will ever be asked to produce more than two references. 






