

Robert Smith
Worthing Resident
Tel: 07123 111 222
Email: robert.smithppp1@gmail.com

This is a basic CV template for a UK school student who is looking for a part-time job. When done it should be no more than 2 pages. Keep things simple and pay careful attention to spelling and grammar. You can get lots of CV templates on Canva or other online services and you can customise them to reflect you but this one will be fine to start. Always keep it professional. Example entries are below - Once you have completed each section as you, delete these highlighted parts. 

Personal Profile

Keep this as a 3-line intro to who you are and what you offer. Try to make it relevant to the types of jobs you are applying for if you can - Visit the NCS CV Pages to get some further tips

An enthusiastic and hardworking student looking to gain experience in a first part-time job. Keen to learn new skills and contribute positively to a team. Reliable, friendly, and motivated to take on new challenges. Ready to build confidence in a real work environment while developing practical abilities.
__________________________________________________________________________________

Relevant Skills and Achievements

Look at the types of jobs you are applying for and identify the skills they are looking for. Include the ones you can evidence. - See here for a list of common skills employers want - Make sure that you can say how you demonstrate this skill and can give an example situation in-school or life. Look up the STAR METHOD for more details.

· Good communicator
· Excellent problem solver
· Hardworking and resilient 
· Strong computer and design skills
__________________________________________________________________________________

Work History

You may not have much experience to put here but use work experience, paper rounds, volunteering, summer work, work with parents or any previous employment history

Guildcare Goring High Street – Mar 2025 to Present
Retailer Assistant – Volunteering role

· Working in a team to sort, price and sell items
· Helping customers 
· Working with the retail team to set-up shop displays
· Running the shop eBay site – Packing & posting orders

Thomas A Becket First School – Feb 2025
Classroom Assistant – Work experience 

· 4 days supporting a classroom
· Helping reading groups
· Helping plan and set-up lessons
· Support forest school activities
__________________________________________________________________________________

Education and Qualifications

Secondary education only for now – Keep it simple – Add grades when you get them – Add college and higher education later – starting with the most recent

Durrington High School – Sep 2021 to Present
GCSE Programme

I am projected to achieve grade 4+ in all my core subjects in Summer 2026. My optional subjects are Photography, Geography and Citizenship.

__________________________________________________________________________________

Interests and Hobbies

Put stuff here IF it is relevant to the type of job you are applying for. Saying that you make clothes in your spare time is relevant if you are applying for jobs in clothes shops. Saying that you enjoy playing football is not relevant if you are applying for jobs in cafes. You can put some general stuff if you feel you want to. Or leave it out altogether! 

I enjoy organising small events at school and volunteering at my local church, which has helped me become more confident working with different people. I also like baking and trying new recipes at home, which has taught me to follow instructions carefully and stay organised.

__________________________________________________________________________________

References available on request

This last bit means that, if they need a reference, they can ask you. A reference is a letter or statement from somebody that knows you. It would usually be a past employer or the school. If they ask for a school reference you can give them careers@durring.com as an email to send it to. “In most cases, references will be provided centrally by the school rather than individual teachers.”

