
Skills, CV’s and Letter Writing Tasks 

Skills 

List your skills for employment/soft skills and give real life give examples of how you 

have demonstrated them. 

Not just what you are good at but also weaknesses and skills that you need to add or 

improve on. 

Create skills diagrams for your hard and soft skills. 

 

CV 

Start to write your CV using the template supplied. 

Create a text version first, forget about design at this stage. 

Once you are happy with the information, then you can start to think about the 

design. 

 

Letter Writing 

• Research four companies/clients in the area you want to work. 

• Record their name, address, company URL and find the name of a contact you 

can write to and his/her/their contact details. 

• Draft a letter and email to that person using the letter template as a start. 


