
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.

CV writing workshop



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

Cover letters and CV 
writing



Identify:
• What 

qualities 
(purple),

• Job title 
and 
important 
informatio
n (yellow)

• Skills (gre
en) the 
employer 
is looking 
for. 

These need 
to be 
included in 
your CV.



Using the template set by Mrs Stobbs on Teams, complete 
your CV based on the job from RMG.

See the guidance in red taken 
from https://www.prospects.ac.uk/careers-advice/cvs-and-
cover-letters/how-to-write-a-cv#what-to-include-in-a-cv but 
make sure to delete the guidance when you submit your 
completed CV.

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

job description.

Have they used specific examples of the skills and 
qualities they are trying to show?

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

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:

✓ Keep it short and to the point

✓ Remember who will be reading it

✓ Make it easy to read

✓ No stupid mistakes

✓ Tailor your CV to the job you are applying for

✓ Don’t use a template



Useful Websites:

CVs, covering letters, application advice:

www.reed.co.uk

https://nationalcareers.service.gov.uk

https://jobs.theguardian.com/careers/



Finished? Unifrog careers research.

✓Log into your school emails.

✓See the email from Unifrog follow ‘begin’ to set your 

Unifrog password – check your ‘other’ folder if it is not in 

your inbox.





Search careers by keyword or by your school subjects



Then you can search through jobs by filtering further or just 

exploring your interests, you will find careers profile and videos 

of each career



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

words/paralegal

Each job profile 

will include 

what the job is, 

the skills 

required, 

career path, 

related career 

profiles, 

university 

subjects, 

requirements, 

work hours, 

salary and the 

amount of jobs 

available.

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


If you are less clear on a particular 

career, you can use the subject library



Search by keyword or by your school subjects



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



Task – careers profile

• Use unifrog to create a profile on at least 2 

careers.

How to find careers:

• Go to exploring pathways and use the 

careers library and search keywords or by 

subjects

• Subjects library

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.



Supported by
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