Year 10 PSHE
Spring 1 Term

Employability Skills

LifeSkills LifeSkills
created with # BARCLAYS created with i BARCLAYS



LifeSkills

Created with ‘* BARCLAYS

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

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

e 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




: LifeSkills
What is a CV? e S BARCLAT

e CV stands for ‘curriculum vitae’

— Latin for ‘course of life’

* |tis how you sell yourself and your experience
for a job or placement

You've got 30 seconds to make an impact

Your CV advertises you to a potential employer



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?

XN ACADEMY INHS |

Inspiring Futures - Informing Careers United Lincolnshire
Hospitals
Recently left school or college? NHS Trust

Want to take your first step into a career in health?
NURSING CADET APPRENTICE VACANCIES

With vacancies at Lincoin, Grantham and Boston Hospitals, our Nursing Cadets will receive full
training and support, working alongside our Healthcare Support staff and Registered Nurses

Cadets will undertake work towards the Healthcare Support Worker
qualification whilst being employed by the Trust on a 13mth fixed term

contract, National Minimum Wage

To apply. go to: www.jobs.nhs uk
Job reference: 357-LN-65-18 W\ L
Closing Date: 28th August 2018 = Apprenticeships
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COMMUNITY ASSOCIATION

The Lymington Community Association

Has a vacancy for a part-time
CARETAKER/CLEANER

To join the team at the Lymington Centre. Hours to be agreed with Manager,
some Saturdays, plus covering holidays as and when required.

We are looking for an energetic person, who takes pride in their work to join
the existing Caretaking Team. Responsibilities include room set up, breakdown,

cleaning of Centre, including toilets, Pre-School, Bar, etc. Opening and Closing

of Centre when required.

The team are responsible for undertaking cleaning, room set up/breakdown for
clients/classes to a high standard.

Application forms and further details are available from Reception, or by calling
01590 672337 or emailing Manager@ Lymingtoncommunity.com. Applications
and cover letter should be in the candidate’s own handwriting and submitted to
the Centre Manager, Rachel Smith, The Lymington Centre, New Street,

Lymington, 5041 98Q.

O

THE

LYMINGTON

{Registered Charity 301880)
THE LYMINGTON ASSOCIATION
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You've got 30 seconds to make an impact v

Your CV advertises you to a potential employer

Brainstorm what you would want people to
know about you and what you’d want to reflect
in a CV about you
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What should go on my CV?

« Your name and contact details

« Skills and personality traits that show you are a fit for the job description advertised
 Your education and qualifications

« Past jobs and work experience

* Interests that show the ‘whole person’

+ Referees — people who can back up what you say on your CV

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

* Which are the MOST important? Rank the list
above
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What should go on my CV? ot WBARCIAYS

 Your name and contact details

« Skills and personality traits that show you are a fit for the job description advertised
« Your education and qualifications

« Past jobs and work experience

* Interests that show the ‘whole person’

» Referees — people who can back up what you say on your CV

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 L'fefk'ﬂs

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/
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Do

* Be positive and sell yourself

Highlight your relevant skills and experience

Use evidence

Be brief and to the point

Check spelling and grammar
* Change your CV to match each job you apply for

+ Align the skills and experience to what the
employer is looking for, based on the job advert

X

Don't
. Lie

Use more than two pages or cram it all into one

Include your date of birth, gender, orientation, marital status,
religion or nationality®

Leave gaps in your school or work record

Have any spelling or grammar errors



CV format 1- chronological

How should | organise my CV?

) Personal Profile
Chronological

(starting with the most recent) Education and qualifications

Mary Smith

24 Maple Road, Cardiff, Wales CF10 XXX
Teldephane: 0207 536 253

Mobile: 077-2E3522

Email: mary.smithZaddress.couk

Personal prafile
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Educatian and gualifications

+ Highlights your qualifications
and jobs

Emp U}"["IE"'[ and work Experience

Emploment and wark experience

* Shows your experience

Other skills and achievernents

Other skills and ac hieverments

Interests

|rilErests

Referees

P s




CV format 2- skills based

How should | organise my CV?

Persanal Profile

Alex Brown

T2 Red Lare, Limehowse, London E14 X008

Telephone 0207 536 253
Mabie: 07 7-2B3522
Email: abex browni@addressco.uk

Persanal profie
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Functional or skills-based

« Highlights your skills Skills and personal gualities

and qualities

* Shows your ability

Education and gualifications

Skilk and personal quakities

Emp U'_',."["IE'”[ and work EXPErnence

Education and qualifications

Ernployment and wark experience

nterests

Inferests

Referees

Referess
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Consider both CV formats — can
vou identify the benefits and
drawbacks of each style?
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Your ‘personal Profile e O BARCIAS

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

* |t 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
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Covering letters: o BARGIATS

* Thisis 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:

e The job you're applying for
» The documents you're enclosing (your CV, application form, portfolio, test)
* Why you want to do the job, and work for the organisation specifically

» Why they should hire you: your skills and experience and what might separate you
from other applicants

» Any achievements you are particularly proud of that demonstrate relevant or
desirable skills and attributes

 When you can start



Covering letters:

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

LifeSkills
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£\
How to write
a cracking

cover letter

Li feSk.iVII‘s
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Play the boss!! AR

* 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
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Your own CV s

* 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



