C | € CV writing workshop

In your previous session you should have annotated the
job from RMG showing the qualities, important
information and skills they are looking for.

You are now going to write your CV tailored to this
specific job.
These need to be submitted to your assignment on

Teams to Mrs Yeates and a selection will be anonymised
and sent to Louise from RMG for feedback p.5 on
Teams.



Cover letters and CV
writing

Objectives:

* To know what a CV and cover letter are

* To understand what makes a good CV and
how to tailor them to a job



THE ROLE REQUIRED SKILLS  [Rastiid

e What

e You will nandiSSlstermeranglifics of Confident communicator qualities
varied nature. xcellent Customer Servi Ki (purple),
Raspond to enauiries by inbound calls, onfident in using IT and lear: Job title
cemaisanachat; 1IN an ly ev stel

In accordance with RMG policies ‘ : and
and procedures (full training given) Able to work to KPIs and important
Receive understand and assess customcr eadlines informatio
contagtsancEngunes to establish '
requirements for advice, guidance and ality n (ye”OW)
service/solutions Rigood team we Skills (gre

en) the
employer

WHY RMG? BENEFITS is looking

for.

RMG are an industry leader within the Property Fully paid training programme
Management sector Development and progression
opportunities These need
We offer a fully comprehensive training Annual salary reviews to be
program so even if you don‘t come from a

25 days holiday + Bank holidays + i i
property management background but have a includedin

never work your birthday

your CV.

passion for customer service we want to hear Onsite parking
from you. We're looking for individuals who are
taking their first step orto the career iadder and

progress with us.

Company funded qualifications
Shopping Discount Portal

Life Assurance

- Office Incentives

So, if you're looking for a CAREER and not just a > =
imbh ADDIV AIANAN Overtime available

> B L B ¢ @ @




Using the template set by Mrs Stobbs on Teams, complete
ou—— . . _

Peer assessment — highlight the skills, key
See information and qualities they have used from the

fror job description. nd-
cov | but
mal| Have they used specific examples of the skills and I
con qualities they are trying to show?

What have they done well? How could it be
improved?

to, as your cover letter will be job-specific. Keep CV personal statements short and snappy - 100
words is the perfect length.

EDUCATION
List and date all previous education, including professional qualifications. Place the most recent
first. Include qualification type/grades, and the dates.

5t Nicholas Catholic High School, Hartford, Cheshire Sept. 2017 — August 2022

Predicted GCSE grades: (Aug 2022)


https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/how-to-write-a-cv
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/how-to-write-a-cv

Submit your CV to the assignment on Teams.

An anonymised selection will be sent to RMG for feedback
P.5.



Summary:

v Keep it short and to the point

v Remember who will be reading it

v' Make it easy to read

v No stupid mistakes

v" Tailor your CV to the job you are applying for
v Don’t use a template

:PLEDCE



Useful Websites:

CVs, covering letters, application advice:
www.reed.co.uk
https://nationalcareers.service.gov.uk
https://jobs.theguardian.com/careers/

:PLEDCE



Finished? Unifrog careers research.

v Log into your school emails.

v  See the email from Unifrog follow ‘begin’ to set your
Unifrog password — check your ‘other’ folder if itis not in
your inbox.




-

ACCESS ALL THE TOOLS BELOW

Exploring pathways

Know-how library

X Guides favourited

Subjects library

« Subjects favourited

Careers library

« Careers favourited

Go to tool >

Go to tool > Go to tool >

MOOC

You have 1 shortlist
View shortlist

Start >




History
Mathematics

Further Mathematics

Design Technology

Search careers by keyword or by your school subjects




Holly M@rris

Administration and Production Coordinator

Akademi unifrog

_ T'hein 'ybu can search through jobs 'by.filtering further or just
exploring your interests, you will find careers profile and videos
of each career




Paralegal

Each job profile
will include
what the job is,
the skills
required,
career path,
related career
profiles,
university
subjects,

You could work for many kinds of employer, You'll need: requ | rem entS,

including law firms, private companies, the not-for- k h
profit-sector, local or central government, the police * excellent administration, IT and research skills Wor Ou rS’

and the courts. You'll usually specialise in one area of » the ability to read and analyse lots of complex
legal work. G information Sal ary an d th e

* a high level of accuracy and attention to detail amou nt Of JObS

Your day-to-day tasks may include:  the ability to work under pressure and meet

deadlines .
e researching and preparing legal documents aval Iabl e.
¢ handling confidential information

What you'll do Skills required

https://www.unifrog.org/student/careers/key
words/paraleqgal



https://www.unifrog.org/student/careers/keywords/paralegal
https://www.unifrog.org/student/careers/keywords/paralegal

OO 0@

Careers library

« Careers favourited

Go to tool >

MOOC

You have 1 shortlist
View shortlist

Start >

ACCESS ALL THE TOOLS BELOW

Exploring pathways

Subjects library Know-how library

« Subjects favourited X Guides favourited

Go to tool > Go to tool >

If you are less clear on a particular
career, you can use the subject library



Search by keyword Search by school subjects

Physics
Mathematics

Further Mathematics

Design Technology

By characteristics By interests

Search by keyword or by your school subjects




Y

. T
Beth Hill

Biomedical Sciences (BSc) .
University of Warwick Unlfrog

Medical and health sciences @ Medicine

A multi-disciplinary field which includes subjects such as Physiotherapy, Radiology, A broad understanding of how the human body werks to diagnose, treat and
Biochemistry and Paramedic Science. manage medical conditions, with the cpportunity to specialise in a particular area.

Read the guide > \ Read the guide >

Again, you can watch the videos/ see the job profiles




Task — careers profile

Tob:

« Use unifrog to create a profile on at least 2
careers.

What I would do:

Skills required:

How to find careers:

* Go to exploring pathways and use the
Progression: careers library and search keywords or by
subjects

Related subjects « Subjectslibrary

Job requirements:

Salary and working hours:

Extension: Write yourself a pathway to get you to your career — what will
you need to achieve in year 9, 10 and 11 and what will your next steps be?

Option 2: under exploring pathways, click on “know how library” and use
this to search for what makes a successful interview, CV or application by
using the different keywords.
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