
 

7 steps to making sure your CV stands out 

A guide for teenagers 

Employers get hundreds of job applications across their desk every day and with time an important 

issue they spend, on average, no more than 20 seconds looking at each CV.  That’s the time you have 

to make an impression.  

For this reason you have to make sure that your CV tells the reader who you are in a clear and 

precise manner. 

Here is our 7 step guide for teenagers to help you put together a stand out CV. 

Personal statement - This is your first and possibly most important opportunity to make an 

impression. Getting it right could mean the difference between getting an interview or not. 

You need to give the employer a reason to continue reading your CV, and that means telling them 

what you can do for their business.  Think of yourself as a product and sell your benefits.  

Volunteer – With completion for jobs so great having experience is a real advantage but can be 

difficult to obtain. One way to gain valuable experience is through volunteering for a charity, 

community group or company. You will not only learn new skills but volunteering also shows a 

prospective employer that you are a motivated and enthusiastic individual. 

Good references – There was a time when a reference from your teacher would be fine but to get 

the edge on the competition you should get involved with as many people and organisations as 

possible. Build up your own network of potential referees outside school. 

Be Creative – No, not with the content but with the presentation. As long as the information is clear 

and easy to read you can don’t have to be restricted to white paper.  If you are applying to work in a 

fashion boutique you may want to include photographs of outfits you have put together to show you 

can give advice to customers. If you want to work in a children’s nursery you could present your CV 

in the style of a children’s book.  

Personalise – One standard CV is fine if you are sending it out to lots of different employers and 

hoping for the best. But if you are applying for a specific job then you need to tailor your CV to the 

job, the employer and the business. Think about the type of person the employer might be and what 

things they will be looking for that specifically help them. In your covering letter, use words that they 

have used in the job description. This shows you care enough to personalise your CV. 

The truth, always – It’s very often tempting to say you are good at something when in fact you’re 

not. If you say you are brilliant at spreadsheets and then end up needing lots of support, the 



employer will not be impressed and may start to look at other areas you may have lied about. Better 

to highlight things you are good at and show how they will benefit the company. 

Check, check, check! – Poor spelling and grammar will be picked up in the first 20 seconds and no 

matter how suitable you are for a job your CV will end up in the waste bin. Tough but true. 

Check it once, check it twice and then check it again. After that get someone else to read it to make 

sure it’s perfect.  

A final piece of advice, think positively this will come across at an interview and if you have speak to 

someone on the phone be clear and friendly. 


