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https://www.gov.uk/apply-apprenticeship
https://www.ratemyapprenticeship.co.uk/
https://www.getmyfirstjob.co.uk
https://www.allaboutschoolleavers.co.uk/jobs
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Rebecca Lees

123 Wigan Road, Wigan, WN1 1WW
Contact: 07123456789 / 01942 123456
Email: rebeccalees@emailaddress.co.uk
Full UK driver's license

Personal profile

I'am an enthusiastic, keen and outgoing person who can complete tasks to high standard as well as meet
deadlines. | have experience of working in a team and independently. | communicate effectively with
people from different backgrounds. | am loyal and understanding and my work ethic is to get the job done.
I have recently finished school and completed all my GCSEs. | am now studying Accountancy at Wigan &
Leigh College.

2023 - Present
BTEC Level 3
Accountancy Ongoing

St Wigan RC High School 2016 - 2021
GCSEs

English Language

English Literature

Maths

Physical Education

Business Studies

Media Studies

ICT Distinction

In addition, | have completed a short course in statistics at high school.

Employment History

Local shop, Sales Assistant - part-time June 2023 — present

I work at my local shop three evenings a week and half a day on Saturdays. My main duties are helping
customers, managing and stocking shelves, as well as till work. When I'm working on the tills | am handling
money, issuing refunds and other generic duties. On the shop floor | communicate with customers in a
professional manor and speak to them appropriately.

Leigh Primary School, Assistant — work experience at high school

My week of work experience helped me develop my understanding of the world of work and gain valuable
employability skills to become ready to start my career. Tasks included filing, ordering supplies, assisting in
class, helping supervise at play time.

Achi , hobbies and i sts

I was a prefect in my final year at high school. I had responsibility for looking out for younger students,
supervising during break and lunch times and attending meetings to propose new ideas to help the
students and the school

In my spare time | like to complete puzzles and riddles to keep my brain active. | attend the gym frequently
and go running regularly. | also enjoy socialising with friends and family.

References
References available upon request







PROFILE PHOTO
Start With a Strong Profile Photo

Choose a professional headshot:

A clean, well-lit photo where you're
dressed appropriately for your
industry.

Avoid casual or overly formal
pictures. A friendly, approachable
demeanor works best.

CRAFT AN ENGAGING
SUMMARY

Use the “About” section to tell your
story. Include:

- Your field of interest.

- Key skills or experiences relevant
to your goals.

- What you're looking for (e.g., “I'm
seeking opportunities to apply my
skills in [field].").

- Keep it concise but authentic. Use

a professional tone.

BUILD A SKILLS SECTION
Add both hard and soft skills
relevant to your target roles.

Examples: Python, Social Media
Marketing, Communication,
Problem-Solving.

Endorsements from peers, tutors, or
mentors can boost credibility.

WRITE A COMPELLING
HEADLINE

Go beyond just “Student at Wigan &
Leigh College.”
Include your career goals or skills, e.g.,

“Aspiring Software Engineer
| Passionate About Web
Development”,

HIGHLIGHT YOUR
EDUCATION

List your college, qualifications,
and any notable achievements
(e.g. scholarships, relevant
coursework).

Mention extracurricular activities
or leadership roles related to your
career.

SHOWCASE WORK
EXPERIENCE

Include part-time jobs, volunteer roles,
or student ambassador involvement.

Use bullet points to describe
responsibilities and accomplishments,
focusing on results or impact.
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USE THE FEATURED SECTION
Highlight projects, presentations,

or certifications. Upload relevant
work samples, such as:

- A coding project
- A design portfolio
- A presentation

CUSTOMISE YOUR URL
Create a personalised LinkedIn URL
(e.g., linkedin.com/in/yourname).

This looks cleaner and is easier to
share on CVs or email signatures.

LEVERAGE KEYWORDS
Research keywords in job
descriptions for your desired roles.

Use these keywords throughout
your profile (headline, summary,
skills, and experience sections).

STAY ACTIVE

Regularly update your profile
with new skills, qualifications, or
experiences.

Engage with professional content
to keep your profile visible to your
network.

OPTIMISE YOUR
CONNECTIONS

Connect with classmates and
professionals in your field.

Personalise connection requests
by explaining why you'd like to
connect.

ACTIVELY ENGAGE
Post updates about your learning
journey or projects.

Share articles or comment
thoughtfully on others’ posts.

Join LinkedIn groups in your area of
interest to network and learn.

SEEK RECOMMENDATIONS
Request short, specific
recommendations from tutors, work
experience, or mentors.

Recommendations reinforce your
skills and work ethic.

USE LINKEDIN LEARNING
Complete free courses related to
your field and display certifications
on your profile.







Sam Anyone
54 The Close
Herechester
HC5 1CH
Sam@yahoo.co.uk
07788 000000
Ms Geraldine Cranefield
International Plumbing House
XYZ Business Park
Herechester
HC7 40P

Dear Ms Cranefield

2023 Plumbing Apprenticeship Programme

I would like to enquire about any possible apprenticeships that you may be
advertising over the next few months and | am attaching my CV. | would like

to continue my training through combining practical, on-the-job learning with
classroom experience and | am particularly interested in all aspects of domestic
plumbing.

Since completing my GCSEs | have attended college full-time and gained my
Level 2 qualification in Plumbing. | have also worked at Foodhouse Superstore,
covering shifts as rostered. | have worked mainly in stock replenishment, helping
out on other teams if needed, including customer service, on tills and the shop
floor.

I have done work experience at Plumbing To Go where | spent time on site with the
plumbers and worked in the office to see how jobs are booked and scheduled. |
was particularly fascinated by how heating and ventilation systems are planned in
the design of a building.

My time management and organisational skills have helped me to combine
college work with my weekend job while also keeping up my sports. | was pleased
that | helped my football team to win the cup at the same time as achieving good
grades.

I am keen to work for International Plumbing as it is a local company that is
involved in a range of domestic work. | would like to use my existing plumbing
skills to work on your new projects on the Worsley Mesnes new build site which is
an environmentally friendly build.

I'look forward to hearing from you.

Sign your name here




THE STAR METHOD

Look at the STAR method to
help you prepare answers for
applications and interviews, this
link explains this fully.

https:/nationalcareers.service.gov.
uk/careers-advice/interview-advice/
the-star-method



https://nationalcareers.service.gov.uk/careers-advice/interview-advice/the-star-method 
https://nationalcareers.service.gov.uk/careers-advice/interview-advice/the-star-method 
https://nationalcareers.service.gov.uk/careers-advice/interview-advice/the-star-method 

QUESTIONS MAY INCLUDE:

TELL ME ABOUT YOURSELF

Get straight to the point and don'’t
spend too long on this question.

WHAT ARE YOUR
STRENGTHS?

Use examples that tie in with the
job you are applying for, so if it's an
accountancy role mention you're
good at calculating numbers
quickly and using mental maths.

WHY DO YOU WANT
TO WORK FOR THIS
EMPLOYER?

Remember your research.

WHY HAVE YOU CHOSEN
TO APPLY FOR THIS
APPRENTICESHIP?

Make your answer specific to
the job role and the employer.

WHY DO YOU WANT TO
LEAVE YOUR CURRENT JOB/
COURSE?

Don't say anything negative about
your current employer or college.
Find a positive reason for why you
are leaving perhaps relating to your
progression.

TELL ME ABOUT A TIME
YOU'VE WORKED AS A TEAM
Use a good example from your
employment history, college,
volunteering activity.

DO YOU HAVE ANY QUESTIONS?

- What are the next steps in this interview process?

- Are there any progression opportunities?

- Who will | be working with and where will | be based?
- Please could you tell me about the working hours?
- What is a typical career path for sommeone in this role?
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CONTACT US FOR MORE INFORMATION

If you require any further information:

You can contact our apprenticeship team or view our
apprenticeship vacancies online

01942 761111
apprenticeships@wigan-leigh.ac.uk
visit: wigan-leigh.ac.uk/apprenticeships

\ Wigan & Leigh

Colege

7



