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Student Guide

Producing your Curriculum Vitae

This free Guide has been produced as a support to the Virtually Me website. www.virtuallyme.info is designed to help young people to:

•
identify and record their achievements;

•
produce an online and automated CV;

•
develop their personal finance knowledge and skills; and

•
freflect on and record their Enterprise skills.

www.virtuallyme.info is available by subscription, details available from tim@virtuallyme.info.

A free account for all teachers is also available from tim@virtuallyme.info 

Student Guide

Producing your Curriculum Vitae
A Curriculum Vitae (CV) is a really important part of applying for a job. If you get this wrong the employer will reject your application and your chance of a job will have gone. A few tips about your CV:

•
be honest

If you don’t tell the truth your employer will find out sooner or later.

•
be clear

A CV should be easy to read and give information about you in an easy to read format

•
keep it short

Two sides of A4 is more than enough!

Virtually Me and your CV

You can produce your CV fairly easily using the Virtually Me automated system. Using this system you can choose to include the following:

•
Name and personal details

•
Education

•
Qualifications

•
Employment history

•
Relevant Personal Statements

•
Names of Referees (normally two).

You can also add in “Other Details” and here you can include anything you want. For example, if you have not already done so in your Personal Statement you can include information about your specific achievements or Key Skills.

You can save your CV and write as many of them as you like. The Virtually Me format for a CV is only one format – you may want to design one for yourself.

Good luck!

Notes from Progress File (Moving On)

Curriculum Vitae (CV)

It's up to you what you put in your CV, but most people look for these things…

· Name, address (including postcode), telephone number, e-mail

· What you're like as a person – skills, personal qualities, achievements, interests, responsibilities held

· Details of your education, including courses you are studying now 

· Any qualifications, credits and awards you have

· Any experiences relevant to the application, including experience of work 

· Names of two people who will give you a reference (not relatives)

You don't have to give your date of birth or details about your health, disabilities, ethnic background, hobbies if you don't want to.

A CV is a brief description of some basic facts about you. You will often be asked to send a CV so people can decide if you’re the kind of person they’re looking for.

CV Checklist

· Word process

· Keep it short – no more than two sides of A4

· Don't waste space – use your name and address as the heading – and don't use fancy borders and layout

· Change the details in your C. V. to match what you're applying for

· Show how responding to challenges has made you a better applicant

· Always send a letter, explaining why you are sending the C. V.

EXAMPLE OF A CV: 

	Savita Shah

20 Alderbury Road,

Newton, Lancashire PR17 2KL

(01777) 123456

Date of Birth: 10/12/86
Education:

Newton School, Manchester Road, Newton, Lancashire, PR12 2XL

(September 1997 – June 2002)

GCSEs to be completed June 2002: Mathematics, English, Science (double award), Drama, German (short course), Design and Technology (short curse), Business.

Work Experience:

The Supermarket                  Saturdays and school holidays – stock 

The High Street                     control and cashier dealing with 

Newton                                  customers and computerised stock   

                                              control and cash systems.

BFD Insurance                      Work Experience in Year 11 – Working Range Street                                    at the reception desk, using a 

Newton                                  switchboard, running messages,               

                                              delivering and collecting the post.

Skills and Personal Qualities

I am an adaptable person. I am confident when I have to speak in front of people or deal with customers. I have a good telephone manner. I am punctual and rarely absent from school. I am organised in my work and can work well in a team.

Interests

Reading, watching and playing hockey.

References

Mrs A Smith, Headteacher, Newton School, Manchester Road, Newton, Lancashire PR12 2XL

Mrs V Jones, Manager, The Supermarket, The High Street, Newton, Lancashire, PR11 1SJ
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