Research and Professional Development Module- Sport Management

Activity 1- Skills Portfolio
CV and Covering Letter Exercise Instructions

You are required to compile a professional CV and supporting letter in support of your application for an advertised position within the Community Sport Development Department at Swansea City Council.
Please only apply for 1 position.
The CV and covering letter on completion are to be uploaded using turnitin – you will find the link to do this on the module Moodle page.
Please produce a CV that is on 1 page and accompanied by a covering letter.




CV Structure
CURRICULUM VITAE
Name:
Address:
Tel No:
e-mail  (please use your student e-mail address)
Profile
Demonstrate why you are suitable for the job role:
Qualifications- What did you study? 
Skills- What skills could you demonstrate within the role? - Oral/written communication, Team working, Problem solving skills etc.
Experience- What experience do you have playing, coaching or working in the community?
Qualifications- Please list the most recent first
Work Experience- Please list the organisations/job roles you have held (include school/college work placement) – most recent first
References
Please put the name and role of two referees that would support your application.

Covering Letter
This should include the name and address of the organisation
Your name and address 
Heading with post applied for 
A few lines stating why you are applying for the position qualifications, experience etc
[bookmark: _GoBack]Your name and signature.



Job Advertisement

Assistant Co-ordinator Community Sport Development Department- Swansea City Council.

The following job opportunities have been created in the sport development department within Swansea City Council. The posts are full time on a fixed term 2 year contract. The positions offered are as follows:
Football Assistant					2 Positions available
Rugby	 Assistant					1 Position available
Water sports Assistant				3 Positions available
Hockey Assistant					1 Position available

Qualifications/Experience required for all posts:
‘A’ level/BTEC National Diploma in Sport
Or 
3 Years work experience within a community sports organisation.

Pay £15,000-£20,000 based on qualifications and experience.

To apply please upload a CV and covering letter to the link provided.


