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A 60 minute introduction to CV writing 
 

Line managers session plan
 an introduction for line managers to work through with team 
in a team meeting, to start them on the process of preparing a CV.  
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What am I most proud of in my career?  
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� Key responsibilities (2-3 statements) 
� Don’t repeat things you have already captured in the key skills or achievements section 
� E.g. Managed a team of 8 business support staff to ensure team activities were appropriately 

resourced and delivered in accordance with service level agreements.  
 
Job title       Start date – Leaving date 
Organisation name, Organisation address 
 
� Key responsibilities (2-3 statements)  
 
Job title       Start date – Leaving date 
Organisation name, Organisation address 
 
� Key responsibilities (2-3 statements) 
 
It is not always necessary to include all of your early jobs, especially if you have had a longer 
career and your early jobs are no longer relevant to the type of work you are looking for. 
 
QUALIFICATIONS &TRAINING 
Name of course, where you did it and the date (a year is fine). You don’t need to automatically 
include everything, put the most recent first and keep them relevant to the job 
 
EDUCATION 
You don’t need to list every certificate etc ever, one line each for GCEs, GCSEs where you went 
and the date, you can put a range of grades, or, if they are not really relevant as you now have 
professional qualifications and the grades weren’t brilliant, you can leave them out! 
 
INTERESTS 
This is an optional category and really up to personal preference. You may have interests that are 
highly relevant to the role you are applying for in which case this could demonstrate another set 
of relevant skills. For example, if you have pr


