
Designing a CV
Use this CV outline to design and complete a CV for yourself detailing your life record so far. It is a good 
idea to keep an electronic copy of your CV so that you can make changes easily and update it when you 
gain more experience.

It is up to you how it is laid out, but the main headings below are a great starting point.

Name

Email address

Address/Phone numbers

Personal details

Date of birth: in number form    

Nationality: include any dual nationalities

Profile

Write a paragraph about yourself and the skills and qualities you have. Think about the employability 
skills and qualities you have and detail them here. 

E.g. I am punctual and reliable. I have 100% attendance. I often help out at open evenings at school 
and can be relied upon to organise fundraising events for our form. 

Work Experience

This can be any paid or voluntary work

Job title and name and address of the company

Role Describe the role of your job
ICT Detail your ICT skills

Education

School Name

Address Road and postcode
Qualifications already gained  
List of qualifications and types
Qualifications to be taken and predicted grades
List of qualifications and types

Dates

Dates

Date

Date
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Designing a CV

Hobbies and interests
Write a paragraph about your hobbies and interests. List around three things that you like doing,  
then for each of these, write more about it. E.g. Swimming: I regularly swim for my local club and  
take part in competitions. Or; I enjoy swimming as a way to keep fit and relax. I swim once a week. 
Reading: I am part of a peer reading scheme at school whereby I help students with reading difficulties. 
Or: I am part of a book club at my local library. We meet once a fortnight where we discuss the book 
we have been reading.

References
You need to give two references, one should be the head teacher of your school. The other may be the 
person who supervises you on work experience or previous employment you have had – this can be 
voluntary work that you do. Or someone who would write a character reference.

Name

Position

Address

Tel no.
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Name

Email address

Address/Phone numbers

Personal details

Date of birth:    

Nationality:

Profile

Work Experience

Role 
ICT 

Education

School 

Address 
Qualifications already gained  

Qualifications to be taken and predicted grades

Dates

Dates

Date

Date
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Hobbies and interests

References
Name

Position

Address

Tel no.
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