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Activity 6.1: Creating a tailored CV

Creating a tailored CV
What skills?
When you apply for a job, you want to create a great CV that will help you to get an interview. You need to consider the skills and qualities that the employer would like to see in this role.

Look at the advert or person specification for the job you want to apply for. What skills and qualities does it ask for?


Complete the tables below with the skills and qualities the job requires.
Skills





Experience
	1. [e.g. good written English]
	[e.g. Writing reports for school website]

	2.
	

	3.
	


Qualities





Experience
	1. [e.g. punctual]
	[e.g. being on time for my Saturday job]

	2.
	

	3.
	


For each skill or quality you have written down, think about what experience you have. For example, if you work in a local charity shop, you might be punctual, good at handling money and good at customer service. 

Write down in the Experience column what experience you think you have.

Make sure that you refer to these skills and qualities on your CV, either in the section about work experience, or in ‘Activities and interests’.
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