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Exercise	  3:	  Write	  your	  own	  CV!!	  
	  
Use	  the	  template	  below	  and	  write	  your	  own	  CV.	  Make	  sure	  that	  you	  include	  information	  in	  all	  
areas:	  try	  not	  to	  leave	  anything	  blank.	  
	  
	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

Personal Details: 
Name: 
Address: 
Email: 
Telephone: 

 
Education and qualifications: 
(Put your current school first and then the one before (if you have any) 
(Include any qualifications or certificates with the school where you obtained them) 
 
 
Work experience: 
(Include part time or voluntary work, starting with the current or most recent) 
 
 
Hobbies and interests: 
(Don’t forget to give specific information) 
 
 
Other skills: 
(IT, languages, club membership, etc..) 
 
 
Referees: 
(Give two – not members of your family!) 
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Exercise	  4:	  Read	  the	  internet	  article	  giving	  advice	  to	  teenagers	  looking	  for	  their	  first	  job.	  

First jobs for teens 
[1] For a teenager, finding that first job can sometimes be a scary and difficult process. With no or little real-
world work experience, you may be concerned that you won’t qualify for many jobs available. However, 
your grades, school activities, club memberships, volunteer activities and many other personal traits can 
demonstrate qualities that employers look for. An after-school or weekend part-time job can be a good first 
step into the working world. 
 
[2] When the summer and other holidays arrive, you can work more hours and take on more 
responsibilities that will help you establish job experience. Now that you’re getting older, low-paid jobs, 
such as car washing and helping your neighbour with their shopping, may not be making you as much 
money as you’d like. 
 
[3] Summer jobs often open doors for jobs during other parts of the year. Be sure to keep in touch with 
previous employers, as that may help you get hired again for future jobs. Part-time jobs for teens can also 
lead to full-time employment and even future careers. Some jobs for teens even include on-the-job training 
that will help you get started in your new position, or even start to develop a career. Teen jobs help build 
and demonstrate self-responsibility, reliability, a good work ethic and work experience that will pay off later 
in life. 
 
Getting a teen job 
[4] If this is not your first job, you should start to develop a resume or CV that shows your job history and 
work experience. In the early stages of your working life, you can also highlight your achievements at 
school, club memberships and social activities that demonstrate characteristics beneficial to this job. You’ll 
definitely be one step ahead of most of your friends when you walk into a job interview and hand them a 
resume including your work history and your current skill set. A current resume is also a good way to 
maintain a record of the jobs you’ve held. 
 
[5] Most teen jobs will require you to go through at least a brief interview before you are hired. For this 
interview, you should dress neatly, be well-groomed, and be prepared to tell someone: 
 

a.   Why you want the job? 
Most employers will understand that you’re just trying to make some extra money. After all, there are things 
that every teenager wants to buy. But if you can explain how getting this job will help you develop yourself, 
or even benefit others, then you’ll be ahead of the game. 
 

b.   What skills you have will allow you to perform this job successfully? 
Are you the one that your friends are always asking for computer help, do you organise and run a club or 
committee at school or are you just really good with people? 
 

c.   Why they should pick you over other candidates? 
Talk about your strengths and explain why you are their best choice for this position. 
 

d.   When you are available to work? 
Many jobs will have requirements for a certain number of hours or number of days to work per week. 
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e.   How long you intend to stay with this job? 

Employers understand that teenagers can only work for certain periods of time, such as during the summer, 
until they leave for university or college, or other factors. 
 
Benefits of jobs for teenagers 
[6] Aside from the extra income, getting a job as a teenager can also help you decide what type of career 
you would like to pursue. Part-time jobs for teens can help you gain experience and also ‘get a feel’ for the 
type of job you’d like to have in the future. 
 
[7] Jobs for teens are primarily part-time, and may allow you to work as many hours as you are legally 
allowed. Laws restrict the number of hours teens under 16 can spend working during a week. Be sure you 
understand the requirements of the job and that the employer knows how much time you are willing and 
available to work. 
 
[8] Employers like to re-hire teens with a good work history. A part-time summer job or holiday job may be 
temporary work, but it could lead to bigger and better things! Always try to leave on good terms with your 
employers, so that they can provide a good reference for you to use in your next job search. 
 

Adapted from https://bestcareerlinks.com 
 

Now complete the exercises below. 
 
Part A: True or False 
 
Say whether the following statements are True or False. 
 

1.   There are not many jobs available for teenagers. …………………… 

2.   Car washing and helping with the shopping can earn you lots of money. ………………… 

3.   A summer job can help you get a job at other times of the year. …………………… 

4.   Teen jobs help you develop important life skills. ……………………. 

5.   It is important to start a resume or CV as soon as possible. ………………… 

6.   Teen jobs don’t usually require you to attend an interview. …………………… 

7.   A part-time teen job can guide your career choices. ……………………. 

8.   There are laws to prevent under-16s from working too many hours. ……………….. 
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Part B: Contextual Clues 
 
Find words or phrases in the text that have a similar meaning to the following: 
 

a.   be suitable (paragraph 3): ………………………… 

b.   characteristics (paragraph 1): …………………….. 

c.   while you work (paragraph 3): …………………… 

d.   principle, belief (paragraph 3): ……………………. 

e.   up to date (paragraph 4): ……………………….. 

f.   keep (paragraph 4): ……………………….. 

g.   have an advantage (paragraph 5): …………………….. 

h.   follow (paragraph 6): …………………….. 

i.   limit, control (paragraph 7): ………………………. 

 
Part C: Answer the questions in specific responses. 
 

1.   What are two worries that a teenager might have when looking for their first part-time 
job? 

 
2.   Why might a teenager decide to no longer wash cars and do the shopping? 

 
3.   What reason is given for staying in touch with previous employers? 

 
4.   Give three things that a teenager’s first resume or CV should include. 

 
5.   Why might a teenager want to make extra money? 

 
6.   How can a part-time job prepare you for the future? 

 
7.   How does the law affect teenagers with part-time jobs? 

 
8.   Why is having a good work record important? 

 

 

 


