
Work Related Project
- Presenting yourself to an employer 

(CVs etc)



Assessment

• CW1 – Reflective Portfolio (40%)

• CW2 – Project (60%)



Previously… www.cwjobs.co.uk



Previously… Wordle Cloud



Previously… Job Requirements
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Previously… bubble.us



Careers and Employability Service 

Principles of CV and Covering Letter Writing
Heather Boyd – Careers Adviser 



Careers and Employability Service 

Objective:
To understand the art of effective CV writing

Outline:

 Overview and Context

 Common Mistakes 

 Importance of Targeted CVs

 Techniques of CV Writing 

 Covering Letter Writing



Careers and Employability Service 

CV Advice Please?



Careers and Employability Service 

What is a CV?

 It is a unique selling document

 It shows a prospective employer that you have the 
necessary skills and experience to do the job

 It should always be accompanied by a quality 
targeted covering letter



Careers and Employability Service 



Careers and Employability Service 

Example Job  requiring a CV: Activity 1 

How would you approach this job with a CV?

 Fresca 

Web Designer

(3 – Example Web Designer Job role)

 Altera 

IT Helpdesk Support Analyst

(2 – Example IT Support Job Role)



Careers and Employability Service 

Making effective job applications

What skills and competencies does the role require?

What information would you have on the 1st page of 
your CV?



Careers and Employability Service 

Making your CV Targeted

You need to demonstrate 
enthusiasm and passion for 
the job role/industry on the 
CV and Covering letter



Careers and Employability Service 

Vital ingredients of a CV

The Opportunity

The Employer/IndustryYour Skills & Experience

Your CV



Careers and Employability Service 

Making your CV targeted
3 points to consider 

What is the CV for?

Who is the potential audience going to be?

What is the best way to demonstrate your current 
experience?



Careers and Employability Service 

The purpose of a CV is to 
secure a job interview.  Your 
CV needs to stand out 
amongst all the other 
applicants. 



Careers and Employability Service 

What makes a good CV – Skills to include

Technical Skills

 programming languages; 

 network design and 
engineering; 

 software engineering; 

 multimedia design; 

 software tools and packages.

Generic competencies such as:

 teamwork and leadership; 

 communication, persuasion 
and interpersonal skills; 

 time management and 
organisational skills; 

 report writing; 

 retrieval of information; 

 numeracy. 



Careers and Employability Service 

Activity 2 – CV Checklist

 Produce the following sections as a draft CV to match 
the job

Personal profile / career objective

Relevant skills

Education

Experience



Careers and Employability Service 

Before you start your own CV………………

1. Research, Research, Research 
• Use Prospects Website to look at industry insights

• And to investigate the sector and find out about job roles and 
titles 
http://www.prospects.ac.uk/it_technical_support_officer_job_de
scription.htm

2. Analyse Company information 

3. Analyse Job Specification 

4. Identify the skills you have to offer

5. Think about specific examples when you have used 
these skills 



Careers and Employability Service 

Understanding the
styles of CV’s



Careers and Employability Service 

Understanding the
styles of CV’s  



Careers and Employability Service 

Understanding the Styles of CVs
Skills based CV

 Use if you want to promote your skills and qualities

 Useful CV to use if you lack relevant work 
experience 

 Good style for Career Changers 



Careers and Employability Service 



Careers and Employability Service 

Understanding styles of CVs
Chronological 

 Use if you want to promote your academic 
achievement 

 Use this style of CV if the job advert asks for specific 
qualifications 



Careers and Employability Service 



Careers and Employability Service 

Techniques for writing an effective CV

 Ideas for writing the personal profile 

 Ideas 

 Resources to help you

 Structure and layout

 Ideas for content



Careers and Employability Service 

Writing Personal Profiles 

What is it?

Why do you need it? 

Advice and techniques 



Careers and Employability Service 

Activity 3 – Interview each other then write a 
personal profile for your partner 

Think about 
Your current experience

Think about what skills you have to offer 

Long term or short term career objectives



Careers and Employability Service 

Personal Profile- Exercise

Me:

Careers adviser with 9 years experience in 
guiding and motivating clients within the 
education and voluntary sector. With expert 
knowledge of the graduate labour market seeks 
to assist bucks new university students with 
CV’s.



Careers and Employability Service 

What makes a good CV – Skills

In your role as a student rep, member of the dance society, or  
volunteer have you……….

Had any Involvement with campaigns? 

Worked on any live briefs?

Been involved in organising events?

Had experience of selling or sales?

Have you had experience of liaising or negotiating with groups 
or individuals ?



Careers and Employability Service 

CV cheats 

 Using the skills sections on the prospects website 



Careers and Employability Service 

What makes a good CV - structure

 Relevant headings

 Short paragraphs

 Bullet points

Most relevant information should be on the front 
page

 Clear layout



Careers and Employability Service 



Careers and Employability Service 

Possible Content for the CV

 Name, address, 

 Personal Profile

 Technical Skills

 Software knowledge

 Skills – relevant for the 
industry

Work experience – most 
relevant

 Education – most recent 
first

 Additional Relevant 
information – involvement 
with the dance society

 languages 

 Interests

 References



Careers and Employability Service 

Covering Letter Writing



Careers and Employability Service 

Covering Letter Writing

The CV is about you the covering letter is about them (the 
organisation)

Most important 
emphasis on the letter 
is why do you want 
this job and why do 
you want to work for 
this employer



Careers and Employability Service 

Covering Letter Writing 

Your CV should always 
be accompanied by a 
Covering letter.

Use it to demonstrate 
your understanding of 
the employing 
organisation

The letter is your chance 
to prove your motivation 
and adaptability for a 
role.



Careers and Employability Service 

Covering Letter Common Mistakes

 Poorly laid out and not properly addressed

 Incorrect grammar and spelling mistakes

 Too short and lacking in focus

 Fails to explain clearly what you can offer them



Careers and Employability Service 

Covering Letters- Structure 

 To a named person

 Reference the job title and vacancy source

 Talk about the company – show that you understand what they are 
about.

 Talk about your interest in the job role 

 Write about the contribution you could make rather than benefits to 
yourself

 Draw attention to your key selling points

 Example letters 



Careers and Employability Service 

Activity 4 – For one of the examples or for a job 
that you are going to use for the coursework 

1. Explain why you are interested in the role and show your 
understanding of what it is likely to involve

2. Explain why you are interested in this type of employer

3. Highlight ways in which you are suitable  



Careers and Employability Service 

Make your CV and Covering letter stand out! 

 Is the CV targeted - is it clear 
from the CV what job role 
the applicant is looking for?

 Is all the relevant 
information on the first 
page?

 Layout - Does it have 
relevant headings, is the 
font easily readable?

Does the covering 
letter demonstrate 
interest in the job role 
and the employer? 



Careers and Employability Service 

www.bucks.ac.uk/careersonline



Careers and Employability Service 



Careers and Employability Service 

In summary 

 Before you apply for any job role think about the role and 
audience

 Ensure your CV is targeted towards the job role and 
when possible make direct reference to the job

 Ensure you covering letter  has a formal layout with a 
professional approach

 Remember to get your CV and Covering letter checked 
by the Careers and Employment Service



Careers and Employability Service 

Contact Us
 Face to face appointments - Contact details 

 High Wycombe - First Floor of North Block (01494 603 163)

 Online career service
 Email Careers@bucks.ac.uk

 Careers information - Blackboard 
 Careers and Employability organisation

 Recruitment and employer events – Join our Facebook page
 http://www.facebook.com/careers.employability

 Web pages
 http://bucks.ac.uk/learningandteaching/careers_and_employability/


