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Building your CV – Useful words
Listed below are some useful words for use in your CV, they can be
used in your key skills or your personal profile, highlight any that you
believe apply to you:

Achieved
Adaptable
Adventurous
Ambitious
Artistic
Assertive
Calm
Capable
Caring
Cheerful
Competent
Confident
Conscientious
Considerate
Co-operative
Creative
Dependable
Determined

Easy going
Effective
Efficient
Energetic
Experienced in
Flexible
Friendly
Hardworking
Helpful
Improved
Intelligent
Leader
Lively
Motivated
Organised
Participate in
Persevering
Persuasive

Polite
Popular
Precise
Proficient at
Quiet
Reliable
Resourceful
Responsible
Self-reliant
Sensitive
Skilled
Sociable
Steady
Successful
Tactful
Versatile
Volunteer
Willing

Your Personal Profile
A personal profile is your chance to tell the employer about you in a
couple of shot sentences; examples of these are:
o An organised and logical thinker who enjoys interacting with other people. A keen
learner that is looking for an opportunity to become involved in commerce and
administration.

o A hardworking and reliable individual who maintains high professional standards,
excellent customer care skills and likes working in a team environment, but is equally
capable of working on own initiative.
o A reliable and honest school leaver who is willing to learn new skills. Seeking
practical, active employment.
o A reliable, determined and hardworking individual who is accustomed to working
accurately under pressure. Now looking to build on past experience in an office
environment.
o I have spent 3 years in the armed forces, joining straight from school. I am
trustworthy, responsible and outgoing and can work on my own initiative.
o I am a keen individual who enjoys working with my hands and am able to think on
my feet. I wish to carry on and develop a career in carpentry and would enjoy the
opportunity to bring my skills and experience to a company who would offer me the
chance to train further.
o I am a well-motivated, organised person who is able to work as part of a team or
on my own. I have excellent IT and communication skills that have developed by
recently gaining an NVQ level 2 qualification. I am keen to bring my new skills into
the work place to develop a career.
These are only examples of profiles, create your own to suit you. It should be
short and to the point, giving the employer an overall view of what you are
saying about yourself.

Write an example here:

Your Key skills
These are specific skills that you want to draw to a potential employer’s
attention. They should be clear and concise but should be backed up with a
sentence giving evidence of you displaying these skills. Examples of these
are:
o Reliable and well organised: While working for WPBC I had an excellent
attendance record and helped to organise the new reception area.
o Able to master new skills quickly: Whilst working for WPBC, new machinery was
introduced, after initial training I quickly understood the system and worked on it for
over a year.
o Team worker: While a member of a cancer awareness charity I worked in a team
with 5 other volunteers to organise fundraising events.
o Good Communication skills: In my spare time I play an active role in the Darts
team and often give reports to the committee members and members about up and
coming events.
o Excellent customer care skills: While working for the NHS, I was responsible for
the manning of the A&E reception desk.
o Computer skills: I have excellent IT skills and have just obtained my Level 2 IT
User skills certificate
The examples are skills that could be applied in most jobs; these give the employer
evidence that you possess these skills and if you choose evidence that can be
checked, the employer can ask about these skills when requesting references.
These key skills are very similar to life skills and these can be used if you have little
or no employment history. Remember the evidence of the skills can not only come
from employment but can be gleaned from many different areas, hobbies and
interests, parenthood and day-to-day life.
Now pick three of your key skills and write a short example sentence about each
one….
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Information for your CV
Enter both the personal profile and key skills in this form and gather
information to form your CV

