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Skills to include Qualities to include

Clubs/activities

Letter Template



Here a few essential things you should aim to cover 
in your CV: 
• Your personal details (e.g., name, location, phone 
number) • A profile including your key skills 
(communication, teamwork, computer skills, etc) 
• Awards and recognition
• Education and Qualifications (listed with the most 
recent coming first) 
• Hobbies and Interests 
• References 

CV Writing

You will need to type up your CV and letter



Contact Details Profile

Hobbies and Interest

References

Education and qualifications

September 2019- Present
Park Hall Academy, Water Orton 
Road, Castle Bromwich, B36 9HF

Currently Studying
GCSE English Language
GCSE English Literature
GCSE Maths 

Awards and recognition

CV Template



• The most important thing is that you gain experience 
within an industry that aligns with your career goals
• Here is a list of last years placements to help you

Where to look for a placement

Bosworth Wood Community Day Nursery
A. J. Cook and Son
A&D Carpentry & Joinery Ltd
Adi Automation Ltd
ADS Carpentry
Advanced Cleaning (Midlands) Ltd
Arbury Motor Group
Aston University, College of Business & Social 
Science
Aston Villa FC
Autumn Leaf Home Design Ltd
B.M.C. Garage
Barmpotts Nursery
Bentley Birmingham
BMW Plant Hams Hall
Bosworth Community Day Nursery
BS Builders
Bull & Butcher
C. J.s Café
Cadmus Inclusive, Leighswood School
Camebridge Solicitors
Castle Bromwich Infant & Nursery
Castle Bromwich Junior School
Castle Maintenance
Child 1st Day Nursery
Chivenor Primary
CIE Europe Ltd
Coleshill Heath School
Coleshill Town Council
Contract Security Systems
Coppice Child Care, Shard End
Costcutter
Cosy Coffee Café
Crown Prosecution Service
Crowne Plaza Birmingham NEC
Cupid Blooms
D Coopers Building & Home Maintenance
Dispharma Retail Ltd
Drivetec

DSV Air & Sea
e u Automation
ECS Resource Group Ltd
Evolution
Eye Society Corp
Feelfree Campers
Florists 
Forest Oak School
Fujitsu Workx
Goshen Solicitors 
Great Barr Golf Club
Guardian Angels Catholic Primary
Heads of Coleshill
Heathlands Primary School
Hillcrest Kennels and Cattery
Hillstone Primary School
HRS Test Centre, Unit 1 Stechford Trad. Est
JJP Interiors
Kings Heath Pet Centre
Kingsbury School
L. Boats Barbers
Little Scallywags Day Nursery
M & N  Plumming
M. J. Autos
Maintech Recruitment Ltd
Malmaison Hotel
Midland Care Support & Enablement
Mirfield Nursery
Nuthurst Grange Hotel
Panyan Xports
Partridges kitchen, Deli & Food Market
Partytimez
Paw-Chow
Pets at Home
Phillips Heating & Mechanical Services
Randstad Recruitment

Real Unique Gift Company
Recliner Factory
RJP Solutions
Scallywags Nursey
Seavers
Sharpe Builders
Skin NV
Smart Deco (Birmingham) Ltd
Smiths Flowers 
SML Landscaping
Solihull Council
Solihull Moors Foundation
St Mary & St Margarets Primary
Swadlincote Electrical Supplies Ltd
Tame Valley Academy
Tamworth Lane Pharmacy
Taylor Wimpey Homes
Tech Tel Communications
Thor Hammer Co. Ltd
Topcliff Primary Academy
Trace Contracts Ltd
Villa Care Agency
Walsall FC
Ward End Cat Rescue
Water Orton Primary School
West Midlands Golf Club
West Midlands Police
WHS Plastics
WHS Plastics Ltd
Wingate
Wings Family Ltd
Worth Unlimited (The Worth 
Foundation Ltd)



Placement form 
When you have agreed a placement with an 
employer, you must fill this form out with them. 
You sign it, they sign it, and your parents sign it. You 
then hand it in to reception for Mrs. Dann. Spare 
copies can be found at reception


