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EDUCATION 
Sept 20?? – Present, BA (Hons) Sociology, University of the West of England, 
Bristol 
 
Modules include:  Social Inequalities, Sociology of Disability, Gender & Society   
 
Sept 20?? – July 20??, School Name 
A levels: Sociology (C), English (C), French (C) 
GCSEs:  8 including English Language and Mathematics (grades A - C) 
 

RELEVANT SKILLS 
Team working: 

 Proactively offered support to my colleagues with their workload as a voluntary member of the 
READ International book charity’s marketing team. When there was a period of staff illness, I 
willingly took on additional tasks to ensure the charity’s brochure was mailed out on time 

 Contributed to the smooth-running of the Meet the Employers Fair as a UWE Student 
Ambassador, acting as part of a small team responsible for signing in thousands of students to 
this busy event. Working under pressure, I liaised clearly with my team mates to maintain an 
efficient queuing system 

 
Communication: 

 Communicated effectively at READ International where I dealt with an unsatisfied member of 
the public over the telephone. I listened patiently to their concerns and feelings, asking follow up 
questions and empathising with their situation. I followed through with their complaint and 
received positive feedback as a result of my response 

 Developed strong written communication skills through university assessments requiring a variety 
of formats such as reports, essays and presentations 

 
Commercial awareness: 

 Identified new ideas for promotional activity at READ International, as the charity depended upon 
external fundraising for its work. I developed a strong business understanding of the charity’s 
purpose in order to promote and develop new funding opportunities 

 Deepened my appreciation of the importance of delivering a high standard of customer service to 
a diverse customer base through working at Waterstones’ and attending induction training  

 
Organisation and Time Management: 

 Through effective prioritisation, I organise my time so that I meet university course work  
deadlines, achieve high grades, attend university meetings in my role as course representative, 
as well has working part-time at Waterstones 

 Took on different roles within the marketing team such as administration and mailshot campaigns 
which required multi-tasking under pressure in order to  achieve targets  

 
IT skills: 

 My degree course requires proficient knowledge of Microsoft Office. In Word I produce letters, 
project reports and academic essays. PowerPoint is also required to produce presentations for 
seminars and group work and Excel for producing bar graphs and charts to add to the 
presentations 

 Showed my ability to learn new technology quickly at Waterstones where I use the electronic 
cash register and search an online database to source stock for customers 

 
 
 

 

SKILLS BASED CV 

Useful when you have little work 

experience or no relevant work 
experience and you need to 

promote your transferable skills 

List the modules 
most relevant to 
the job you are 
applying to, 
either due to 
their subject 
content or the 
skills they have 
developed in 
you (e.g. team 
work). 
 

Even if you don’t have similar experience to the job for which you are 
applying, explain how you have developed the right skills in other ways, 
e.g. at school, during your degree, whilst volunteering or in paid jobs 



WORK EXPERIENCE 
October 20?? – Present, Student Representative, University of the West of England 

 Elected course representative for my year which involves sitting on termly committee meetings 
which are made up of student representatives and staff members 

 Encourage student feedback from my course in order to raise, discuss, and resolve student issues 
and requests 

 
October 20?? – June 20??, Student Ambassador, University of the West of England 

 Provided excellent customer service to prospective students and their parents at open days 
through offering campus tours and answering any questions regarding studying at UWE 

 Supported the smooth running at different events throughout the year such as employer fairs and 
applicant days, acting as a main point of contact for any queries from UWE students or external 
guests to the university 

 
June 20?? – August 20??, Customer Service Assistant, Waterstones 

 Assisted customers in-store and on the telephone using an on-line database to search for and 
order stock 

 Liaised with publishers and wholesalers to follow up customer queries attained and often 
exceeded monthly sales targets of ₤1000 per month 

 Quickly learnt to confidently use the computerised product classification catalogue, the till and 
electronic payment machines 

 
 
VOLUNTEERING EXPERIENCE 
June?? – August 20??, Marketing Volunteer, READ International 

 Created and implemented fundraising ideas, raising over £5,000 in a 6 week period attended 
promotional events within local schools 

 Researched information for the charity’s monthly e-newsletter 

 Proof-read material, compiling and mailing promotional mailshots to meet strict campaign 
deadlines dedication and drive to attract 10 new schools within 3 months to agree to donate their 
out of date books for third world schools 

 Established negotiation skills and persuasiveness when dealing with charity members in person 
and on the telephone 

 Used high level team working and problem solving skills in order to reach weekly promotional and 
marketing targets 

 
Oct 20?? – August 20??, Various roles, UWE Volunteering 

 Registered with the UWE Community Volunteering Programme and I have volunteered on a 
variety of Community Action Days over the last year including beach clean ups and conservation 
tasks and fundraising and event marshalling at local charity events 

 
 
 
 
 
ADDITIONAL INTERESTS AND ACHIEVEMENTS 

 Full clean UK driving licence and car owner 

 Member of UWE football team. I enjoy team sports and committing to training schedules and 
matches which has developed my team-work skills 

 Duke of Edinburgh Bronze & Silver Award activities, which included team expeditions, 
strengthened my interpersonal skills in addition to my resilience and determination to succeed 
when faced with challenges 

 Keep up to date with industry news and developments through subscribing to LinkedIn groups 
and through attending events  

 
 
REFERENCES 
Available upon request 

Avoid starting sentences with ‘I’; use active 
language and power words to create impact 
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active language and power words to 

create impact. 

 

 

Avoid starting sentences with ‘I’; use 

active language and power words to 

create impact. 

 

Voluntary work is highly regarded by employers and gives you an 
excellent opportunity to gain work experience in a variety of settings. 
Look on Infohub & www.do.it.org for opportunities. 


