 (CV Template – 1 side of A4, use a clear font eg Arial 12)
Name

Address

Tel:

Mobile:

Email:

Personal Profile:

This is 2-3 sentences to introduce yourself eg

I am a friendly and positive young person and I enjoy practical work.  I currently attend Little Heath School and will be sitting my GCSEs this year.  My predicted grades are C/D.  When I leave school I would like to train as a carpenter.
Key Skills:
These are things that you are “good” at and are relevant to the job you are applying for. .  

Choose 4/5 from the list below or use your own ideas.  Be prepared to talk about these at interview
· Reliable and hardworking

· Good communication skills – written and spoken

· Great team worker – adaptable and flexible

· Competent IT skills – Word, Excel, Email

· Keen to learn new skills – willing to train

· Good practical skills

· Patient and understanding

· Creative and artistic

· Calm under pressure

· Clean driving license

· Well organized – methodical approach 

· Energetic and physically fit

· Experience with money handling

· Great customer service skills

· Coaching/ mentoring skills

· Tolerant and understanding – especially with young children/ elderly people

· Logical and numerate 

· Research skills
Education:

2005-10   Little Heath School

GCSEs English   Maths   Science   ICT   History   Food Tech

Predicted Grades C-D

1-5 March 08  I had a successful work experience placement with ABC Builders

Other Achievements:

Any sport/ music/drama/volunteering/ etc you have done with dates

Employment History:

Dates and Employer name & address If you have had any paid or voluntary part-time work 

Job Title:

Duties:
Hobbies & Interests

3 or 4 activities you enjoy include some you do on your own eg reading/using my PC and some you do with others eg team sports/socialising with friends 
References: available on request. You will usually be asked for 2 references 1 should be your school.  The other can be your employer or manager at your work experience placement or another responsible/professional person who knows you well. 
