
Writing a CV                                                                                              

The purpose of a CV is to get an interview by convincing an employer that you have the right skills 
and experience to do a particular job. The tips below will help you to put together a successful CV.  
 
A good CV should include the following information:  

 Your contact details 

 A personal profile 

 Summary of your skills 

 Education and qualifications 

 Employment history and work experience 

 Volunteering 

 Achievements 

 Interests 

 References 
 
CV Do’s and Don’ts: 
 
Do 

• Include your full name 
• Include your full home address including mobile and home telephone numbers 
• Email address (make sure it’s appropriate) 
• Information is accurate and true! 
• Check your spelling 
• Tailor your CV to the job  
• Make your CV clear, neat and tidy 
• View your experience in a positive light 
• Include experience and interests that might be of use to the employer 
• Use positive language 
• Keep your CV to sides of A4 

 
Don’ts 

• Include driving licence information unless role requires it 
• Include a photograph  
• Include your date of birth unless age restrictions apply 
• Hand-write your CV 
• Include information which may be viewed negatively 
• Include anything that might discriminate against you 
• Use jargon, acronyms, technical terms - unless essential  
• Lie! 

 
 

 
 
 



Example School leaver CV 
 

Kerry Dixon 
2 Vazon Clos 

Castel 
Guernsey 
GY2 4PQ 

Tel:  07987778888 
Email:  kdixion193@cgys.co.uk 

 
Personal Profile 
  
A reliable individual who is not afraid of hard work.  Learns quickly through practice and can 
work as part of a team or on own initiative.  Has obtained excellent work experience in 
carpentry & joinery and is looking for opportunities to develop new skills. 
 
Key Skills 
 

•   A co-operative and reliable team member 
•   Good all round communication skills 
•   Skilled user of a range of tools and machinery 
•   Able to work under pressure 
•   A good understanding of health & safety issues 

 
Education & Qualifications 
 
Les Beaucamps High School, Guernsey                                                         Sept 2007 – June 2012 
 
GCSEs                              Grades 
English                                  C 
Maths                                  C 
Science                     C 
Resistant Materials                     B 
Geography                                 D 
ICT                                  C 
 
Employment History 
 
Le Friquet Garden Centre & Cafe, Guernsey                                       Sept 2011 – Present 
Catering Assistant (Part-Time)  
Responsibilities: 

•   Serving customers 
•   Preparing the food and display areas 
•   Ensuring food hygiene and health & safety regulation are adhered to at all times 
•   Cleaning of the dining and serving areas 
•   Working as part of team such as to support kitchen staff with food preparation 

 



Work Experience 
 
Timbercraft Carpentry & General Builders, Guernsey                                                      June 2011 
Assistant Carpenter & Joiner 
Duties included: 

•   Sanding down and preparing wood 
•   Assembly work 
•   Fixing plasterboards 
•   Cleaning and tidying up of sites 

 
Achievements 
 

•   2010 – 2012   Captain Rovers Football U16’s 
•   2009 – 2012   Captain of my school football team 
•   2012                DoE Bronze Award 
•   2011               Performed in King Lear at the Shakespeare in Schools Festival 
•   2010 – 2012   School Prefect 

 
Interests 
 
Participate in a range of sports, especially football and rugby.  Enjoy practical activities and 
using my father’s workshop to fix and make things 
 
References 
 
Available on request 
 
 

 

 

 

 

 

 

 

 

 



 

 

Covering letters 

 

Including a covering letter with a CV or application form adds a personal touch and gives you yet 

another opportunity to remind the employer of your strong points. Producing a personalised letter 

shows the employer that you have a genuine interest in the job and in his/her organisation.  A 

covering letter assumes that you are applying for an advertised post so be sure to include details of 

the vacancy title and any reference numbers on the letter.   

As many jobs do not get advertised, these often get filled internally or through word of mouth, then 

a speculative letter is a good way of introducing yourself to an employer and asking them to 

consider you for any vacancies the company may have now or in the future. For a direct speculative 

approach you should state why you are writing to them, why you would like to work for them and 

include a short summary of your skills and experience but do not repeat the whole content of your 

CV. 

In your letter you should say: 
 

 Why this particular role interests you  

 Why you want to work in this sector / career  

 Why you have applied to this particular organisation  
 
Top tips for covering letters  
 

 Type in the same font and size as your CV 

 Keep it short, use only one side of A4 

 Where possible use the recruiter’s title and name e.g. Mr Poidevin (remembering to sign off 
yours sincerely). 

 In the case of speculative enquiries, it is best to try and find out the named contact for an 
organisation in advance of your letter writing. 

 Date the letter 

 Include all your contact details 

 Make sure the recruiter can read your signature 

 Don’t use abbreviations (I’m, can’t) or acronyms 

 Check it for spelling, grammar and presentation before sending 
 
 

 

 

 



Example of a speculative letter 

 

24 The Street 
St Peter Port 

Guernsey 
GY1 5XX  

Tel:  01481 654321 
Mob: 07070654321 

 Email : dspeedie@cgys.co.uk  
20th 

 

November 2013 

Mrs Poidevin  
Store Manager  
New Stylez 
St Peter Port 
GY1 2XX 
 
Dear Mrs Poidevin, 
 
I was pleased to read in the Guernsey Press on Wednesday 18th November 2013 that your company 
has opened new premises in Market Square, St Peter Port.  At times like these, recruiting 
experienced sales staff can make a huge difference. I am a retail assistant with significant experience 
in clothing and customer service. I am pleased to attach a CV which outlines my experience and 
achievements in a number of areas including:  
 
• Developing a new stock control system  
• Achieving ‘Sales assistant of the month’ on 3 occasions  
• Young people’s achievement award 2012 for my voluntary service with the Youth Service  
 
I would very much welcome an opportunity of a meeting to discuss how I can contribute to your 

organisation.  

Yours sincerely, 

Debbie Speedie 

 


