This guide will get you started...

What isa CV?

CV comes from the Latin word curriculum vitae which
stands for 'course of life'. It is a short document that
summarises your education, skills and experience,
which relate to a role you want to apply for.

Do all CVs follow the same format?

No, there are different CV styles, depending on the
role and the stage you're at, but there are certain
things that employers will always expect you to
include (see the checklist).

Who looks at a CV?

It depends on the size of the organisation. It could be
just one person, for example, the company owner if it's
a small company, or it could start with HR and go to
multiple people in a larger company. Many employers
now remove personal information that could be used
to unfairly advantage or disadvantage you.



Contact details
Full name, mobile number and email address.
Profile / personal statement

A short paragraph, setting out your main skills
and attributes.

Education and qualifications
Including type and grades (if you have not yet
taken your exams, you can include predicted
grades).

Work or volunteering experience
Details of any paid or unpaid employment or
experiences and a short summary of tasks
completed.

Skills and achievements
For example, IT packages you can use, any
languages you speak.
Interests and hobbies
This section is useful if you don't have much work
experience.

References
You may be asked to provide two referees that
can provide a personal or professional reference.



What should | include in my profile / personal
statement?

It should be a concise statement (around 100
words) that sums up who you are, what you hope
to do and helps you to sound like the right person

for the job.

You could include:

Why you are suitable for, or interested in the role
/ industry.

A sentence or two about any work / volunteering
experience.

Any skills, attributes or significant achievements
that are relevant.

Any academic qualifications that are relevant to
the role.

How can | make my CV relevant to the role | am
applying for?

Look at the job advert and refer to the job
description, person specification and company
details. Think about how your skills and
experience match what the employer is looking
for. Make sure you highlight any relevant
qualifications, training or experience you have.



PRO TIPS

No, try to tailor some of the sections of your CV so
that it is relevant to the role you're applying for.
For example, in the interests section, you could
say that you enjoy gaming if you're applying for a
role in that industry. You should also make sure
your profile statement is relevant to the role
you're applying for.

Make sure there are no spelling/grammar
mistakes.

Ask someone to proofread your CV.
Use active words to highlight your skills and
strengths, for example: planned, organised,
created.

Personalise your CV to the employer by linking it
with words used in the advert and job description.
Make sure your email is professional.

Include a cover letter with your CV.

Don't lie or exaggerate. Don't include your home
address if you're uploading your CV online.
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Professional Profile

Accompliahed School Teacting Assiatant with & peoven Uack recond of supporing teachers n the educalion
and devalopment of pupss

With @xtensieg expanancs working within infant snd primary schools a5 a Teaching Assistan, | have the
organisational skills 10 asaist with the planning and preparation of successful lessons, alongside monitoring
and asseasing children's laaming. 1 have & proven 2 10 encourage children 10 leam through motvation
and positrve behaviour reinforcement. | have a good knowledge of primary school policies and procedures
mcpding weifare and safely slandprds, &5 well 88 & crealive atitude lowards beaching and the
sell-awareness to lead by example in showing children how to be socally responsible.

Core Skills

= Teaching suppart * Bohaviour managament

+ Early yoars and K51 curmiculum + Classroam proparation
Level 3 qualified = Ome-on-one and group support
Safoguarding and willars = EAL and SEN suppon

Career Summary

Sep 2019 - Present 51 Anne's Infant and Primary School, Newcastio
Year 1 Teaching Assistant
Oxrthany

Working withinn p K31 class of 23 childien, supporting the ciass toacher i he celivary of lossons and
ongoing development of all pupsls.

Key Responshiies

»  Work closaly with the class teacher 10 propare essons, snsuring a clear undarsianding of losson
ExpectMions and leaming requinemants
Support ha toachar with behaviour and Cassroom managament
Suppon pupils with language divelopmant, sacial skills, feading, spoling. and wriling
Resolve pupil conflicts and encourage 1aking responsibilty for bahaviour
Dbatrve pupils and mondor responses 10 learmeng activities, reconding obsenvations, and relaywng
findngs 10 the class teacher
Mark and comect class work. keoping detaded records of pupll's progross
Offer idoas and suggestions during wiokly lesson planning sessions
One-lo-one support of children with SEN, EAL and challenging behaviour
Be a positive rodo modal for children rogarding behaviour, dréss code and punciudlity

Sap 2013 - Sep 2019 Acorn Valley infant and Primary School, Newcastle
Reception Teaching Assistant
Ouihng

Worked closely with the Teacher to support a class of 26 EYFS pupils with all larning activithes
Koy Responsibitios

= Assisied the leacher to deliver the nistonal cumcylem
»  Suppoited the creabion of a sas and fun Bimosphers which ancouraged laaming
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