
MIBT Placement CV Workshop 

Selling yourself on your placement CV

Presenter Notes
Presentation Notes
Welcome and thanks for being here, introduce self
Reiterate that this is an active session with a number of tasks related to you current CV, whatever stage you're at with your CV this session will help you build on it



What we’ll cover today: 
• Why your CV is so important 
• Key sections of a CV
• Task 1: updating your profile to show employers who you are 

and what you're looking for
• Task 2: getting value from your education section
• Task 3: avoid common work experience section mistakes
• Next steps and support

Presenter Notes
Presentation Notes
1 min run down



Resources needed
• Laptop / log on to PC
• Be ready to engage with some short tasks and 

communicate with your peers and staff in the room



A quick note before we get started...
• CVs are about selling yourself and having confidence in 

your ability
• Worried you don't have enough relevant experience?
• Placements require passion and potential

Presenter Notes
Presentation Notes
CVs are about selling yourself and having confidence in your ability: please apply this approach to the session today! 

A common mistake by postgraduate students is not including previous experience, with the fear that it's not relevant. You will have gained so many skills, through education, work experience, volunteering, extra curricular projects, non-professional responsibilities, hobbies, societies – it's so important to include this, showcasing your transferrable skills!

Most importantly for placement employers, it's about demonstrating passion (your motivation) and potential (with all your knowledge and skills that you've already built up, showcase what you could do for them in the future! 




Why are CVs so important when 
applying for placements?

Presenter Notes
Presentation Notes
Shout out why you think a CVs are important. This can be anything - nothing is too obvious or too obscure



Why are CVs important?

• Your chance to make a good first impression
• Work and education history
• Showcase how your skills, experiences and 

motivations match the role
• 2 min video that sums it up 2 minutes on... video guides 

- mmutube

Presenter Notes
Presentation Notes
In line with your ideas, CVs are important as they give you the chance to make a first good impression. An employer will be viewing a high number of CVs, so it is important that you stand out from the others. 

Your CV is a record of your past work experience and education history. By showcasing your past roles and responsibilities, you will be showcasing your skills. You’ll be surprised how many transferrable skills you have gain from past part-time roles. 

It allows employers to gain a quick insight into who you are as a person and whether you are suitable for the role. 



https://mmutube.mmu.ac.uk/playlist/dedicated/1_tayn1zj5/1_x88ohoo0
https://mmutube.mmu.ac.uk/playlist/dedicated/1_tayn1zj5/1_x88ohoo0


Understanding key terms
• Resume CV
• Cover letter
• Job description and person specification
• Tailoring
• Evidencing your skills – soft and technical
• Action words

Presenter Notes
Presentation Notes
We’ll mention these terms throughout this presentation so here is a quick explanation of what we mean:
CV: stands for 'Curriculum vitae' - Latin for 'course of life', but you don't need to remember this. A CV is simply a document to showcase your professional experiences. In the UK, we use the word 'CV', not 'Resume' - refer to it as your CV when discussing applications and in the file name.

Cover letter: A cover letter is a document sent alongside your CV when applying for jobs. It acts as a personal introduction and helps to sell your application. Think of it like an advert for a film: you want to entice people to find out more! 

Job description: usually found via a job advert, this details the role itself, while the person specification details the skills, knowledge and experience the employer is looking for from candidates

Tailoring: adapting your CV to each specific role you're applying for, rather than sending out the same CV to all roles

Evidencing your skills: using evidence to show your skills, rather than just listing them – this proves that you do actually have those skills. 'Soft' skills often means 'people' skills such as communication, teamwork, leadership. Technical skills are specialised knowledge and expertise. In many countries, CVs don't include 'soft skills' but the UK Labour Market relies on candidates demonstrating their skills.

Action words: using strong, positive language to make you stand out. i.e developed, collaborated, demonstrated




How long will an employer initially spend 
looking at your CV?

a) 15 – 20 seconds

b) 5 – 7 seconds 

c) 27 – 30 seconds

Presenter Notes
Presentation Notes
How long will an employer spend looking at your CV initially? Shout out your answers



How long will an employer initially spend 
looking at your CV?

a) 15 – 20 seconds

b) 5 – 7 seconds 

c) 27 – 30 seconds

Presenter Notes
Presentation Notes
The answer is 5 to 7 seconds

5 to 7 seconds is all a recruiter needs to decide whether your CV is worth reading, so first impressions are really important! It is important to be clear, concise and interesting. Give them that great first impression and draw them in. 

It may even be the case that for some roles, a system called an Application Tracking System is used. This is software which assesses your CV. If it does not find the information it's looking for (the skills and experiences relevant to and tailored to the role) your CV may not be reviewed by a person and instead may be rejected immediately. You can use CV360 to test your CV against the type of things that an Applicant Tracking System is looking for. CV360 will not tell you if you have tailored your CV to a specific role.




Recommended CV format
• Name​
• Contact details​
• Profile​
• Education​
• Work experience​
• Skills and interests​
• References

Presenter Notes
Presentation Notes
On the left are the basic sections that you should include on your CV, in the order on screen
On the right are things you should not include on your CV – some of these things aren't standard in the UK Labour Market and some of these go against anti-discrimination laws. Some employers will disregard your CV immediately, if they include the things on the left.




What to include:
• Name
• Contact details
• Profile
• Education
• Work experience
• Skills and interests
• References

What not to include:
• Photo
• Date of birth
• Nationality
• Declaration of truth
• Details of your referees

Presenter Notes
Presentation Notes
On the left are the basic sections that you should include on your CV, in the order on screen
On the right are things you should not include on your CV – some of these things aren't standard in the UK Labour Market and some of these go against anti-discrimination laws. Some employers will disregard your CV immediately, if they include the things on the left.




Example CV

Presenter Notes
Presentation Notes
On the screen, you will what a traditional CV looks like, and we are going to break it down together. For the formatting overall; make sure to use a consistent font, keep it simple, use bold text and bullet points to make it accessible for the reader. Your CV should not be longer than 2 pages. I recommend building your CV in Microsoft Word. 

At the top of your CV, include: your name (in a larger font), a professional email address, your contact number (a UK number), and your LinkedIn profile (get one if you don’t have one). Make sure you include the web address, not just a hyperlink.

Moving on to the profile which is the first paragraph that introduces the CV. You don’t want your profile to exceed four sentences long so keep it concise and to the point. 

That leads us on to the education section. You want to make sure it’s structured in a reverse chronological order, meaning that your most recent education history with be shown first. It's really important to include information about your studies, not just the name of your course. 

Moving on to work experience… it’s the same structure that you want to use as the education section, in a reverse chronological order so your most recent job will be displayed first. If you have had many past roles, try to include either the most recent or most relevant. The CV should not exceed 2 pages in length. 

You then have the space to include additional skills and interests. Don't just list skills such as 'communication, teamwork, leadership' - these kind of skills should be woven throughout your CV. The skills here may include technical skills, such as IT skills. Have you completed any RISE or LinkedIn Learning? Include details of certifications here. Try to keep the interests as relevant to the role as possible. 

Then instead of listing your references, just put ‘references available upon request’.




https://stummuac-my.sharepoint.com/:w:/g/personal/55132189_ad_mmu_ac_uk/EUa9DXdXzYNJqiQpUyP0ZCgB34kS0hDKZnAWEKx8sExlfQ?e=B2BsWn


Updating your CV profile (15 mins)
Up to four sentences – clear and concise:
 Short introduction to who you are, 

highlighting your strengths and briefly 
outlining what you are seeking. 

Include:
 Student, course name, 'with placement'
 2 – 3 key skills you have and perhaps 

where you’ve acquired them. 
 What you’re looking for and how that 

links to career goals.
Top tip: Use action words and avoid 'I'

Task: update your CV 
profile in line with these 

key pieces of information

(10 minutes)

Presenter Notes
Presentation Notes
You want to start with a small introduction to where you are currently at, highlight a couple of your strengths and then briefly outline what you are seeking. It's essential that you include that a placement/internship is an integral part of your course – some employers aren't aware of a masters with a placement, so it's key you make it clear to them that you are eligible for the role.



Example profile

BSc International Business Management student at Manchester 
Metropolitan University. Passion for utilising data to improve 
business performance developed while building my analytical skills 
as a Sales Representative. Currently looking to complete a 
placement to develop my skills and further my network.



CV profile – feedback
Checklist
 Up to four sentences - concise and to 

the point. 
 Short introduction of where you are 

currently, highlighting your strengths and 
briefly outlining what you are seeking. 

 Student, course name, 'with placement'
 Key skills you have and perhaps where 

you’ve acquired them. 
 What you’re looking for and how that 

links to career goals.

Task: 

• Swap profiles with the person 
next to you 

• Does their CV profile include all 
these key pieces of 
information? (2mins)

• Can you suggest any further 
improvements? (1min)

• Feedback to the person next to 
you (2mins)

Presenter Notes
Presentation Notes
PECs support student in this activity





Getting value from your Education section
Manchester Metropolitan University International Business Management 

A Levels

Spanish

Business Studies 

English Literature 

General Studies

GCSEs 

Maths
Sciences

English Literature
English Language 

French
Spanish 

Business Studies

Geography

Manchester Metropolitan University (Sept 2023 – present) 

BA (Hons) International Business Management 
Key modules: Applied Management Practice, Business in Emerging Markets, 
Enterprise in Action. 

• Achieved 2:1 average in my first year including 75% on a group mock 
business proposal task and 70% on Business Analytics module. 

• Excellent communication skills from participating in regular seminars 
and group tasks including a mock business proposal project

Leeds College, Leeds (Sept 2021 - July 2023)
A Levels: Spanish (A), Business Studies (B) English Literature (C) General 
Studies (C) 

Cardinal Langley RC High School, Leeds (Sept 2015- July 2020)
11 GCSEs (A* to C) including Maths and English.

Presenter Notes
Presentation Notes
Examples of differing education sections – which do you think is best for your CV?



Updating your education section
• Most recent education first – include 

'placement'
• Include name of institution, year started to 

end date / - present
• Include some details of modules/projects 

that have helped you build relevant skills
• Older qualifications like GCSEs should not 

list every detail 

Task: update your 
education in line with 
these key pieces of 

information 

(10 minutes)

Presenter Notes
Presentation Notes
That leads us on to the education section. 

You want to make sure it’s structured in a reverse chronological order, meaning that your most recent education history with be shown first, allowing the employer to see the your most up-to-date qualifications. 

Main elements of the education section should include, name of institution, dates, your qualification or qualifications and grade (if applicable). Terms like 'in view' are not commonly used or understood within the UK. Your current Masters studies should state '2024 to present'.

You should include all of your education, with the most recent (your Masters at Manchester Metropolitan University) first, followed by your undergraduate degree and then the education qualifications you undertook prior to that. You should include your undergraduate degree, even if this was in a different subject area to what you are studying now or a different area to the type of role you're interested in. 

Your current studies should make it clear that your Masters degree includes the placement year or internship year. Otherwise, recruiters may not think that you are eligible to apply for placements. 

Provide examples of your skills and experience from your Masters degree. These should be included as a few bullet points under your Masters degree. You may also want to make some brief references to any achievements or skills from your undergraduate degree. This allows you to highlight the subject knowledge and transferable skills from your Masters and undergraduate degree. These are important when applying to placement roles in the UK labour market. 

For your postgraduate and undergraduate degree and especially if you don’t have much work experience, you should include some of your units that you have completed so far. This allows that employer to see some of the skills and knowledge you have developed throughout your courses. 

Use the same format for your previous education settings and qualifications as outlined on the example here- take note that this example does not list every single GCSE (or equivalent). You can format it as shown. 



Example of Education section

Manchester Metropolitan University (Sept 2024 – present) 
BSc International Business Management
Key modules: Theories in International Business, Development  Finance, International Business Contexts.

• 85% on group project where I showed leadership skills in project planning to ensure we completed workload and submitted on 
time

• Excellent communication skills from participating in regular seminars and group tasks including a mock business proposal project
• Strong knowledge of trends in emerging markets and the challenges of developing corporate strategies in international contexts, 

through currently completing module in International Business Contexts
Leeds College, Leeds (Sept 2018 - July 2020)
A Levels: Spanish (A), Business Studies (B) English Literature (C) General Studies (C) 
Cardinal Langley RC High School, Leeds (Sept 2013 - July 2018)
11 GCSEs (A* to C) including Maths and English.

Presenter Notes
Presentation Notes
This example is well formatted by using bold text and bulletpoints
It's listed in reverse chronological order and clearly says 'to present' and 'with internship'
It gives evidence of skills and knowledge acquired throughout educational experiences
Details regarding A Levels and GCSEs are concise
If you have international qualifications, add a note on what this is equivalent to



Education section -  feedback
Checklist:
 Most recent education first
 Formatting includes name of institution, 

year started and dates
 Includes 'with internship/placement'
 Details of modules/projects and relevant 

skills
 Older qualifications like GCSEs don't list 

every detail 

Task: 

• Swap education sections with the 
person next to you 

• Does the education section match 
the key information and structure? 
(2mins)

• Can you suggest any further 
improvements? (1min)

• Feedback to the person next to you 
(2mins)

Presenter Notes
Presentation Notes
PECs support student in this activity





Work experience section: 
common mistakes and how to avoid them

Not including relevant skills

Look through the job advert, description 
and person specification thoroughly

Identify the key skills the employer is 
looking for 
o "soft" skills such as communication, 

time-management, teamwork 
o technical skills such as IT, project 

management, data analysis
Ensure your CV includes these

Presenter Notes
Presentation Notes
If you don't include relevant skills, you won't be invited to an interview. The experience you all have will offer you transferrable skills, that will demonstrate your suitability for roles
For each role you apply for, look through the advert and job description thoroughly – this is your 'cheat sheet'
Make a list of the skills the employer is looking for – these could be both soft skills and technical skills
Tailor your CV to ensure it includes these!
If you're an international student, your experience is valid even if it wasn't in the UK! Make sure you include it
If you have a lot on your CV (remember, it shouldn't be longer than two pages), take out any experiences that aren't as relevant. This is what we call 'tailoring' your CV and it is essential.




Work experience section: 
common mistakes and how to avoid them

Including skills as a list

Just describing the role

Use the STAR method

3 to 4 bullet points per previous role

Use your 'Additional skills' section wisely

Presenter Notes
Presentation Notes
By simply listing your skills, you are not offering any evidence of your skill level or how you developed it. Additionally, if you just describe the roles you've previously done, without detailing the skills you developed, you are not evidencing your abilities!
The best way to avoid this is to use the STAR method
Keep your bullet points to 3 or 4 per previous role
Use your additional skills section for technical skills, including any certifications. Detail your skill ability, such as your proficiency in a language or your capabilities on Excel, for example



Situation - Describe the situation you were confronted with. Where 
were you? When was it?

Task - Describe the task that needed to be completed

Action - Explain what you did and how and why you did it. 

Result - Describe the outcome of your actions – keep it positive!

Presenter Notes
Presentation Notes
Using the STAR (situation, task, action and result) method to structure your answers is a useful way to communicate important points clearly and concisely. For every answer you give identify the:
Situation – give some context
Task - describe the task that needed to be completed or the situation you were confronted withAction - Explain what you did and how and why you did it. 
Result - Describe the outcome and impact of your actions. 



Example of work experience
Barista at Caffè Nero, Manchester (2023 – present)
This role involves a variety of tasks including serving food and drinks, floor 
managing and cashing up.
• Listening effectively while serving customers to ensure they receive their 

exact order. My excellent customer service skills have been recognised 
with a recent ‘Barista of the Month’ award.

• During pre-work rush periods in the shop, I work efficiently as part of the 
team in this time pressured environment. I work alongside till staff, floor 
staff and other baristas to deliver an efficient service as a team.

• By effectively inducting new colleagues into the team, I show leadership 
skills and I’ve recently been given a formal mentoring role with trainees.

Presenter Notes
Presentation Notes
As you can see, you should include the company, role and time period that you worked there. Also note the use of formatting to make the job title and employer name stand out. 
This person has summarised their role and details their actions and impact within the role, clearly showcasing their skills
It’s also  important to include any achievements or measurable results in your work experience, again in this example you can see the Barista of the Month recognition listed.
With your past work experience, don’t forget about any volunteer work, part-times jobs, summer jobs etc. You gain a number of transferrable skills such as teamwork, organisational skills, problem solving and so on. Don’t undersell yourself.
As with the education, list your most recent experience first





Top tips
'master copy'

use the job description

AI is a great tool 
(but use it with 

caution)

cover letters

CV360

spell check

You are 
great!

Presenter Notes
Presentation Notes
Have a master CV - once you write this, it will make it so much easier, including application forms
Use job ad / description to tailor
Cover letter signposting
Get used to selling yourself – you are great! 
Use AI
Confidence is key
CV360 – spell check



Next steps
Book Get Placed sessions
mmu.ac.uk/getplaced2024

Visit the Jobs Hub
mmu.ac.uk/jobshub

Update your CV and submit for review
https://tinyurl.com/GPCVReview 

Submit your CV for 
review

Presenter Notes
Presentation Notes
Highlight to students the suggested next steps 

Take away these skills and keep building and tailoring your CV to sell the best version of yourself to placement employers

https://tinyurl.com/GPCVReview


Semester two support
20 – 25 January: Future Me Week
3 – 7 February: Place to Be
10 February – 11 April: Get Placed

Presenter Notes
Presentation Notes
5th February: Place To Be recruitment fair on campus




	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Next steps
	Slide Number 26
	Slide Number 27

