This can be used as an email and/or a letter – posted or hand delivered

[bookmark: _GoBack]Curriculum Vitae
Anna Smith Top Tip
Make sure you have a sensible email address that includes your name. Employers will not look favourably on an email address such as HotStuff@talktalk.net


Queen Elizabeth’s Girls’ School
High Street
Barnet
EN5 5RR

Email: Anna_smith@mail.co.ukIf you haven’t yet sat your GCSE exams list, the subjects you are studying and when you are due to take your exams.

	

	Personal Statement



	I am confident and a friendly person who has good written and verbal communication skills. My ultimate aim is to continue in education and study Dentistry in University. My interest in dentistry stems from my participation in a university taster course 
Top Tip
Your statement should be a short summary introducing you and your interests. Make sure it is positive. Ideally it needs to be about six lines in length



	Key Skills






Qualifications             
 




	· Fast learner 
· Determined 
· Responsible 
· Helpful personality 
· Good Communication Skills 
· Confident

Queen Elizabeth’s Girls’ School
Subjects currently being studied AND GCSE OPTIONS: 

	GCSE English Language	8	(predicted)
GCSE English Literature  	8  	(predicted)        

	GCSE Maths                                      	7  	(predicted)

	GCSE Combined Science                     	88 	(predicted)

	GCSE Art                            	8   	(predicted)

	GCSE French                	7   	(predicted)

	GCSE Geography                             	9 	(predicted)

	GCSE History                                   	8 	(predicted)

	GCSE Italian	9

	GCSE Religious Studies	8	(predicted)




	
	

	Interests/ hobbies






	I go swimming regularly and have been a member of my local swimming team for five years. I am an outgoing person and therefore spend my free time meeting and socialising with new people. 
Top Tip
Outline a range of hobbies and interests. Avoid generic interests such as “I like watching TV and hanging around with my mates”


	References
Head of YearTop Tip
Try to provide two references. Your HOY should be one and another could be a teacher/ tutor.

Queen Elizabeth’s Girls’ School 
High Street 
Barnet
EN5 5RR
YOUR NAME



Queen Elizabeth’s Girls’ School 
High Street
Barnet 
EN5 5RR

Employers Name
Company Address 
Post code 



Date




Dear ____________________________

Re: Year 11 Work Experience 1 July to 5 July 2019
                                                                                
My name is _____________ and I am a Year 11 student at Queen Elizabeth’s Girls’ School, taking my GCSE examinations in June 2019. As part of our careers programme we are expected to gain work experience between 1 July and 5 July 2019. 

I would very much like to gain work experience within your company and I am writing to ask whether this is something you would consider?

My interest’s are_____________________. (Explain about your hobbies, interests, GCSE/ A level options, careers you are interested in) 

I would be interested in working at your company because____________. (Show that you have researched the company and put across reasons why you would be a good person to work at their organisation) 

Finally, if you have any questions about our work experience programme please contact Ms. A Myatt via email at a.myatt@qegschool.org.uk 

Conclude your letter and say that you hope to hear from them soon. 

Your sincerely

Signature

Name in bold
