
Writing fantastic CVs 

and job applications

What do we mean by the terms 

‘CV’ and ‘cover letter’?

I think  CVs are…

I think cover letter are…

Nadine has just spent all morning filling in a 

detailed job application form and double-

checking and attaching her CV. 

‘Don’t forget a cover letter!’ says her mom.

‘I’ve literally just written down my whole life. 

What on earth am I supposed to now put in a 

cover letter!?’ Exclaims Nadine.

Discuss:  Job applications can require a 

lot of effort. Why is it always important to 

provide exactly what is asked for?



Learning outcomes:

Describe what employers are 

looking for in a CV and cover 

letter, and how we can get our 

best qualities across to 

employers.

Curriculum Vitae – literally meaning ‘an account of 

one’s life’, this essential document is a potential 

employers first impression of you on paper, summing up 

your education, skills and work experience to date.

Cover letter -  a written document that applicants submit 

with their resume when applying for a job, which 

summarises why they would be a great candidate. 
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Now that we know what a CV is, how do we prepare a 

fantastic one? Let’s find out before we delve into some 

examples of poor and excellent students’ CVs.

https://www.youtube.com/watch?v=-QikSuQAXbA

As you watch the clip, complete the table in your booklets

STRUCTURE

How should the CV appear?

What order should the content be in?

GENERAL TIPS

What should be include?

What should we NOT include?

https://www.youtube.com/watch?v=-QikSuQAXbA
https://www.youtube.com/watch?v=-QikSuQAXbA
https://www.youtube.com/watch?v=-QikSuQAXbA


STRUCTURE

How should the CV appear?

What order should the content be in?

GENERAL TIPS

What should be include?

What should we NOT include?

What did we find out?

Don’t forget to add any points you missed 

as we go through this together.



We will now compare three different CVs from 

sixth-form college students. They all vary in 

quality.

You are going to imagine you are a manager at a 

small office. You need a new receptionist.

In your pairs, read through the three CVs you have 

been sent by potential employees.

Complete in your booklets:

Identify three positives and three things that could be improved to each of 

the CVs. Now rank them in order of how useful they are to you as an 

employer. 

Who will you invite for an interview and why?

Describe three ways your successful candidate has put their qualities 

across.

What makes you want to employ them?

What is it you think makes the poorer CV unsuccessful? 

What could the candidate do to improve this?









We’re now going to read two cover letters from some 

college students who are applying for their first jobs.

Start: For each one, highlight or circle any statements you think are problematic 

and also any you think make the candidate come across well.

1: For each of the above, also be prepared to explain to the 

rest of the class why you think this.

2: Re-write each of the cover letters to make the candidates 

sound more impressive (but only based on what they’ve said 

– don’t lie!) Be prepared to show your work and explain what 

you changed about the cover letters.
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We’re now going to read an example of an 

excellent cover letter for a job application. 

Then, discuss these questions in pairs and 

complete the answers in your books:

1: What makes this letter so much better than 

the other two?

2: How has the writer made themselves sound 

appealing as a potential candidate? Explain 

three ways.

3: How have they made their skills, 

qualifications and interests relevant to the 

position?

4. If you had to be picky and improve this even 

further, how could you?





• It is important to us that all of you feel safe, 

happy and 

 belong at Thornden.

• We also know that sometimes it is not as easy 

as simply telling a member of staff

• It could be:

• A friend you are worried about

• Someone being unkind to you

• Something you have heard and think we 

should know

How can you report anything you are 

worried about?

• Speak to a member of staff or parent / carer

• Visit the Well Being Den or Head of Year area

• On Satchel each week you will be sent a link to 

a form to share any worries you have

• On our school website homepage there is a 

'Report a Concern' link.

• In the Student Bulletin there is a 'Report a 

Concern' link

• On all school desktops there is a 'Report a 

Concern' logo to click and report anything



Need Support? You're Not 

Alone

If anything in today's lesson has affected you, or you want to talk to 

someone, there is help available.

Talk to Someone
Your Tutor or Head of Year – We're here to help.

Wellbeing Team and School Nurse

Report a Concern on Satchel

Safeguarding Team with the Purple lanyards

Mental Health & Low Mood
YoungMinds – https://www.youngminds.org.uk

Kooth – https://www.kooth.com

Mind – https://www.mind.org.uk

Healthy Lifestyle
NHS Every Mind Matters – https://www.nhs.uk/every-mind-matters

Change4Life – https://www.nhs.uk/change4life

Eating Concerns
Beat Eating Disorders –

https://www.beateatingdisorders.org.uk

NHS Live Well – Eating Disorders –

https://www.nhs.uk/mental-

health/conditions/eating-disorders/

Apps That Can Help
Calm – For mindfulness and sleep.

Headspace – Meditation and stress relief.

Clear Fear – Manage anxiety (designed for young people).

MeeTwo – Anonymously talk to other teens, moderated by experts.

Remember: Asking for help is a strength, not a weakness.
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