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Writing a CV
and Cover Letter
Hints and Tips

Writing a CV and Cover Letter - Hints and Tips
The CSR Group is committed to inspiring the next generation and helping you learn, earn, develop and
grow. We have many years’ experience interviewing and recruiting apprentices so we have put together
some useful information for you.
Apprenticeship CV - where do I start?
Putting together an apprenticeship CV might seem like a daunting prospect, but don’t worry, we’re here
to help. Your apprenticeship CV will go hand-in-hand with your cover letter (see more info below on
that). An apprenticeship CV doesn’t have to be long. The employer won’t expect you to have loads of
experience, make sure your CV is only 1 maybe 2 pages long.
Tailoring an apprenticeship CV
You should equip yourself with a basic CV template and then tailor it for every apprenticeship
application you make. That means identifying the skills, qualifications and experience that you think will
interest them and are most relevant to the apprenticeship you are applying for.
For example, if you are applying for an apprenticeship in Healthcare and you have been volunteering
with the St. John’s Ambulance then mention it. If you are applying for an apprenticeship in Science
and you visited CERN or the Science Museum talk about it, if you have done a Nuffield placement or
attended science related open days, shout it from the roof tops. This all shows how passionate you are
about your future career.
Apprenticeship CV Mistakes
Remember, nobody likes to see flabby bits on a CV. It should be as trim and fit as an Olympic athlete.
Resist the temptation to pad your CV out with useless information and jargon terms. Yes, your CV might
look a bit on the skinny side, but short and sweet is better than long and irrelevant.
Don’t lie or overstate your experience or accomplishments, you will be found out at interview
Never ever add your photograph to your CV.
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Formatting and layout
Use bold letters and underline company name and dates only, and bold for your current position/title
which should be listed on a new line. You should ensure your CV uses a font that is easy to read e.g.
Arial – (size) 11, and laid out in a clear structure:
1.

Personal information

2.

A personal profile/summary about you

3.

Education/Qualifications

4.

Employment

5.

Additional Information and Achievements

6.

Interests and Hobbies

Structuring your CV
Personal information
Full name, address, email, contact number. Please make sure these details are correct, there is nothing
more annoying than wanting to invite someone to an interview and you can’t get hold of them because
their phone number is wrong.
Personal profile/summary
This should be a few lines only and is a mini-advert about you – summarising who you are, what your
career aspirations and ambitions are, and what you are good at. Describe your qualities/skills and
achievements in terms of what you have successfully delivered or contributed to.
Tell them why you want to work in this particular area (i.e. if you are applying for a healthcare
apprenticeship, what interests you about that healthcare). Your personal profile should only be a few
lines, so don’t bore them with a great long essay.
Education and Qualifications
Below your personal profile comes your education and qualifications. List it in chronological order, with
the last school you attended at the top. You should only record your education from the age of 11, so
don’t mention your primary school. For example:
20009 - present: The Green School for Girls, Isleworth, Middlesex
A-levels: English Language, Maths, Biology (ABB predicted)
GSCEs: English Language (A), Food Technology (A), English Literature (B), Maths (B), French (B), Dual
Science Award (C) (C), History (C), IT (C), Psychology (C).
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You can play around with how you present it, but make sure it’s readable and you’ve got all the right
information. Remember to put down what the qualification is, e.g. GCSE, BTEC or AS/A-level.
Employment history
Include any work experience you’ve done. This might include any jobs you’ve had, or any unpaid work
experience placements you’ve done or even voluntary work (employers love that). Like your education,
make sure you list the most recent roles first.
You should write down the dates you worked there (e.g. Sep 2016 to February 2017), the name of the
company you worked for and your role (e.g. Saturday Sales Assistant at The Apple Store).
Under each role include a few bullet points reflecting what your duties were.
Make sure you adapt your CV every time to reflect the kind of skills they are looking for in the
apprenticeship you are applying for.
• Use bullet point lists, positive language and action words “achieved”, “designed’, “delivered”,
“supervised”, “mentored” or “transformed” for example
• Do not leave out any period of employment for whatever reason – ensure that your time is
accountable and that you can explain any gaps at interview, whether illness, travelling, job seeking
or caring for a relative
Interests
If you are applying for an apprenticeship that is science, healthcare, forensic related, show evidence of
your passion for science. This could be the books, magazines or blogs you read or TV shows you watch.
If you have visited any scientific related organisations or been to any seminars let employers know on
your CV.
Mention interests that are relevant to the apprenticeship or things that will interest the reader. Please
don’t say “I like hanging out with my mates, hunting for Pokémon and playing on my PlayStation 3”.
Be prepared to talk about anything that you list here at interview so if you have any interests or hobbies
that could be controversial, perhaps leave out. This is your chance to show your personality and
motivation. Don’t forget to include any sporting, artistic or musical achievements.
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Additional Information and Achievements
Include any charity or fundraising experience and remember to include achievements such as the Jack
Petchey award or Duke of Edinburgh. Don’t forget to include any foreign language skills.
Do you have a good working knowledge of Microsoft Office, Adobe Dreamweaver or Photoshop? Can
you touch type? Can you use both PCs and Macs? Whatever you can do, talk about it!
If you had 100% attendance at school or college mention it.
Interests and Hobbies
If you like electronics, making Lego and building stuff, let them know, it shows you are good with your
hands. If you like fixing things and taking them apart to figure out how stuff works, talk about it, it shows
you are curious about how things work. If you like taking photographs or making You-Tube videos let
them know, all of these skills come in very handy in the work place.
Employers also love hearing about any sporting, artistic or musical achievements.
And Finally
There’s one way you can instantly put off an employer and that’s having spelling and grammatical
mistakes in your CV. Get someone who really knows their stuff to check your CV for errors. Proof read it
then proof read it again. Recruiters hate typos and spelling mistakes, it shows lack of attention to detail.
Writing Cover Letters
Some organisations ask you to include a cover letter along with your CV and application. It should
be tailored to the business and be more personal, interesting and convince the employer that you have
researched the organisation and you would really like to work there. If possible, try and find out the
name of the person who deals with recruitment so you can address the letter directly to them. If you are
unable to find out, then mark the letter for the attention of the resourcing manager. You can email both
the covering letter and CV if appropriate.
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An example of a covering letter:
									

(Name of person or Staff Recruitment
Manager)
(Company Name)
(Company Address)

Albert Einstein
72 Tomsk Drive
Wimbledon
W12 7SV
Mobile:
Email:

Date
Dear Sir/Madam,
Junior Science Apprenticeship
I would like to be considered for the

above vacancy that you are currentl

y advertising.
I am currently studying A levels / BTEC
course and I am looking for an App
renticeship in a science
related field. I have always had a pass
ion for science and would now like
to continue my learning
and education in a laboratory environm
ent.
I have read with interest on your web
site that you are involved in the earli
er detection of
cancers and I would relish the opportu
nity to be part of an organisation like
yours which has a
positive effect on the quality of life
for people in the UK.
I notice that one of your values is to
“give it your all”, I feel like I have dem
onstrated this when
volunteering for St. John’s ambulan
ce and in obtaining my Duke of Edin
burgh award.
I have enclosed a copy of my CV for

your consideration.

Yours faithfully
(Sign)
Albert Einstein

Ready to go?
Once you’ve got your sparkling new CV, take a look at our apprenticeship listings here or search for
science and healthcare related apprenticeships via the Government website. If you have any questions
the CSR team are always here to help you.
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