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What’s a CV?
A CV is a short document (usually maximum of 2 sides of A4) which summarises your skills, character, experience and achievements. 
Why do I need a CV?
Many employers will ask you to send in a copy of your CV should you wish to apply for a vacancy in their organisation. A CV is always a very good document for you to have even if you’re not yet looking for employment as it can act as a reminder of your skills, qualifications and achievements should you wish to apply for college or university.
What should I include on my CV?
· You should definitely have your contact details on your CV. Make sure to include your name, address, phone number and (sensible) Email address.
· A short paragraph introducing yourself and why you believe that you would be an ideal candidate for the job that you are applying for – we call this a personal statement.
· An employer might like to know what qualifications you have achieved or what subjects you’re currently studying so make sure that you include a section dedicated to your education
· Have you had any work experience, part time jobs etc.? If so why wouldn’t you include these on your CV? 
· If your CV is looking a little sparse why not have a section dedicated to your key skills and achievements? You might want to include any language or IT skills, any positions of responsibility that you’ve held at school, membership of any teams or societies, participation in the Duke of Edinburgh scheme etc.
· If an employer likes what they see on your CV it’s very likely that they will call you in for an interview. If the interview goes well they might like to contact a few people who know a little bit more about you before they offer you a position in their organisation. These people are your references so you could add their names and contact details on to your CV however it is perfectly acceptable to simply include a line stating “references available on request”.
What shouldn’t I include on my CV?
It’s against the law for an employer to treat someone less favourably than someone else because of a person’s age, gender or religion so these characteristics don’t need to be included on your CV. Remember the purpose of a CV is to win you the opportunity to meet an employer face to face. If there is something that you think that an employer should know about you, you can always mention it at the interview.
My CV doesn’t look too good, should I exaggerate my achievements to appear more attractive to an employer?
Most definitely not. If called to an interview it’s very likely that you will be quizzed about what you’ve written on your CV and it’s very likely that you’ll be caught out. If you think that your CV is a little sparse think about what activities you could be doing now to include on your CV further down the line. Join a club at school, participate in voluntary work or learn a new skill – these will all enhance your CV.
I get why I should have a CV and what to put in it, but don’t know how to lay out my CV
Take a look at:         https://barclayslifeskills.com/              https://nationalcareersservice.direct.gov.uk/
                                A Ahmed
1 High Street
Coventry CV1 1AA
a.ahmed@Hotmail.com
07123 456789
Personal Statement 
A highly motivated and hardworking individual, who has recently completed their GCSE’s receiving excellent grades in all subjects. Seeking an apprenticeship in the chemical industry to build upon a keen scientific interest and start a career as a Lab assistant.  Mechanically minded, with a methodical approach to working and an eagerness to learn and develop personal skills in a practical setting. Eventual career goal is to become a fully-qualified and experienced Lab assistant, with the longer-term aspiration of moving into a management role.  

Education                                                Coventry School                            September 2013 – June 2018
Subjects studied       grade			Subjects studied                                   grade
	English 	 8				        History			    7
	Maths		 8				        Geography		    9
	Physics		 9				        French			    8
	Chemistry         7                                                          Sociology		                 9
	Biology		 8				        Art			    8


Employment History
Volunteer food bank assistant 	Coventry food bank                    May 2017 – July 2017
Duties included
· Sorting stock
· Serving customers	
· Keeping the workplace clean and tidy

Key skills and achievements
Captain of school netball team 2013 – 2016
Duke of Edinburgh Bronze award 
Excellent attendance award 2013, 2014, 2015, 2016 and 2017
Fully proficient with Microsoft Office package

References
Excellent references available on request
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