Handy tips for writing a CV

· Keep it short and to the point. Don’t bog people down with lots of waffle! One page is plenty to give an employer a good idea of yourself, your skills and your education.

· Make it relevant. Think about the job or placement for which you are applying.  What kind of skills are they looking for? Make sure that you highlight any talents or experience that you have that may be particularly relevant to the role.
· Include a Cover Letter. This is a good way to introduce yourself and make sure that the CV gets to the right person. Always try and find out the name of the correct person to send it to by contacting the establishment and finding out. 

· Make it clear. Is your CV easy to read? Using bold type, underlining headings and splitting the information into sections makes it much more user friendly.

Suggested Sections:

Personal details 

Name, date of birth, address, telephone number and email address.

Personal Profile

This is a chance to give a short introduction to yourself, to highlight some of your skills and to say what you would like to do in the future.

Education

This gives the employer information on what school or college you attend, the subjects that you are studying and to what level (eg. GCSE). If you have already gained any qualifications put down the grade that you achieved and the school that you attended, remembering to include attendance dates.

Skills and interests 

Employers like well-rounded people that have a good work/life balance and will want to hear about your interests and skills. Are you a member of a club, excellent at music or do you have a passion for dance? Have you gained certificates or awards in anything outside of school? Let them know!

Work Experience

Have you done any work experience, paid or voluntary, what did it involve and what skills have you learnt from it? It could be a part-time job, helping out at a club or youth group or on a project in or out of school. Highlight any experience that is particularly relevant to the role that you are applying for. 

References

Adding a referee shows that you have impressed someone else enough for them to recommend you. A referee could be a teacher, family friend, group leader or another adult that knows you well enough to comment on you, your skills and abilities. You should not use a relative as a referee as, although they know you personally, an employer will want to know about the impression you give to people outside of your family. 

Below are an example covering letter and CV to help you get started in writing yours.

Rebecca Collins

15 Sundown Rd,

 London, E3

Tel: 0208 1111111

email: rebek@me.com

Clare Bishop

Office Manger

Jesters Theatre Company

London

W1

14th November 2005

Dear Ms Bishop

Re: Work Experience Placement

I am writing to you in the hope of undertaking a two week work experience placement with your company, from 6th-17th March 2006. 

I am currently studying for my GCSE’s and I am an active member of my local youth theatre. I would like to find out more about how a theatre company is run, as my eventual aim is to work in theatre production. I am very motivated and hardworking and I feel that I would gain invaluable experience through this placement. 

I have enclosed my CV for your consideration.

Yours sincerely

Rebecca Collins

REBECCA COLLINS

D.O.B: 10/05/90

15 Sundown Rd, London, E3

Tel: 0208 1111111/ email: rebek@me.com
Personal Profile

I am a highly motivated, organised and committed individual with excellent timekeeping skills. I am very confident using I.T and am currently studying for my GCSEs.  I am hoping to study English, History and Drama at college and to pursue a career in the theatre.

Education

Sept 2000-present
Langley School


· Studying for 10 GCSEs including English, Maths, Drama and I.T

Skills and interests 

I enjoy swimming, drama, music and going to the cinema.  I am a member of my school swimming team and I have taken part in competitions against other schools. I am also a member of a youth theatre and group and I have performed at festivals and on stage. 

Work Experience

Whilst at school I have taken part in a summer sports scheme as a training assistant and youth mentor. This role included supporting other students, organising equipment and collecting lunch money each day.  I regularly babysit for two children aged 6 and 8 years old and I have also helped to organise a community music event at my school. The event raised £1000 to by new equipment for a youth music charity.

Other Achievements

· 4 swimming awards including silver for front crawl in East London Schools gala
· Choreographed a dance routine for school talent contest.
References

Mrs Towers

Head of Music

Langley School

London

E3

Dave Thornton

Youth Theatre Director

Xplicit Theatre 

London

E3

