Example CV
Example Cover Letter 
Full Name
Town, UK | youremail@email.com | +44123456789
Education

upReach Sixth Form Centre, London | A-Levels			    	           Date - Date
· X subject (A), X subject (A), X subject (B)

upReach School, London | GCSEs						           Date - Date
· 9 GCSEs: grades 9-7, including English Language (8) and Mathematics (7)

Work Experience

Employer, Role title | City							           Date - Date
· Responsibilities / actions
· Key skills relevant to the role you’re applying for
· Quantified evidence of success

Extracurricular and Voluntary Experience

Role title, Employer, City							           Date - Date
· Responsibilities / actions
· Key skills relevant to the role you’re applying for
· Quantified evidence of success

Awards and Achievements

upReach Associate | August 2020 
Selected as a high potential undergraduate to join an accelerated professional development programme. This has included targeted skills workshops, being mentored by an employee at {{x}}, securing a professional experience week at {{x}} and attending insight days at {{x}} and {{x}}. (Delete or add as required.)

XX Award | October 2019

Skills and Interests

Sport University of X Hockey Second team, beginner level ping pong

Volunteering Raising and Giving Society - social media campaign leader for annual “Jailbreak” fundraising challenge, achieving 40% audience growth

Languages French (fluent), Mandarin (fluent)

Technology Experienced with Python, Java and HTML 


Full Name
Town, County
+441234567890
youremail@email.com

Organisation Name
1 Company Lane
City
Postcode

Dear Mr/Ms/Mx Surname [Hiring Manager - only if you’re not sure!],

Introduction - Who am I?

Describe yourself and the purpose of the letter. What to include: Your name and a bit about you i.e. your school and what you study, why you are writing e.g. to find out if there are any work experience opportunities at [insert the name of the firm] and what your ambitions are, for instance developing specific skills. 

Second Paragraph - Why is the organisation and opportunity a good fit?

Praise what you like about the organisation with reference to a specific example of something recent they’ve done, it could be a new project they’re working on for instance. Then, outline what specifically it is about the role, and the opportunities it provides, that excites you. 

Third Paragraph - What makes you a Good Candidate? 

Elaborate on your relevant qualifications, experience and skills - being succinct and only including two or three relevant examples. You do not need to go into too much detail as your CV is attached but ensure that you make reference to the specific skills and experience required for the role e.g if applying for a part-time job as a sales assistant you could talk about your ability to communicate with a range of different people and where you developed this skill.

Finishing Off - How can the Employer Follow Up?

I have attached my CV for your review. Please do get in touch if you require any more information regarding my application. I am available for work experience from [insert dates] and can be contacted via email or phone. Thank you for your time and consideration,I look forward to hearing from you soon. 

Yours sincerely [or faithfully if you haven’t addressed them by name], 

Full Name


