
Resource 3 | Student Worksheet 

Task: Read the job advert and sample CV. Find what is missing or unclear, then 

suggest honest improvements. 

Step 1 | Review 

Read both documents. Underline five important requirements in the job advert. 

Step 2 | Identify  

Fill in the table. Is each requirement clearly evidenced in the CV? If not, what 

would you ask the candidate? 

Job requirement / 
keyword 

Evidence in current CV? Improvement or question 

Communication  
 
 
 
 

 

Customer service  
 
 
 
 

 

Organisation / time 
management 

 
 
 
 
 
 

 

Microsoft Word / Excel / 
Outlook 

 
 
 
 
 
 

 

Accurate records / data 
entry 

 
 
 
 
 
 

 

Teamwork  
 
 
 
 
 
 

 



Step 3 | Improve  

Rewrite the personal profile “A Bit About Me” in 2–3 sentences. Focus on the 

candidate’s relevant skills, experience and strengths. 

 

 

 

 

 

 

 

 

Choose TWO weak statements from the CV and rewrite them to clearly explain 

what the candidate did and which skills they demonstrated. 


