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Employability Skills



• To know: To identify the main features of the two most 
common formats used for CV writing

• To understand: To recognise and evidence examples of 
your own skills, interests and strengths that can be used 
to demonstrate your experience 

• To be able to: To use what you have learnt to begin to 
create a draft CV for their experience so far

Q: How do you approach writing a 
‘Curriculum Vitae’ (CV)?



What is a CV?

• CV stands for ‘curriculum vitae’

– Latin for ‘course of life’

• It is how you sell yourself and your experience 
for a job or placement



Consider the following job 
adverts. 

This back to last lesson – what 
skills would each position be 
looking for? What would you be 
focusing on to sell yourself for 
each one?



Brainstorm what you would want people to 
know about you and what you’d want to reflect 

in a CV about you



• Why are each of these bits of information 
important to the employer?

• Which are the MOST important? Rank the list 
above



SKILLS are key to a CV – you need to try to link them to 
each job that you are going for (you must tailor your CV 
to each job individually)

You would then need to be able to evidence these skills 
in an interview – think back to last lesson where you 
began evidencing your employability skills



What should/shouldn’t you do in 
your CV?

Watch the following three 40 second clips and note 
down key things:

Things you SHOULD do Things you should NOT do

https://barclayslifeskills.com/i-want-to-use-my-online-presence-to-
get-ahead/school/is-your-social-media-profile-employer-ready/

https://barclayslifeskills.com/i-want-to-use-my-online-presence-to-get-ahead/school/is-your-social-media-profile-employer-ready/




CV format 1- chronological 



CV format 2- skills based 



Consider both CV formats – can 
you identify the benefits and 

drawbacks of each style?



Your ‘personal Profile’

• This is a short introduction to you as a 
person/employee

• It should be a short, snappy, couple of 
sentences that ‘sells’ you to the employer

Using the example CVs, draft a ‘personal 
profile’ for yourself now



Covering letters:

• This is a letter/email that you send alongside your CV

• Its your opportunity to highlight what you want the employer 
to know about you

• It’s a way to ‘stand out from the crowd’ – keep it short and 
succinct with the following info:



Covering letters:

Your teacher can 
give you access to a 
booklet on ‘how to 
write a cracking 
cover letter’ which 
is really helpful



Play the boss!!

• Go to the interactive activity on Barclays 
LifeSkills via the link - practice what you’ve 
learnt

– Against the clock, play the ‘boss’ and choose the 
CVs you think should be picked for the job.

– Give the correct CVs a thumbs up and the CVs with 
mistakes a thumbs down.

– See how well you did by comparing your choices 
to the ‘boss’ at the end.

https://interactive.barclayslifeskills.com/modul
e/play-the-boss-student

https://interactive.barclayslifeskills.com/module/play-the-boss-student


Extension



Your own CV

• You may need to provide your work 
experience placement with a CV

• You may also need to write a ‘covering letter’

Using the example CVs and any documents 
from the lesson, start drafting your CV or 

covering letter now that you can use for work 
experience if you need to


