
CV Building
CV is short for Curriculum Vitae which is Latin. Translated to English, it means Course of Life.
So, a CV is an overview of someone’s life work. It is a summary of a person’s experience and interests. 
The reason that it is useful for you to do one, is that when you start looking for a job, apprenticeship or other training, you can pass it on to an employer for them to see if you have the right skills and experience for a particular job or opportunity.
Do worry if you have not had much, or any work experience. An employer should not expect someone of your age to have done much work. First and foremost, they will want to know you about your skills and qualities.

When I ask employers what they are looking for from a young person, 9 out of 10 times the first thing they say is, Timekeeping. When you have an interview, you will likely to be asked about your strengths. It is always wise to mention your timekeeping and general reliability.

When writing your CV, remember it is formal writing and it is important to take time to ensure you have checked for; spelling, grammar, punctuation, sentence structure and the general layout. Common mistakes that people make are:

· Not using Capital Letters for Proper Nouns such as; Bristol, Blaise High School
· Writing i instead of I when mentioning about yourself
· Getting the spacing and punctuation right on a Postcode – should all be capital letters with a space between the two parts eg; BS10 7ZZ
· Using apostrophes instead of the full word 

It sounds harsh but it is common for employers not to shortlist candidates for spelling mistakes or any of the above reasons.
Also, please note that a CV should only be one or two pages long. Employers often get many CVs, so they want to be grabbed by the information which needs to be relevant to the job. Many will end up in the bin (or recycled) if it is lengthy, no matter how brilliant the candidate may be.


Below are the different steps to take in building your CV, from start to finish:
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That’s your CV completed – now a bit of advice:
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There are many CV Builders and templates available online. Here is a link to some and other related information:
https://www.careerpilot.org.uk/information/a-job-or-career/cv-builder 
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 Show all schools (starting from secondary school)
and colleges you have attended with dates — putting
the most recent first.

* You then need to add your qualifications.

If you have not yet taken your exams, you can insert
your predicted grades

For example.....
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4. Education and Qualifications
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                                     4. Education and Qualifications                                           Subject Grade Predicted  – GCSE  Subject Grade Predicted  - BTEC  Maths 5  Health & Social Care Level 1  - Merit  English  Language 5  Drama Level 1  - Merit  Science 4  Art and Design 6  ICT 3 Blaise High School, Bristol (September  2017  – Present)
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Full or part-time work, voluntary and work experience.
All in date order and describe what you dideg;

Bannerman Road Children Centre, Easton, Bristol
(Work Experience- | week in May2020)

| worked with childcare professionals to help support
young children with ages ranging from 6 months to 3 years
old. | was involved in playgroup activities to assist with their
social development.
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                 5. Employment and Work Experience Full or part - time work, voluntary and work experience. All in date order and describe what you did  eg ; Bannerman Road Children Centre, Easton, Bristol  (Work Experience  - 1 week in May  2020) I worked with childcare professionals to help support  young children with ages ranging from 6 months to 3 years  old. I was involved in playgroup activities to assist with their  social development.
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Include things that are relevant to the work you are
interested in as mentioned in your personal profile
and that you enjoy doing eg;

* | enjoy socialising with my friends and meeting new
people.| also like to read in my spare time.| often babysit
for family and friends, which | find rewarding and fun
whilst being aware of my responsibilities.
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You only need to give names and addresses once

you get to interview stage.

Two references should be given — one from an educational
setting and either your last employer or someone else you
know in a_professional capacity. Don’t use a family member.
You should write;

References available upon request
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+ Congratulations you have now built your CV.
What now!?

« Always save your CV on a computer and/or a memory stick.
You can always add to it and amend it

 Ask your teacher to look over it to check the layout, the
wording and for possible spelling and grammar mistakes.

* You should be proud of your CV. It demonstrates what you
have done, what you can do and what you want to do
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* If you are planning on doing a CV drop, you need to make
sure it gets to the right person.

* There is no point printing off loads of CV’s and giving it
to a shop assistant on the till.

 Ask for the manager or someone in recruitment

* When you meet them, say you are interested in working
there.They will probably ask you a few questions, ask
them some too and remember to hand them your CV.
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« Start off with your Name, Address, Phone Number(s and Email
Address

* Make sure you have an email address which is sensible!
* It should look something like this;

Ashley Young

45 Brentry Drive, Henbury, Bristol BS10 2ZZ
Mobile: 07987 654321

Email: ashley.young4532@hotmail.co.uk
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One or two sentences that summarise your

positive qualities, your best skills, your

experience and your career aims.

For example;

| 'am a friendly, trustworthy and reliable individual who is
keen to gain experience in a busy customer focused
environment.| am a good communicator and have a natural
ability to get on with people.| am looking for part-time
work in the holidays, evenings and weekends whilst | am in
education.
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The things that you have learnt, enjoy and do
well eg;
« Friendly, polite and enjoy meeting new people.

 An ability to listen, understand and deal with difficult
situations whilst remaining calm.

* Able to communicate effectively at all levels.

« Caring, patient and considerate.

* Happy to work independently as well as within a team.
* Able to work under pressure and to deadlines.
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