
CV Workshop





You will learn:

 What is a CV
 How to structure a CV
 How to write your own CV



Employers may only spend 30 
seconds skimming a CV and 
decide whether they want to 
interview you!



Think carefully about 
what you

could include on your 
CV in these areas

Education

Volunteer
work

Caring 
responsibilities

Work 
experience

Skills

Personal 
Qualities

Achievements

Interests



There are 3 main types of CV

These are:

• Chronological

• Functional (or skills CV)

• Combined

To decide on which CV style is right for you, it’s 
important to understand the differences between 
them. Which format you choose will depend on your 
circumstances. Let’s break it down to help you 
decide.



Chronological This is the most common type 
and the one that employers 
are most used to. It consists of  
a profile, then lists your 
education, work history, 
detailing responsibilities and 
achievements for each role.

Who should use this type of CV?

• If you have had quite a few 
different kinds of jobs (part-
time or full-time) and/or 
voluntary roles, then you will 
have enough material to make 
a compelling CV

• If you have a lot of skills and 
achievements, then this is the 
best style for you

• If you have worked in the same 
kind of work sector for a while 
and you want to carry on doing 
so.





Functional This type is skills based. The 
layout consists of a profile, 
education, a selection of your 
skills with explanations of how 
they are you have or do use 
them and then a list of any jobs 
and/or voluntary roles without 
any duties mentioned.

Who should use this type of CV?

• If you haven’t got much 
experience in the type of job you 
want to apply for, this type can 
help an employer to see the 
transferable skills you have , 
without focussing too much on 
your experience.

• If you have had a lot of jobs that 
have asked you to use the same 
skills, this type will reduce too 
much repetition in your CV

• This is a good type of CV for 
people who have a lot of gaps in 
their work history





Combined • This type is a mixture of both 
functional and chronological. 
It is becoming more popular. 
It consists of a profile, brief 
skills section (either in a list 
or in a matrix format ) and 
then a work history detailing 
responsibilities and 
achievements for each role.

• Who should use it?

• If you have work experience and or 
education where you have developed 
particular skills, then a combined CV 
with a matrix will work well for you. It 
highlights skills without highlighting 
repetition in your work experience if a 
lot of that has been similar e.g
working in a shop

• This type is good for people with a 
varied job/career without any long 
breaks/.It’s a good way to show 
transferable skills without tying you 
into a specific sector of employment 
so can be suitable for sending off to 
different kinds of employers.





If you haven’t got much work 
experience try to think broad 
about the experience, 
achievements, skills and 
qualities that you have to offer. 
Think about how you can sell 
‘YOU’



‘Choose a job you love, 
and you will never have 
to work a day in your 
life’

Steve Jobs



What to include…

 The role you are applying for

 How your skills match the person specification

 Why you are a suitable candidate

 Relevant experience

 Where you saw the job advertised



Tips to 
remember 
about skills

Each person will have different skills they can mention in a 
CV but the following are good ones to include:

• Self-management (including time-keeping)

• Teamwork and leadership.

• Problem-solving.

• Communication skills.

• Commercial awareness (Research the industry/you are 
interested in)

• Customer care.

• Academic and extra-curricular achievements.

• IT skills.

• If you have moved away from home, then independence 
and budgeting skills

Click to add text



Tips to 
remember 
about work 
history

This section may be where you have to get creative. You must never lie 
on a CV. The thing to do is think about all of your experience, including 
that which has been unpaid if you haven’t had much work experience. 
Include any of the following if they apply to you. Remember to 
briefly outline your responsibilities for each role:

• Any voluntary work

• Saturday jobs

• Summer jobs

• Part- time or full - time jobs including baby sitting

• Caring responsibilities for siblings, disabled or sick family members

• Fundraising activities that you have organised

• Community events you have helped to organise or assist with



Can I use the same CV for every job I 
want to apply for?

• You could but it’s not be a sensible thing to do unless all the 
jobs you apply for have very similar job descriptions

• It’s better to gear a CV to each job you apply for. You might 
need to tweak it so that you can put more emphasis on certain 
things than others

• Read the Job Description and Person Specification which 
accompany the advertisement for the job and make sure your 
CV and covering letter reflects what they are looked for as 
much as you can



Does every 
advertised job 
require a CV 
and covering 
letter?

• Never send a CV if the advertisement says not to

• For some jobs the employer wants you to fill out 
an application form and they don’t accept CV’s. 
The application form usually has a section at the 
end where you can write about how you fit their 
Person Specification and why you think you 
would be the right person for the job.

• If there is an opportunity to include a covering 
letter with your CV then always do so. It is 
another opportunity to sell what you have to 
offer to an employer

• Some job sites just ask you to upload a CV or 
complete their own online CV template



 Include your primary school

 Waffle

 Send a CV without a covering letter

 Have an unprofessional email address

 List skills without providing evidence/examples

 Have more than 2 pages

Don’t…



 Use a clear font and a bolder/larger font to highlight 

your name and headings

 Use bullet points to make the CV easier to read

 Highlight your skills and achievements

 Have a sensible email address

 Target your CV towards the job you’re applying for

 Give relevant dates e.g. with employment history

 Check spelling and grammar

Do…



Why not start 
creating your 
own CV ?

There are lots of websites where you can 
download CV or link to a CV creator. Here 
are a few to try:

https://www.studentjob.co.uk/

https://www.myperfectcv.co.uk/

https://www.livecareer.co.uk

https://www.studentjob.co.uk/
https://www.myperfectcv.co.uk/https:/
https://www.myperfectcv.co.uk/https:/
http://www.livecareer.co.uk/


Level Up During Lockdown!
To be in with the chance of winning 
£50 of Amazon vouchers complete the form here!

https://forms.office.com/Pages/ResponsePage.aspx?id=qEcINvP95k23yEVyyRxbgVnorERx1CdMjAFl2UmmKYNUQU5QMjRYN1Y5SEs2Mjc5MEU4RlE1R0JZMC4u

