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Life SKILLS






Presenting information

Unit 12 – Present personal information to employers

Task 1 Letter writing
Ali Morgan has sent a speculative letter with her CV to a local school. 
Read the letter and re-write it showing how it could be improved.
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Things to remember:-
· Has the letter been directed to the right person at the school?

· Does the letter look personal to that particular school?

· Does the letter say something about Ali’s skills and experience?

· Does it state which type of jobs Ali is looking for?
Your teacher may provide you with additional details about the school for use in this letter, or you can make them up if you prefer to be creative.
Task 2 – Personal Statement
Research some personal statements and find some examples to compare.

Write your own as a first draft.

Start with a sentence about yourself, include something on your education and career goals.

Read it and review it for errors.

Share your draft with a friend or colleague and discuss it.

Write your finished statement in the box below:

Task 3 CV writing
Overleaf is a blank CV for Jo Compsen. 
Use the following information to complete the CV.  Add some detail to personalise Jo’s CV.  

You can be creative and make up desirable details, or your teacher may provide you with additional details that you can use.

· Brurten Secondary School – 2005–2010

· Training College – 2010–2011

· Work details
· Bar work – 2010–2012

· Retail work – 2012–2013


					                                Ali Morgan


								12 High Street


								Brurten


								BR7 9SE


						Telephone: 0123 456789


						Email: AMorgan@24.coz


23rd May 2015


Dear Sir/Madam


Please find enclosed my CV. I am applying for any vacancies you may have within your school. You can see from looking at my CV that I have the skills and experience relevant for working in schools.


I would be grateful if you would consider my application either now or in the future.


Yours faithfully





Ali Morgan





JO COMPSEN





10 High Street, Brurten, Yorkshire BR7 9SE


Tel: 01234 56789 Mobile: 01111 2222


Email: jcompsen@email.co.uk
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