
Employability

What is a CV?

You will be asked to show your CV when applying for a new 
job, before an interview. 

Your CV, short for curriculum vitae, is a document you prepare 
to sell yourself to prospective employers. It tells them about 
you, your professional history, and your skills, achievements 
and abilities. They use it to decide if you will be a good fit for 
their company and decide if they will offer you an interview. 

In addition to a CV employers may ask you to complete a cover 
letter and an application form. 



What to include in your CV

● Your name and contact details (give 
example of what this looks like)

● Personal profile - also known as a 
professional summary or career 
objective, it is a short paragraph that sits 
just under your name that gives 
employers an overview of who you are 
and what you are good at. It should 
highlight specific qualities that match the 
role you are applying for (so you should 
tailor it for each job you apply to). 

● Try addressing the following:
○ Who are you?
○ What can you offer the company?
○ What are your career goals?

* Your CV should only be 1-2 pages long, so keep your 

bullet points short and concise! *



What to include in your CV

● Experience and employment history - outline your 
previous jobs and work experience. Start with your 
most recent job and work backwards. 

○ State your job title, the employer, the dates you 
worked there and a sentence summarising your 
role. 

○ Add bullet points for your responsibilities, skills 
and achievements

○ Use powerful verbs to showcase your impact!

● Education and Qualifications - also list the most 
recent first. 

○ State the name of the school/institution, the 
dates you were there and the 
qualifications/grades you achieved

● Hobbies/interests - try to include things that will link to 
the job role (not essential if you don’t have room!)



Good employability 
skills/words to use

Motivation
Initiative

Leadership

Team work

Adaptability

Self management

Digital literacy 

(technology knowledge)

Proactive 
Creative 

For more tips/info: https://www.cv-library.co.uk/career-advice/cv/how-to-write-a-cv-tips/

https://www.cv-library.co.uk/career-advice/cv/how-to-write-a-cv-tips/


Turn your personal qualities into transferable skills!

More examples here: 

https://castlemanor.org.uk/files/Careers-and-Pathways/cv-application-useful-

words.pdf

https://castlemanor.org.uk/files/Careers-and-Pathways/cv-application-useful-words.pdf


What not to include:

● A headshot: In the UK it is not common to include a photo 
of yourself on your CV

● Age and date of birth: It is illegal in the UK under the 
Equality Act 2010 for employers to ask about your age 
because it doesn’t affect your ability to do the job. 

● Marital status: The Equality Act 2010 also stops employers 
from asking about your marital status or dependents so 
you don’t need to include this in your CV. 




