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CREATING CVS AND APPLICATIONS 
FOR JOBS AND TRAINING
Session plan
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AT A GLANCE
This session is all about getting the learners to recognise their own skills and talents and 
teaching them how to showcase these talents in a CV format. It will show them how 
powerful a great CV can be when applying for jobs or training opportunities. Learners 
will need to have completed the ‘Building a Successful Future’ session before this one. 
Please note: This plan can be adapted to stretch over a number of days, depending on 
the time you have available.

LLN OPPORTUNITIES
 Use proof reading 

strategies to identify 
spelling, punctuation 
and grammar errors

 Recognise different 
ways of completing an 
application form

 Read and understand 
commonly used 
phrases and words on 
application forms

LEARNING OUTCOMES
 Identify relevant skills, experiences and education to put on a CV

 Identify essential information to put on a CV and what each section 
should include

 Produce a CV in an appropriate format for seeking employment

 Complete a basic application form for a job/course that is relevant to 
their interests

ACTIVITIES
ACTIVITY TIME PAGE
Icebreaker: What is a CV? 15 minutes 03

Transferable skills 15 minutes 04

Personal statement 30 minutes 05

‘CV do’s and don’ts’ 20 minutes 07

Writing a CV for your dream job 40 minutes 08

Explore LinkedIn 30 minutes 10

Application forms introduction 20 minutes 11

Completing an application form 60 minutes 12

Wrap up 5 minutes 14

CURRICULUM LINKS
 Gatsby Benchmarks 

2, 3 and 8 (England)

 Career Education 
Standards 4, 6 (Scotland)

QUALIFICATION 
OPPORTUNITIES
 Career Planning - LO: 

Understand how to 
apply for jobs or training 
opportunities



ICEBREAKER: WHAT IS A CV?
This icebreaker activity will help young people understand what a CV is. They will 
identify what information should be on their CV and discuss as a group.

TIME REQUIRED
15 minutes

MATERIALS
Depending on what you 
have access to, you can 
use either:

 Flipchart paper, 
whiteboard and pen or 
virtual whiteboard tool

 Google docs or similar 
online document, 
access to internet

ACTIVITY STEPS
1. First, ask the learners if they know what a CV is. Explain that CV, 

which stands for ‘curriculum vitae’ and is the Latin for ‘course of 
life’, is a written overview of someone’s life’s work. Ask the class 
to discuss what information a CV can tell employers about the 
person applying for the job.

2. During the discussion, make sure you explain to the learners that 
a CV provides employers with an overview of their qualifications, 
skills and work experience. This then helps employers to decide if 
they would be a good fit for the job. It’s key to get across that a CV 
acts like a sort of first impression about the person applying, which 
is why it’s so important.

3. Split the learners up into pairs or small groups and ask them to list 
what information they think employers would like to know about 
a person applying for a job. Record their suggestions on flipchart 
paper, a whiteboard or a Google doc or similar sharing platform, 
if delivering online. Ask them to note down what information 
employers do not need to know about, and should therefore be 
missed off the CV.
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QUALIFICATION 
OPPORTUNITIES
 State different methods 

of applying for jobs



TRANSFERABLE SKILLS
Learners will identify the skills they have demonstrated from their education and home 
life. They will also learn how to identify what key skills are required for a job. 
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TIME REQUIRED
15 minutes

MATERIALS
 Paper

 Marker pens

 Computer

WORKSHEET
 Activity 1: 

Transferable skills

ACTIVITY STEPS
1. Stress to the learners that although they might not have had any 

formal work experience or qualifications yet, they will still have 
demonstrated various skills from their education and home life 
that will be impressive to employers.

2. Discuss with them how various activities, like being part of a sports 
club, babysitting younger family members and doing schoolwork, 
can demonstrate skills that employers may be looking for.

3. Split learners into groups and ask them to each give an example of 
how they can demonstrate skills in their school life, home life and 
work life. They could give examples of anything they personally do 
which they believe could go onto a CV. Ask a selection of them to 
share their examples with the group.

4. At a higher level, challenge learners to think about specific 
situations in which they can demonstrate skills, e.g. an example of 
where they had to think on their feet when volunteering to help at 
an event.

5. Explain to the learners that you are going to show them some job 
adverts, to see what skills are required for various roles. Hand out 
the ‘Transferable skills’ worksheet and ask learners to read the 
job descriptions and identify what skills they would need to be 
a successful candidate. Ask them to record the skills in the box 
below each job description.  



PERSONAL STATEMENT
Through this activity, learners will understand what a personal statement is, and will be 
encouraged to write their own. 
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TIME REQUIRED
30 minutes

MATERIALS
 If working online, 

features like virtual 
breakout rooms or 
a document sharing 
platform

ACTIVITY STEPS
If you think the group are working at a higher level, you can get them 
to write a personal statement to accompany their CV. 

1. Explain to the learners what a personal statement is and how it is 
especially useful for people who are just starting out on their career 
journey and therefore don’t have much practical experience. Explain 
to them that a good personal statement combined with a great 
CV, can really make them stand out from the crowd.

2. Let the learners know that the personal statement is only three 
to four short sentences describing their skills and attributes. It 
elaborates on some of the points they’ve made in their CV and 
they should use words like ‘I’ or ‘my’ to give a warmer, friendlier 
tone. Select a few personal statements from the examples in the 
link below and read them out loud to learners:

 www.reed.co.uk/career-advice/personal-statement-examples/

 www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/
writing-a-personal-statement-for-your-cv

 Tell them that to write a strong personal statement, they will need 
to identify their own skills. You can give them a few examples of 
skills they might have developed through their interests, studies, 
work and experiences: problem solving, adaptability, teamwork, 
presenting. 

3. To stimulate ideas, either in pairs or as a group, ask them to name 
one or more positive qualities about their peer e.g. “Stephen is 
very confident and is great at speaking to a large group of people”.  

4. Ask the learners to think about their key strengths and skills and 
then produce their own personal statement. You can share more 
examples of personal statements on the next page, so learners can 
check if their personal statement is in line with what’s expected by 
employers. 

QUALIFICATION 
OPPORTUNITIES
 State different methods 

of applying for jobs

https://www.reed.co.uk/career-advice/personal-statement-examples/
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/writing-a-personal-statement-for-your-cv
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/writing-a-personal-statement-for-your-cv


EXAMPLE 1
A highly motivated and hardworking individual, who has recently completed their A-Levels, 
achieving excellent grades in both Maths and Science. Seeking an apprenticeship in the 
engineering industry to build upon a keen scientific interest and start a career as a maintenance 
engineer. Eventual career goal is to become a fully-qualified and experienced maintenance or 
electrical engineer, with the longer-term aspiration of moving into project management.

EXAMPLE 2 
A hardworking individual with strong problem-solving skills and team spirit, I have recently 
completed eight GCSEs (grades 7-5), achieving excellent grades in Maths. Seeking an 
apprenticeship in the digital industry to build on a keen interest in media and technologies to start a 
career in digital marketing. 
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‘CV DO’S AND DON’TS’ 
Learners will have a look at examples of poor CVs, to understand what the do’s and 
don’ts are when writing CVs. 

TIME REQUIRED
20 minutes

MATERIALS
 Pens

WORKSHEET
 Activity 2: 

CVs that need 
improvements 

ACTIVITY STEPS
1. Hand out some pre-prepared examples of CVs, including the ‘CVs 

that need improvements’ worksheet. 

2. Ask the learners to review these and encourage them to look at 
them critically, ask them to highlight what needs to be improved, 
what works and what should be deleted altogether. Make sure 
that they highlight key CV mistakes such as poor formatting, 
incomplete contact details, spelling errors or lack of evidence.   
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WRITING A CV FOR YOUR DREAM JOB
Now that learners know what a CV is, they will have a go at creating their own CV, 
tailored to their dream job.
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TIME REQUIRED
40 minutes

MATERIALS
 Pens 

 A computer with access 
to Microsoft Word

WORKSHEET
 Activity 3:  

Writing my CV

ACTIVITY STEPS
1. Give students examples of some good CVs, to show them how it 

should be formatted to make it look professional. You can pick CVs 
from the examples that can be found on the below websites:

  www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/
example-cvs

 www.studentjob.co.uk/application-tips/cv-example

 Explain that a CV should include various sections: contact 
details, work experience, education, key skills & achievements, 
interests and references. Ask the group if they know what kind of 
information should be included in each section. 

CONTACT DETAILS
Include their full name, home address, mobile number and email 
address.

WORK EXPERIENCE
List their work experience in reverse date order, including details 
on what their key responsibilities were.

EDUCATION
List and date all their previous education, including professional 
qualifications. The most recent should be placed first.

KEY SKILLS AND ACHIEVEMENTS
In this section, key skills should be highlighted, such as speaking 
a foreign language, IT packages they can use, etc.

INTERESTS
Include extra curriculum activities, sports that they practise, if 
they play an instrument, etc.

REFERENCE
They don’t need to provide the names of referees at this stage, 
but it is good to think about who could give them a reference – it 
could be a previous employer or a teacher.

QUALIFICATION 
OPPORTUNITIES
 Produce a CV which 

highlights own skills, 
experience and 
achievements

https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/example-cvs
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/example-cvs
https://www.studentjob.co.uk/application-tips/cv-example


2. Remind learners of the job they have identified in the previous session, ‘Career planning - Building a 
successful future’. They should then start filling out the table on the ‘Writing my CV’ worksheet, which 
will show them the information they need to add to their CV. Then they should ask their peers to look 
over it to see if there is additional information that could be added to make it stand out more.

3. Once they’ve done this, the learners can use this to draft a proper CV. Tell them to really go for it and 
to showcase all the amazing things they’ve done and leave no room for doubt in the employer’s mind 
that they can do the job. They could either do this using a CV template or by looking at CV examples 
online. When finished, make sure they check their spelling, grammar and layout.
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OPTIONAL :
The learners could swap their CV with the person next to them and see if they can spot any 
mistakes or missing information. 

NEXT SESSION: LINKEDIN AND APPLICATION FORMS



EXPLORE LINKEDIN
In this activity, learners will explore LinkedIn, and understand why it is an important tool 
when looking and applying for jobs. Make sure it is age appropriate for your group.
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TIME REQUIRED
30 minutes

MATERIALS
 A computer with 

access to the internet

ACTIVITY STEPS

This activity is all about helping learners set up their presence online 
as a jobseeker. LinkedIn is a great tool for people who are looking for a 
new opportunity. 

1. Ask the learners to go to www.linkedin.com and create an account. 
This is a professional networking site, so they should use their real 
name and details.  

2. Let them know that: 

• They can use their email address to find people they may know 
on LinkedIn

• They can select some relevant (and work appropriate) interests 

3. Encourage them to build a profile using a suitable photo, and fill 
out the Experience, Education, Skills and Summary areas. Just like 
a CV, these areas will form the core of the profile. LinkedIn will 
prompt and guide them through the steps.    

4. Once they’ve connected with a few people, see if they could give 
recommendations or endorsements. Much like a reference, having 
these will add credibility to their profile. 

SAFEGUARDING ADVICE
Advisers should check with the learners’ parents/guardian if 
they are happy for them to create a profile on social media, and 
upload a photo. 

QUALIFICATION 
OPPORTUNITIES
 State different methods 

of applying for jobs

https://www.linkedin.com/


APPLICATION FORMS INTRODUCTION
Learners will understand why employers might use application forms and identify the 
different ways of completing them.
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TIME REQUIRED
10-15 minutes

ACTIVITY STEPS
1. Application forms are another way people can apply for jobs. 

Explain to the group that employers use application forms for a 
number of reasons. See if the learners know any reasons why they 
might be used, examples include:

• Helping the selection of hiring new employees 

• Keeping the shortlisting process simple and standardised

• Assessing suitability to see if you meet basic requirements for a 
job 

• Providing more detail than CVs 

2. Ask the group to identify different ways of completing applications 
forms e.g. paper-based forms and online forms. Explain that 
sometimes they can also be asked to submit their CV when they 
complete an online application.

QUALIFICATION 
OPPORTUNITIES
 State different methods 

of applying for jobs



COMPLETING AN APPLICATION FORM
In this activity, students will learn how to complete an application form for a job 
matching their skills and interest. 
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TIME REQUIRED
60 minutes 
(split in two sessions)

MATERIALS
 Computer with 

access to the internet

WORKSHEET
 Activity 4: 

Keywords on 
application forms 

ACTIVITY STEPS
PART 1
1. Handout the ‘Keywords on application forms’ worksheet – in 

small groups ask learners to match the key phrases and words 
commonly found on application forms with the correct definitions. 
Explain any unfamiliar terms and record them on a word wall.

2. Ask the learners to look for an application form online for a job that is 
relevant to their interests and area they’d like to work in. This could be 
for a specific job, a training course related to that job or a volunteering 
position. You might want to check the job they have chosen and 
make sure that each learner fully understands what they need to do.

3. Explain that they are going to fill up the sections of the application 
form, as if they were going to apply for the job. Ask them to copy 
and paste the questions and key sections of the application they 
have found, or to write them on a piece of paper. They will take 
these home and complete them as homework. 

PART 2
4. During the next session, encourage them to proofread their 

complete application form a number of times, just as if they were 
going to submit it. Share these useful proofreading tips:
• Read your application form out loud – you’ll read slower and be 

more likely to spot errors 
• Proofread backwards – start at the bottom of your text and read 

one sentence at a time. This will help you to focus on spotting 
errors rather than the content, which you will know well. 

• Print it out – sometimes errors can be difficult to spot on screen 
• Ask for help – ask someone else to proofread it for you. It always 

helps to have a fresh pair of eyes on something   

5. Let them know that they will normally be asked to upload their CV 
as part of an online application process, so it’s important that their 
CV is in great shape before they start this. It can also be a helpful 
document to refer to when filling out the application. 

6. Encourage them to take their application home and discuss it with 
their parents or guardian. If the job is relevant for them and they 
want to apply, they can submit their application. 

QUALIFICATION 
OPPORTUNITIES
 Complete an application 

to an appropriate 
standard for submission

 Produce a covering 
letter for a specific job 
role
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OPTIONAL :
If your learners are working towards Level 2/Scotland Level 5 of the PDE qualification, then you may 
want to use this time for them to create a covering letter to accompany the application they have 
completed.

Explain to the learners that covering letters are similar to personal statements as they are 
opportunities for you to introduce and detail yourself, your experience and skills separate to the 
application or your CV.

Emphasise that covering letters are longer than personal statements, usually 1 side of A4 (employers 
often specify how long they would like it to be for the job they are advertising). Covering letters also 
need to include:

 Your contact information at the top

 The specific role that you’re applying to

 An address to the hiring manager

 A brief description of why you’re a good fit for the role 

 Your relevant experience and skills - it’s good to address how your experience and skills address 
specific parts of the job description or person specification to make it clear to the employer that 
you are suitable for the role

 A conclusion that reiterates your interest and ends with a call-to-action

 Your signature



WRAP UP
Ask learners what they have found out during these sessions? How do they feel about 
it? Do they feel more confident writing a CV and the different ways to apply for jobs?
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