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CV Workbook 
 

This workbook has been designed to help you create content that you can put into your CV.  A CV is the way that 

we ‘sell’ ourselves to employers.  Whether you are applying for a job at the weekends or an apprenticeship, you 

will need to be able to identify and articulate what it is that you have to offer a prospective employer.   

We are generally not very good at ‘selling ourselves’ so it is important that we learn how to do it.  This workbook 

takes you through the different sections you would need to include in a CV.  It is a document that you can keep 

and return to as and when you need to.    

Activity 1:  My qualities and skills 

A CV is your opportunity to ‘sell yourself’ to an employer.  Employers want to see that you are the right person for the 

job.  It is therefore essential that you are able to identify and articulate the skills and qualities you have that make you 

the person they are looking for.  This activity helps you to focus on what your skills and qualities are, and makes you 

think about what evidence you can provide to demonstrate that you have them.   

Activity 2:  Writing your Personal Profile 

Most people find it really difficult to ‘sell themselves’ but as the purpose of a CV is to do just that, it is a skill that we 

need to practice and develop.  Remember that a CV should be targeted for the job you are applying for so the skills, 

qualities and experience that you need to promote in this section should be relevant for the job you are applying for and 

relate to the job description.  Employers do not want to read a generic CV that lists skills and qualities that are not 

relevant for the job they are advertising.  They want to read what you have to offer them and why you would be the 

right person for their job.     

Activity 3:  Writing about Work Experience 

In this section you can include any paid, part-time, voluntary work or work experience.  Think carefully about anything 

you have done that you might not automatically identify as work.  It could be babysitting for siblings or cousins or 

cutting the grass for your neighbour or grandparents. 

Activity 4: Writing about your Interests 

In this section you can write about any extra-curricular activities that you take part in but make sure you focus on the 

skills and experience you have gained and how they are applicable to the world of work.  

Activity 5: Other Information 

There is a blank template at the back of this booklet where you can begin to fill in your details.  This is also available as a 

template on the school website which you can download and use to create your own CV.  Once you have your basic CV 

completed you can then tailor it for any job that you apply for. 

Activity 6 - Transferable skills that employers are looking for – which do you have? 

Have a look at the top transferable skills that employers are looking for and identify which you think you have. 

REMEMBER – ONCE YOU HAVE COMPLETED THIS WORKBOOK THERE IS A CV TEMPLATE ON THE SCHOOL 

WEBSITE FOR YOU TO DOWNLOAD AND COMPLETE. 



Activity 1: My qualities and skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Fill in your top six qualities in the circles above then try and write a sentence for 

each one.  What do you do, or have you done that demonstrates you have each 

quality?  If you think you have a different quality, it is fine to write about that. 

1. 

2. 

3. 

4. 

5. 

6. 
 

My 
Qualities 

EXAMPLAES OF QUALITIES 

Polite 

Punctual 

Patient 

Confident 

Practical 

Hardworking 

Honest 

Energetic 

Sociable 

Outgoing 

Observant 

Careful 

Responsible 

Logical 

Creative 

Enthusiastic 

Cooperative 

Dependable 

Genuine 

Enquiring 

Cautious 

Sensible 

Helpful 

Realistic 

Calm  

Assertive 

Accurate 

Curious 

Resilient 

Strong 

Funny 

Motivated 

Organised 

Adaptable 

Persuasive 



My 
Skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EXAMPLES OF SKILLS 

Follow Instructions 

Give Directions 

Write Neatly 

Use ICT 

Explain Ideas 

Speak to new people 

Use the telephone 

Count accurately 

Plan how to do tasks 

Organise others 

Word process 

Ask questions 

Solve problems 

Make decisions 

Work with others 

Get up on time 

Cope with emergencies 

Lead a group 

Complete tasks on time 

Think quickly 

Mend and fix things 

Work safely 

Help others 

Read and understand instructions 

Cooperate with others 

Manage money 

Speak another language 

Give advice 

Play an instrument 

Artistic 

Good at sport 

 

Fill in your top six skills in the circles above then try and write a sentence for each 

one.  What have you done that demonstrates each skill?  If you have a different skill 

it is fine to write about that.  Remember you need to provide evidence for each. 

1. 

2. 

3. 

4. 

5. 

6. 
 



Activity 2:  Writing your personal profile 

Your personal profile should be a few sentences about your skills, qualities and experience that makes an employer sit 

up and take notice.  When you are applying for a specific job this should be tailored to reflect the job requirements. 

Using the skills and qualities that you identified on the previous pages you need to come up with three or four 

sentences that provide a summary of the kind of person you are and why you would be right for the job.  Remember 

this is the first thing a prospective employer will be reading about you so it needs to be concise and punchy.   

Ten top words to make a good impression (don’t try to use them all!)                                                                  

Achievement, Active, Developed, Evidence, Experience, Impact, Individual, Involved, Planning, Transferable skills 

Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

These are action words that employers like to see in CVs.  Try using some of these to make you statement stand out. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Your Personal Profile should be short and punchy so you will need to provide evidence of all your other skills, qualities 

and experience within the Work Experience, Interests and Other Information sections of your CV.  

  



Activity 3 – Writing about work experience 

In this section you should include any work experience, paid or voluntary work that you have undertaken.  List the most 

recent or current first.  Make sure that you identify the transferable skills that you have developed that would be useful 

in the job you are applying for. 

FOR EXAMPLE –  

 Working at the café I was a reliable and responsible member of staff.  I always turned up for my shifts on time and was 

trusted to operate the till and cash up at the end of the day. 

This shows you are honest, reliable and have good time keeping. 

 Working as a volunteer at the animal rescue center I was required to communicate with the other volunteers to ensure that 

all the jobs were completed.  I suggested and implemented the idea of a jobs board in the staff room which helped 

everyone to keep track of the jobs that still needed to be done. 

This shows you are motivated, creative and able to communicate effectively. 

What work experience do you have? 

Make a list of any jobs you have had or have.  It could be a Saturday job, maybe you babysit for your younger siblings or 

cook meals or cut the grass for a grandparent.  Have you ever volunteered to help at a charity event?   

Next to each job write a list of the skills you have used and developed. 

Job / Work Experience / Volunteering  What skills, qualities or experience have you developed? 

 

 

 

 

 

 

 

 

 

 

 

 

If you do not have any work experience what could you do to change this?    

Do you or your parents know anyone who you could help out for a few days in the holiday?  Could you volunteer to help 

at a charity or charity event?  Could you offer to babysit or do some gardening for someone? 

There are lots of different ways you can get work experience and you should not under estimate how much employers 

like to see this on a CV.  

 

 

 



Activity 4 – Writing about your interests 

In this section you should include any interests or hobbies that you have - as long as it adds something to your CV.  You 

need to be explicit about the skills you have developed.  It could be playing sport, playing an instrument, ATC, Guides, 

Scouts etc…  These tend to provide opportunities for showing you are dedicated, committed, you have perseverance, 

work effectively as part of a team etc… 

FOR EXAMPLE - 

 I am motivated to learn new things and have recently undertaken an online coding course to further develop my IT skills.  I 

have completed the Python course and am now working on the Java course. 

This shows you are self-motivated, keen to learn new skills and have good IT skills.   

 I have played rugby for the last five years which has helped me to understand how a team works effectively.  I was awarded 

most improved played at the end of the last season and have recently started to coach the minis (Age 5-6). 

This shows you have committed to something and worked hard to improve your skills.  Volunteering shows you are 

willing to give up your time to benefit others and develop new skills. 

What interests or hobbies do you have? 

Make a list of anything you do as an afterschool club or out of school. 

If you do not have any interests or hobbies what could you do to change this? 

Think about the subject areas you are interested in.  If you are interested in computing there are loads of free courses 

online to develop your skills or learn new ones.  If you like performing arts or sport could you join amateur dramatics or 

sports club/team?  If you like writing what about setting up your own blog?   

There are always things that you can do that will give you something to write about on your CV.     

Interest/Hobby What skills have you developed as a result? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Activity 5 - Other Information 

In this section you should include anything else that you have not yet mentioned (as long as it is relevant). 

If you speak another language you can list that here – always a good skill to have whatever the job. 

Make a list of your computer skills in this section.  Are you familiar with Word, Excel, PowerPoint?  If you are a user of 

social media (depending on the job) it might be appropriate to mention that here. 

If you have achieved any awards or certificates, Duke of Edinburgh, First Aid etc… they can also go in here but say why 

they are relevant e.g. Taking part in the Duke of Edinburgh Award scheme helped me to work effectively as part of a 

team. 

Once you are old enough to drive and pass your test this would also go in this section! 

What other information would a potential employer like to know about you?  It should relate to your ability to do the 

job you are applying for.  

Skill/Award/Certificate How is it useful?  What did you learn?  What skills does it demonstrate? 

  

 

 

  

 

 

  

 

 

If you do not have any other information what can you do? 

It is not vital to include this section so if you genuinely don’t have anything to add at the moment then delete the 

section altogether. 

There will always be opportunities for you to gain new skills, participate on courses or join organisations, so be aware of 

the potential value of signing up for something new.  Everything that we do has the potential to help us develop the 

kind of transferable skills that employers are looking for, so if you want to give yourself the edge over other candidates 

step out of your comfort zone and give yourself something to put in your CV and talk about at interviews. 

In Year 11 you will have the opportunity to sign up for NCS (National Citizen Service).  This is a government subsidised 

program for young people that takes place once you have completed your exams.  It has been designed to give young 

people the experience and skills that they need to put on a CV.  It includes a residential stay and requires young people 

to work as part of a team to develop, organise and run a community action project in their local area.  If your CV is 

lacking some content this really is an excellent way to fill it www.ncsyes.co.uk     

 

 

 

http://www.ncsyes.co.uk/


 

Activity 6 – Top transferable skills that employers are looking for – which do you have? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Colour in the skills that you think you have. 

Outline the skills that you need to improve or develop. 

If you don’t currently have the skill, leave it blank.  Do you think it is a skill that might be useful? 

What could you do to develop the skills you currently need to improve or don’t have?  

Planning and 

Organisation 

Verbal 

Communication 

Team Work 

& Social Awareness 

Commercial 

Awareness 

 

Analysis & 

Investigation 

Drive & Determination 
Flexibility 

Time 

Management 

Written Communication 

Computer 

Skills 

 



CV Layout 

There is a CV template that you can download from the school website (sample on next 

page).  Once you have completed this workbook download the template and have a go 

and creating your CV.   

 

Key Points 

Read the job description carefully and tailor your CV to the job you are applying for (or type of job you are looking for).  

Information needs to be clear and concisely presented. 

Maximum length is two sides of A4 but don’t pad it out to fill space. 

Focus on your skills, qualities and experience but make sure you can back everything up at interview. 

 

Check List 

o Have you targeted your CV for the job you are applying for? 

o Is it in a consistent and readable format?  First impressions matter. 

o Does your CV emphasise your skills and achievements? 

o Don’t include irrelevant information  

o Get someone else to check your CV 

o Check your email address – ilovemcflysomuchiwanttomarrythem@hotmail.com would not be appropriate! 

o Check spelling and grammar! – 70% of CV’s are rejected due to spelling mistakes! 

o Make sure you have the correct telephone number! 

o Don’t lie – it’s easy to get caught out at the interview stage. 

o If you are attaching your CV as a file, make sure it has a sensible file name. 

 

LinkedIn 

It is becoming more common for job searches and job applications to be made completely online.  LinkedIn is a social 

media site for professionals.  As technology impacts on the job hunting process it is important that you keep up to date 

with changes and it may be worth you considering setting up a linked in profile – particularly if you have a specific 

career in mind.  There are groups that you can join and follow which will enable you to keep up with what is happening 

in that profession, to network with people within the profession and see job opportunities. 

https://www.linkedin.com/  

Barclays LifeSkills has quite a lot of information about using social media to look for jobs and how to manage your 

social media profile.  Please have a look at it for further advice. 

https://www.barclayslifeskills.com/  

 

 

mailto:ilovemcflysomuchiwanttomarrythem@hotmail.com
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Notes: 


