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Your Future Starts Here

How to Write a CV That Opens Doors
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Why a CV Matters

Your CV is the first impression a Hiring Manager has of you

Shows skills, achievements and potential

An effective CV will get you noticed and will open doors

You’ll need a CV when applying for jobs, apprenticeships and higher 
education

CV should focus on your transferable skills and potential

Everyone has something to offer – It’s about showing it well!
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Format

Contact details

Personal Profile

Key skills & Achievements

Career History/Education

Education

Interests
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CV do’s and don’ts
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Do’s
Don’ts

Clear and easy to read

Evidence of skills and 
experiences

Repeat key skills

Tailored to the role 
you’re applying

Spelling or grammar 
mistakes

Inconsistent formatting

Focus solely on your 
education
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Where to get help & advice

School Career Services/UCAS1

National Career Services2

Job Centre Plus3

Prospect.ac.uk4

Local Volunteering Opportunities – Do-it.org5

Online tools – Canva, Google6

Ask Teacher, family or Mentors to review your CV7


