
RMG UK

You will have a meeting with RMG UK for 20 minutes 
where they will explain what they do, what they look 
for in employees and the types of jobs and routes into 
their company.

Remember your pre-prepared questions based on 
your pre-work with your form tutor.

Louise (RMG) will then set you your task for the rest 
of this session and p.2.



Cover letters and CV 
writing

Discuss: 
What do you think employers are looking 
for?



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



CV Workshop
What it REALLY is:

It’s a label containing 
only information that’s 

IMPORTANT for an 
employer to know



CV Workshop

What is it all for?

To get an interview, not the job!

Who is it for?

Employers; so only include what they want to 
know, not what you want to tell them!



CV Workshop

Social Media

How many people live in the UK?
66 million

How many people in the UK use social media? 
44 million

How long, on average, do people spend on social media per day? 
2hrs



CV Workshop

Social Media

What percentage of jobs are filled through networking (who you 
know, not what you know)? 
85%

What percentage of employers stated that they use social media 
as a factor when recruiting?
92% - in 2015, now much nearer 99%



CV Workshop

Social Media
✓ Keep it positive or keep it private

✓ Can be a great way to show your good 
side

✓ Follow potential employers and 
interact with them

✓ First thing an employer will check



Curriculum Vitae 

Jane Doe 

17 Blacon Point Road 

Blacon, Chester 

Cheshire 

CH1 5LD 

Lolzgirlssssparkles_14021999@tiscali.com 
 

 

Date of Birth: 14th February 1999 

Marital Status: Single 

National Insurance Number: JX 45 86 89 A 

Are these good or bad examples of 
CVs? Why?



Bad CV:

❖ Unreadable format

❖ Incomplete contact details

❖ Inappropriate personal details

❖ Bland, meaningless, generic language

❖ Information the employer doesn’t want

CV Workshop

Good CV:

✓ Consistent font (Arial 12pt)

✓ Personal details complete and up to date

✓ List achievements & skills

✓ Concise, relevant language

✓ No excessive amounts of information



What is expected?
Go to: 
https://www.youtube.com/watch?v=uG_LKVJjuAc w
atch from 3.21

Make any notes you find useful to help you create 
your own CV and cover letter.

https://www.youtube.com/watch?v=uG_LKVJjuAc




Hobbies and Interests: 

• Playing football and hockey 

• Modern literature 

• Contemporary music 

References available upon request 

Jane Doe 
17 Blacon Point Road 

Chester 

CH1 5LD 

jdoe@outlook.com 

07771 258369 

 

An aspiring retail assistant with a strong understanding of customer service 

principles, well-developed communication and listening skills, and a willingness to 

learn. Accomplished team worker with an enthusiastic outlook and a flexible 

approach to working hours. 

Skills: 

• Excellent literacy, numeracy, and communication skills as demonstrated by 

exam results 

• Awareness of customer service principles through parent’s experience in a 

retail environment 

• Strong team-working ethic developed through playing hockey and football 

• Well-developed IT and social media skills learned through school work and 

recreation 

• Outstanding punctuality as reflected in attendance record at school 

Education: 

Blacon High School, 2018 

English GCSE:7 

Maths  GCSE:6 

Geography GCSE:6 

Art:  GCSE:5 

Computing GCSE:5 



What should NEVER be on your CV:

❖ Protected Characteristics: Age, Disability, Gender 

Reassignment, Pregnancy, Marital Status, Race, Religion 

or Belief, Gender, and Sexual Orientation

❖ Any personal views on the above topics

❖ A photograph

❖ References

❖ LIES!!!!

CV Workshop



Don’t take my word for it…

“Remember that your CV might be in a pile of 50 

others, so do everything you can to make it really 

clear and easy to read.

“Only put things on your CV that are relevant to 

finding a job. Things like your age, whether you’re 

married, the colour of your hair and the number of 

children you have should not be on your CV” - 

Centrica

CV Workshop



Tailoring your CV

• Not tailoring your CV is the most damaging mistake that you can 

make when writing your CV

• Must be targeted to appeal solely to the niche of employers and 

vacancies that you are applying to

• the fundamental fact employers want to understand is whether or not 

you can do the job

• If your CV lacks any specific info, you won’t be shortlisted – no 

matter how well written and structured your CV is

• Research and find out exactly what your desired employers are 

looking for, then make sure that you are making those requirements 

prominent on your CV.     

       Standout-cv.com



CV Workshop

Do you thrive working in a fast-paced environment and enjoy working a varied shift pattern including some weekends?

We are looking for advisors to support our Fulfilment Department located in Knutsford to work as Fulfilment Advisors to 

support the fulfilment of temporary labour for our clients.

 As part of this role you will maintain regular telephone contact with client and agencies to keep them fully informed on status 

of bookings, book temporary staff into shifts via the company's in-house booking system and comply with SLA requirements 

of assigned contracts.

About you / key skills

• You will have excellent customer service and communication skills.

• You will be IT literate (particularly Microsoft Office email & excel)

• You will have a confident and professional telephone manner

• You will be able to adapt to the different work patterns which include night working and weekends.

Salary and Benefits

This role is offered at a salary of £21,500 per annum based on an average 35.5 hour working week, plus 25 days’ holiday and 

pension.

The shift pattern includes 12 hour shifts (with a one hour unpaid rest break), working a combination of either 6am to 6pm or 

11am to 11pm. Typically working either Monday, Tuesday and Wednesday or Thursday and Friday with some weekends.

We are a company that is growing and changing. Discover a new future.

If you are interested in applying for this role and meet the above requirements then please submit your CV along with a 

covering letter stating your salary expectation.

Identify what qualities (purple), job title and important information (yellow) and skills 
(green) the employer is looking for. These need to be included in your CV.



John Doe 

101 Crewe Road 

Shavington, Cheshire 

CW2 5DW 

07834 234589 

John.doe1@outlook.com 

 

An experienced customer service advisor with excellent communications skills and professional 

telephone manner. Well-developed IT skills, particularly with Microsoft Office, alongside 

outstanding customer service delivery and a flexible attitude towards shifts. 

Skills/Achievements: 

• Excellent telephone and face-to-face customer service skills, as developed in role at 

Carphone Warehouse 

• Strong Microsoft Office skills based upon GSCE Computing results and training through 

workplace training, especially in Outlook and Excel 

• Experienced in working a variety of shift patterns in a fast-paced environment, including 

weekends and working as part of a team 

• Ability to problem-solve, create relationships quickly, and work independently through 

participation in National Citizen Service 

 

Education: 

Shavington Academy: 

Mathematics GCSE: 6 

English  GCSE: 6 

Computing  GSCE: 6 

Geography  GCSE: 4 

History  GCSE: 4 

Music   GCSE: 3 

Chemistry GCSE: 3 

Employment: 

Carphone Warehouse, Crewe 

Retail Assistant, November 2018 – April 2019 

• Delivering the highest level of customer service to ensure customers  

had the best product for them 

• Supporting team members if in need of assistance to complete sales 

• Handling complaints with discretion and resolving issues to customers  

satisfaction and in line with company policy 

 

Hobbies/Interests: 

• Playing football 

• Creating music 

• Contemporary art 

 

References available upon request 



Over to you! 
You have a job description for a Customer Service Advisor with RMG.

Highlight the skills, important information and qualities the employer 
is looking for in 3 different colours.



Identify:
• What 

qualities 
(purple),

• Job title 
and 
important 
informatio
n (yellow)

• Skills (gree
n) the 
employer 
is looking 
for. 

Is there 
anything you 
need 
clarification 
on? KPI?

These need to 
be included in 
your CV.



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.



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/



Supported by
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