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TOPS TIPS FOR WRITING A GOOD CV 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 

 

 

One size doesn’t fit all! 

Covering letters 

DO √ 
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DON’T x  

Further guidance 

 

 
 

 

• 

• 

•  
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https://www.lloydsbankacademy.co.uk/lesson/creating-a-memorable-cv/
https://www.prospects.ac.uk/careers-advice/applying-for-jobs/write-a-successful-job-application
https://barclayslifeskills.com/educators/adult-learning/modules/cv-skills-1-showing-your-best-you/
https://barclayslifeskills.com/educators/adult-learning/modules/cv-skills-2-tailoring-applications-to-roles
https://barclayslifeskills.com/educators/adult-learning/modules/what-to-include-in-a-cover-letter
https://barclayslifeskills.com/educators/adult-learning/modules/filling-out-application-forms-confidently
https://barclayslifeskills.com/changing-worklife/the-future-of-work/importance-of-a-good-cv-and-cover-letter-in-2020/


 

CV TEMPLATE 

Full Name 

Address, Phone Number 

Email, LinkedIn (make sure they are hyperlinked) 

PERSONAL STATEMENT 

KEY SKILLS 

EMPLOYMENT HISTORY 

Deputy Manager, Company Name, Location 

 • 

• 

• 

• 
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• 

• 

• 

Team Leader, Company Name, Location 

 • 

• 

• 

• 

• 

• 

• 

 

Retail Assistant, Company Name, Location 

 • 

• 

• 

• 

• 

EDUCATION 

College/School Name 

A-levels: 

. 

School Name 
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HOBBIES & VOLUNTEERING 

References are available upon request. 
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WRITING A COVER LETTER 

What to include 

1. First paragraph: The job 

2. Second paragraph: Your experience and qualifications relevant to the job 

3. Third paragraph: You, your skills, and qualities relevant to the job 

4. Fourth Paragraph: Why you want this job 

12 Quick Tips to Remember 

• 

• 

• 

• 

• 

• 
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 • 

• 

• 

• 

• 

 

 

 

 

Example cover letter: Customer Service 
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Further guidance 

● 

● 

● 

● 
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https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/cover-letters/sample-cover-letter
https://resumegenius.com/cover-letter-examples
https://www.reed.co.uk/career-advice/free-cover-letter-template/


 

INTERVIEWS 

Preparing for an interview 

Before your interview: 

 • 

• 

• 

• 

• 

• 

•  

1. Tell us about yourself 

2. What would you say were your main strengths? 

3. What are your weaknesses or what areas do you think you have to work on? 
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https://www2.deloitte.com/uk/en/pages/careers/articles/final-stage-assessment.html
https://www2.deloitte.com/uk/en/pages/careers/articles/final-stage-assessment.html
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2Ffocus-on-your-strengths&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184214257&sdata=G%2FAwa5EJlKoGUgmlW667wedTLlkgbpLm9qbYudTyVUk%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2Ffocus-on-your-strengths&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184214257&sdata=G%2FAwa5EJlKoGUgmlW667wedTLlkgbpLm9qbYudTyVUk%3D&reserved=0
http://www.bitc.org.uk/


 

4. Tell me about a situation when you contributed as part of a team. 

5. Why do you want to work here / What attracts you to this position? 

6. Why should we employ / hire you? 

7. What are your goals? 

8. Tell us about a time when you had to deal with a difficult situation? 
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https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2FWhy-Do-You-Want-to-Work-Here&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184234161&sdata=UC5slvBgPBtUXUXNGZwCQkF1VpJfCJEC5zGVd%2FN1Ylw%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2FWhy-Do-You-Want-to-Work-Here&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184234161&sdata=UC5slvBgPBtUXUXNGZwCQkF1VpJfCJEC5zGVd%2FN1Ylw%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2FWhy-Should-We-Hire-You&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184224204&sdata=yMGrEG2gIwjBbMQktDS%2FnjpxL5FjjFg%2FQlJn0MJpUPM%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2FWhy-Should-We-Hire-You&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184224204&sdata=yMGrEG2gIwjBbMQktDS%2FnjpxL5FjjFg%2FQlJn0MJpUPM%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2Fwhat-are-your-long-term-goals&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184244119&sdata=v0lLbQHy%2Bz9vX78DehbDizaV465oMx6a3l6SHvgLkaw%3D&reserved=0


 

9. Why did you leave (or why are you leaving) your job? 

10. Can you explain your career 
break? 

11. When were you most satisfied in your job? 

12. What can you do for us that other candidates can’t? 

13. What are three positive things your last boss would say about you? 

14.Tell me about your experience / take me through your CV 
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https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2Fwhy-did-you-leave&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184244119&sdata=laECQ5KQfa%2FpDeEZ4dOdFOFmOzHvLBnN5lXGmDbyVJA%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2FInterview-Question-What-Motivates-You&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184244119&sdata=prBgBNcET17MdhntbH9WYdL1fiicuDstgo6GD1X%2Fyes%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2Fwhat-your-colleagues-say&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184254074&sdata=bksxnFWvUfWuxjM6E5xrgC9i6yC5IWz5LZwKVww5iGI%3D&reserved=0


 

15.What do you enjoy most about your work / what are you good at? 

Example: 

16. How do you deal with pressure at work? 

17. Do you have any questions for us? 

Examples would be: 

• 

• 

• 

• 

 

STAR Interview Technique 

 • 

• 

• 

• 

Situation and Task 

Business in the Community 
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Action you took 

Results achieved 
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https://barclayslifeskills.com/families/home-learning/preparing-for-different-kinds-of-interview/


 

Pre-Interview Checklist 
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Action Done 

Research the company/role 

• 

• 

 

For in-person interviews: 

• 

• 

For telephone or online interviews: 
• 

• 

• 

• 
• 

 

Check dress code/make sure you are well presented 

• 

• 
 

 

Take documents with you 

• 

 

Make sure you are familiar with your CV and have a copy to hand 

• 

• 
 

 

Prepare for some common interview Questions 
 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.monster.com%2Fcareer-advice%2Farticle%2Fwhat-are-your-long-term-goals&data=02%7C01%7CHilda.Dotsey%40bitc.org.uk%7Ccade10fd5340490f991408d8387d057d%7C4ab9e19f394842b6bbe5662540214c1a%7C0%7C0%7C637321457184244119&sdata=v0lLbQHy%2Bz9vX78DehbDizaV465oMx6a3l6SHvgLkaw%3D&reserved=0


 

Interview Dos and Don’ts 

Further guidance 

• 

• 

• 
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Do 
 

Don’t 
 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

● 

 

 

 

   

  

 

 

    

Have questions ready 
• 

• 

• 
 

 

Ensure you have contact details in case of any problems  
• 

 

https://www.lloydsbankacademy.co.uk/learn-for-life-video/find-and-secure-your-perfect-job/handling-interviews
https://www.lloydsbankacademy.co.uk/learn-for-life-video/learn-to-communicate-online/communicating-with-video
https://www.prospects.ac.uk/careers-advice/interview-tips/video-interview-tips


 

• 

• 

• 
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https://www.prospects.ac.uk/careers-advice/interview-tips/assessment-centres
https://barclayslifeskills.com/educators/lessons/using-the-virtual-interview-practice-tool/
https://barclayslifeskills.com/educators/adult-learning/modules/interview-skills-1-get-the-best-start/
https://barclayslifeskills.com/educators/adult-learning/modules/interview-skills-2-practical-answering-techniques/
https://barclayslifeskills.com/educators/adult-learning/modules/interview-skills-3-preparing-for-assessments/


 

SEARCHING AND APPLYING FOR JOBS 

Searching for jobs 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Applying for jobs 

• 

• 
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https://barclayslifeskills.com/educators/adult-learning/modules/finding-better-work-opportunities/
https://barclayslifeskills.com/educators/adult-learning/modules/building-your-career-network/
https://barclayslifeskills.com/changing-worklife/wellbeing/how-to-build-a-network/
https://www.gov.uk/jobsearch
https://gb.linkedin.com/
https://www.prospects.ac.uk/careers-advice/getting-a-job/recruitment-agencies
https://www.careersinconstruction.com/
https://www.prospects.ac.uk/careers-advice/getting-a-job/social-media-and-job-hunting
https://www.prospects.ac.uk/careers-advice/applying-for-jobs/how-to-write-a-speculative-job-application
https://www.getmyfirstjob.co.uk/
http://www.totaljobs.com/
http://www.reed.co.uk/
https://www.careerbuilder.co.uk/
https://uk.indeed.com/
https://www.job.com/
https://www.monster.co.uk/?WT.srch=1&WT.mc_n=olm_sk_srch_ggl_brd_pure_uk&gclsrc=aw.ds&&gclid=Cj0KCQjwyN-DBhCDARIsAFOELTkWGucbPHgn538mmGzlmUL0sA0h4-AUE2X30p7H56fXbZe7Ri2lkjcaAk8REALw_wcB
https://www.google.com/search?q=jobs%2Bnear%2Bme
https://www.linkup.com/
https://www.simplyhired.co.uk/
https://www.learnmyway.com/courses/job-hunting-online/?utm_source=lloyds&utm_medium=website&utm_campaign=academy
https://nationalcareers.service.gov.uk/careers-advice/application-forms
https://nationalcareers.service.gov.uk/careers-advice/application-forms
http://www.bitc.org.uk/


 

VOLUNTEERING, TRAINING, APPRENTICESHIPS AND SELF EMPLOYMENT 

Volunteering opportunities 

 • 

• 

• 

• 

• 

• 

 

 

Free training 

 • 

• 

• 
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https://nationalcareers.service.gov.uk/find-a-course
https://barclayslifeskills.com/changing-worklife/
https://www.lloydsbankacademy.co.uk/
http://www.bitc.org.uk/


 

Apprenticeships 

 • 

• 

Self-employment 

New Enterprise Allowance: start your own business 

 
• 

• 
 

Do you have a good idea for a business? 

Get started with NEA 

Business in the Community 
Page | 20 

      

   

 

https://www.prospects.ac.uk/jobs-and-work-experience/apprenticeships
https://www.gov.uk/become-apprentice
https://www.gov.uk/moving-from-benefits-to-work/starting-your-own-business
https://www.gov.uk/moving-from-benefits-to-work/starting-your-own-business
https://www.gov.uk/starting-up-a-business
https://www.gov.uk/government/collections/new-enterprise-allowance-campaign


 

INCREASING KNOWLEDGE OF THE JOB MARKET 

Labour Market Information 

UK wide/general 

• 

• 

• 

• 

• 

• 

West Midlands 

• 

• 

• 

• 

• 

• 
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http://www.lmiforall.org.uk/explore_lmi/
https://www.prospects.ac.uk/jobs-and-work-experience/job-sectors
https://www.prospects.ac.uk/jobs-and-work-experience/job-sectors
https://www.nesta.org.uk/project/future-work-and-skills/
https://www.prospects.ac.uk/skills-shortages-and-covid-19
https://luminate.prospects.ac.uk/skills-shortages-in-the-uk
https://www.cipd.co.uk/knowledge/work/trends/labour-market-outlook#gref
https://www.cipd.co.uk/knowledge/work/trends/labour-market-outlook#gref
https://www.cipd.co.uk/knowledge/work/trends/labour-market-outlook#gref
https://gbslep.co.uk/strategy/local-industrial-strategy/
https://www.cwlep.com/


 

 • 

• 

• 

 • 

• 

• 

• 

• 

 • 

• 

• 

• 
• 
• 
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https://www.stokestaffslep.org.uk/
https://www.blackcountrylep.co.uk/
https://www.marcheslep.org.uk/
https://www.wlep.co.uk/


 

North East 

 • 

• 

 • 

• 

• 

• 

 • 

• 

• 

• 

Wales 

London 
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https://www.nelep.co.uk/wp-content/uploads/2019/02/executive-summary.pdf
https://www.skillshubnewcastle.co.uk/
https://careerswales.gov.wales/careers-professionals/labour-market-information#%3A~%3Atext%3DLabour%20Market%20Information%20(LMI)%20provides%2Ccareer%20and%20business%20planning%20decisions
https://careerswales.gov.wales/job-information/
https://businesswales.gov.wales/skillsgateway/labour-market/labour-market-information
https://businesswales.gov.wales/financial-and-professional-services/sectors
https://businesswales.gov.wales/financial-and-professional-services/sectors
https://careerslondon.org/LMI-London
https://lep.london/projects-and-priorities/infrastructure
https://www.london.gov.uk/business-and-economy-publications/london-labour-market-projections-2017
https://www.london.gov.uk/business-and-economy-publications/london-labour-market-projections-2017
https://data.london.gov.uk/topic
https://www.haringey.gov.uk/children-and-families/services-young-people/haringeys-career-ambition/labour-market-information-local-employers-and-regeneration
http://www.bishopshalt.hillingdon.sch.uk/_site/data/files/BB2BCAB7CEDD955CD98DF59E6550A8D7.pdf

