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Whatever age you are, gaining experience can help you succeed in your future,

by building your skills and knowledge.

This con be work experience organised by your school
or college, experience you organise yourself, butit also
includes a range of other things you might not think are
important. Things like:

m Volunteering in your community

W Playing sport and helping to cooch younger students

So, where’s the best place to start to
gain work experience?

Volunteering with on organisation in the field in which
you would like to work is o greot ploce to stort

‘You might be able to get expernience through your
fomily ond friends {olwoys check with school thot this
is appropriate).

All relevont experience looks good on your CV, ond
good references from voluntary work can moke the
difference to you being successful.

m Doing donce or droma

m Being part of a dub or society at school

m Mentoring younger students at your school
m Looking after your younger siblings

m Helping older members of your family

m Hobbies ond interests, such as music, photogrophy
or computers

Look ot poges 24 ond 25 to find out more about skills
ond ideas to help you develop your strengths.

‘While you're at school you'll get chonce to

visit employers, colleges and universities, plus
representatives will come to school to tolk about their
jobs ond industries.

For some future coresr oreas, you need 1 hove
relevant work experience. This includes many health
careers such as nursing, medicne and dentistry. Stort
your research here;

https:fiwww healthcareers nhs uk/career-
planning/improving-your-chances/gaining-
experience.

Remember thot os well as the work expenence itself,
whot you learn and the skills you develop are equally
important to record ond tolk about.

Don't be afroid to explore the unusual. Fomous writers,
ortists, musicians and octors all started somewhere.
Make the most of all your experiences

Recruitment

There are several woys that employers recruit, so
moke sure you reod the instructions corefully. Is o CV
occeptoble or do you need 1o complete o separote
opplication?

Will there be on assessment centre? This could be o
group task or on optitude test. Reod all the information
carefully so you know whot to toke with you and whaot

Make the most of these opportunities to think cbout
whot sort of coreer you ore interested in.

Do your research into whot sort of qualifications are
needed. What sort of person

do you need to be to moke

o success of your ideas?
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cv

CV stonds for ‘Curriculum Vitoe" which means 'story
of my ke’ This is a short document completed by you,
about you.

Along with your CV you should send o short cover
letter to your potential employer to introduce yourself
and say why you would be suitable for the job. This
is your opportunity to sell your skills ond to grab the
employers' attention.

A CVis usually @ maximum of two pages A4.

Keep the design simple and use either 12-point Times
New Roman or Arial font. Block text on white poper is
standard. CV templates are ovoilable online.

Photogrophs are not usually odded to o CV in the UK
but if this is osked for include o professional looking
passport style heod shot.

Use plain and positive longuoge ond deor, concise
content. Be factual, honest and grommatically correct
Check for spelling mistakes and ask a friend or fomily
member to check your CV for mistakes and to give
feedback.

Your CV is the first and only chance you hove to sell
yourself to on employer. Stort with a personal profile,
which is o few concise lines to sum up your skills and
experience. Then list your paid work or voluntary
work experience, Usually you put your most recent
work experience and qualifications first and work
backwards

After your work experience, list your qualifications.
Include both acodemic qualifications and any
professional development ochievements

Save your CVjs on your computer o you ore ready to
apply when you see an interesting job opportunity.

Application forms

Sometimes you need to complete an application form
too. It's vital to complete the SupportingPersonal
Statement section of the form os fully os possible; this
is your opportunity to outiine all the skills you hold that
ore relevant to the jobjopprenticeship or course.

If the opplication form is hand written, be neat and
remember to check your spelling and grommor
(whatever the format). The document, like your CV
represents you aond must give o good impression!

If you are opplying to Higher Education, your school or
college will help you through the process. https:fwww.
ucas.comundergraduate/fopplying-to-university

Interviews - Your chance to shine.

There are several types of interview, and you may go
through two or three interviews for each job before
being made an offer,

Sometimes an initial interview might be done through
Skype or by telephone before proceeding to o foce-to-
foce meeting.

When attending o face-to-face interview:

B Dress oppropriotely ond be on time.

Find out more:

B Smile, be professional. Ask questions, be interesting
expenence.

W Be prepared. Reod obout the companyjorgonisation
onlinz and think about what you would like to ask
them. Think of the interview os o two-waoy process.
YYou ore leaming about the people and organisation
you will be spending o lot of your time with, just os
much as they are finding out about you. Thinking
about the experience in this way helps to colm any
interview nerves.

W Here ore o few things an employer might tolk obout ...
» Your skils ond strengths.

& What you know obout the company or role.
¥ Your ombitions and motivation.

¥ Your work history and educotion/qualifications.

¥ Points covered in the ‘person specification’ of the
job description and how your background might fit

¥ Your experience of working in o teom or of being
able to work on your own initiative. People will
often ask for exomples so it's wise to think these
things through in odvance.

¥ Enjoy the experience and good luck!

https:/hationalcareersservice direct gov.uk/get-a-job/top- 10-interview-questions

https:/hationalcareersservice direct gov.uk/get-a-job  https:fwww.cv-library.co.ukicvtemplates
https:/Awww.prospects.acukicareers-advice/interview-tipshssessment-centres
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