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This booklet contains: 

How to write a CV.  
How to write a cover letter.  
Links to websites with more information and advice.  
CV template/example - you can use this to get started making/editing your own CV. 
Cover letter template you can edit for the job/apprenticeship you are applying for. 
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Writing a Cover Letter 

Some employer’s might ask you to include a cover letter with your application.  

It’s a way for you to introduce yourself and really emphasise the skills and qualities you could 
bring to the role. In short, you’re explaining why you would be the best person for the job. 

It’s a short letter – max one A4 page. 

Where to start? 

Do your research Read up on the job specification: what skills and abilities are required 
for the position? 

Writing the letter: 

Paragraph one Explain why you are getting in touch. 

Paragraph two  Why are you suitable for the apprenticeship/job? Relate back to the 
skills they’ve mentioned in the job description. 

Paragraph three Describe the things you have done already that show you’re suitable 
for the job. Talk about skills and experience, what you did and why 
you did it. 

Paragraph four   Conclusion: Summarise, explaining again why you are interested in 
the role and why you would be the right person for the 
apprenticeship/job. 

Closing the letter Sign off professionally (see the example cover letter at the end of 
this booklet). 
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Where to find more information and advice 

Click here if you have any questions to chat with a member of our team (about CVs and 
cover letters, making applications generally, or anything to do with university and your 
next steps).  
 

  UCAS - How to write a CV 
 

  Prospects - CVs and cover letters 
 

   National Careers Service – How to write a CV  
 

   National Careers Service – How to write a cover letter 
 

  BBC Bitesize - How do I write a great CV and covering letter? 
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