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Your curriculum vitae, commonly referred to as your CV, is a

document that is designed to give potential employers an

overview of your skills and experiences. It is often your first

opportunity to impress an employer, so it is vital that you get it

right. By following some simple tips, your CV can stand out

from the crowd and hopefully land you an interview!

So what should your CV include?

CVs

Contact details – include your full name, address,phone number, and email
address.You donot need to include yourdate of birth or a photograph.

Personal profile – this is a short statement that is designed tohighlight your
key strengths and should ‘paint the picture’ for the employer. Try tomake this

as concise aspossible.

Skills – list a few of your key skillswhich would beuseful in the role that you
are applying for.

· 
 

Education history – make sure you include the name(s) of the school/college
and the years that you attended. These shouldbe listed frommost recent at
the top, to oldest at the bottom. Provide any grades and qualifications that

you achievedwhile studying there, suchasGCSEs,BTECs orA-Levels.
 

Employmenthistory – if you have any previous employmenthistory orwork
experience thenput it in here. Again,make sure the most recent one is at the
top, and you name the company, job role, and the dates you worked there.

You should also list yourmain responsibilitieswhile in the role.

Interests – so, whatdo you enjoy doing in your spare time? This is your
opportunity to give a glimpse ofwhat you are like as a person to the

employer.



For further tips and advice, check out these links:

Reed

Prospects

Target Careers

https://www.reed.co.uk/career-advice/how-to-write-a-cv/
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/how-to-write-a-cv
https://targetcareers.co.uk/careers-advice/applications-and-interviews/198-how-to-write-a-cracking-school-leaver-cv


EX
AM

PL
E



So, now that you have your well-crafted CV, where can you find the latest apprenticeship

opportunities?

 

Well here at Damar, we advertise on a couple of different platforms, so these would be a great

place to start when you are searching for your new role!

 

Get My First Job
 

Get My First Job (GMFJ) helps to connect young people with employers who are searching for the

talent of tomorrow.

 

When creating a profile on GMFJ, here are some things which we would recommend:

 

 

 

Uploading your new CV.

It sounds simple, but you would be surprised how many people forget to

upload their CV! This is so important as it makes your profile stand out to

potential employers, and helps to speed up the recruitment process for you.

Completing all of the available fields. 

This includes personal details, qualifications, work experience and career

interests. By doing this, your profile will achieve a higher ‘rank’ and become

more appealing to the recruiters who are using the platform.

Taking your time. 

Employers  and training providers can headhunt your profile without you

even having to apply for an apprenticeship, so think to yourself, “does my

profile stand out?”

 

After you have completed your profile, the next step would be to apply for any suitable

opportunities. When doing this, there are a couple of things to consider:

 

 The role itself. 

Have you read the job description and are you aware of what the company

does? Can you see yourself committing to this role alongside your

apprenticeship study? Please consider these things before hitting ‘apply’!

 

The commute. 

Have you done an online search to see how long it would take you to

commute to the employer’s location? Is this feasible for you on a

day-to-day basis, taking into account the apprenticeship wage? 

APPLYING FOR JOBS

https://www.getmyfirstjob.co.uk/


National Apprenticeship Service 
 

The National Apprenticeship Service is a government agency which enables young people to

enter skilled trades. Their website makes it easy to search for apprenticeship opportunities near

you.

 

Here are some of our top tips when navigating the National Apprenticeship Service website:

 

Create a profile. This will allow you to manage your applications and get updates about new

opportunities.

 

Complete all of the questions that are asked as part of the application and make sure you have

tailored your answers to the company and role which you are applying for.

 

Again, look at the location and ask yourself: “Can I travel there on a daily basis?”

 

LinkedIn
 

LinkedIn is the largest professional networking platform in the world, and has over 740 million

registered members.

 

Depending on the sector which you are looking to secure an apprenticeship in, it may be worth

creating a LinkedIn profile, too.

 

We don’t actively advertise any of our apprenticeship vacancies on here, but it can be a really

useful tool when building your professional network and reaching out to people.

 

Here are some of our top tips for you if you choose to register on LinkedIn:

 

Remember that LinkedIn is a professional platform. This means that you should have a

professional profile picture, and be appropriate with your posts and interactions.

 

Put as much detail on your profile as possible. Including a good bio, along with your education

and employment history, will get you off to a good start.

 

Personalise any connection invites which you send. Why do you want this person to be a part of

your network? Let them know in the invite and they will be more likely to accept it.

 

Be aware of the posts which you interact with. They will be visible for all of your connections to

see!

 

Set up job alerts. This will allow you to be an early applicant to any new opportunities.

 

https://www.gov.uk/apply-apprenticeship
https://uk.linkedin.com/


THE  KEY  I S  PREPARAT I ON ,

PREPARAT I ON ,  PREPARAT I ON !

S p e n d  s ome  t im e  r e s e a r c h i n g  t h e
c ompa n y  a n d  wha t  i t  i s  t h a t  t h e y
d o .  T h i s  w i l l  h e l p  y o u  g e t  i n t o  t h e
r i g h t  f r ame  o f  m i nd ,  a n d  a l l ow  y o u
t o  t h i n k  o f  t h e  b e s t  wa y s  t o  a n sw e r
a n y  p o s s i b l e  qu e s t i o n s .  T h e  b e s t

p l a c e  t o  r e s e a r c h  t h e  c ompa n y  i s  o n
t h e i r  web s i t e  a n d  s o c i a l  med i a

p a g e s .  Y o u  s h o u l d  a l s o  r e a d  o v e r
t h e  j o b  d e s c r i p t i o n  a n d  p e r s o n

s p e c i f i c a t i o n  s o  t h a t  y o u  c a n  t h i n k
o f  e x amp l e s  wh i c h  e x p l a i n  wh y  y o u

f i t  t h e  b i l l .

DRES S  TO  I M PRE S S ,  MAKE  EYE
CONTAC T  AND  SM I L E !

E x p e r t s  s a y  t h a t  i t  t a k e s  b e tw e e n  5
a n d  1 5  s e c o n d s  f o r  s ome o n e  t o  f o rm
a  f i r s t  i mp r e s s i o n ,  s o  i t ’ s  t r u e  wha t
t h e y  s a y …  f i r s t  i mp r e s s i o n s  c o u n t !

T h e r e f o r e ,  i t ’ s  v i t a l  t h a t  y o u r
p e r s o n a l  a p p e a r a n c e  a n d  c o n d u c t

g e t  t h i n g s  o f f  t o  a  g o o d  s t a r t .  Mak e
s u r e  t h a t  y o u  d r e s s  sma r t l y ,  a n d  a r e

g e n u i n e l y  p l e a s e d  t o  b e  mee t i n g
t h e  emp l o y e r . .

So, your new CV has landed you an interview? Great news!

But this is only your foot in the door. Now we will offer some

guidance on interviews, and how best to prepare for them.

INTERVIEWS

T IM I NG  I S  EVERY TH I NG

Mak e  s u r e  t h a t  y o u  p l a n  y o u r
j o u r n e y  b e f o r e h a n d ,  a n d  a im  t o
a r r i v e  1 5  m i n u t e s  b e f o r e  y o u r

i n t e r v i ew .  T u r n i n g  u p  l a t e  i s  n e v e r
e x c u s a b l e .  A  l i t t l e  b i t  o f  p l a n n i n g
t h e  n i g h t  b e f o r e  c a n  s a v e  y o u  a
wh o l e  l o t  o f  h a s s l e ,  a n d  b e i n g

p u n c t u a l  i s  a  r e a l l y  s imp l e  wa y  o f
g e t t i n g  t h i n g s  o f f  t o  a  g o o d  s t a r t .

TURN  YOUR  PHONE  OF F

On c e  y o u  a r r i v e ,  b e  s u r e  t o  t u r n
y o u r  ph o n e  o f f .  No t  o n l y  i s  i t  a

p h y s i c a l  d i s t r a c t i o n  i f  i t  g o e s  o f f
d u r i n g  t h e  i n t e r v i ew ,  b u t  i t  i s  a l s o  a
men t a l  d i s t r a c t i o n  i f  y o u ’ r e  l o o k i n g
a t  i t  i mmed i a t e l y  b e f o r e  g o i n g  i n t o
t h e  i n t e r v i ew .  Y o u r  m i nd  s h o u l d  b e
o n  t h e  i n t e r v i ew  a n d  n o t h i n g  e l s e .



NEXT  S T E P S

A t  t h e  e n d  o f  t h e  i n t e r v i ew ,  i t  i s
p e r f e c t l y  a c c e p t a b l e  f o r  y o u  t o  a s k
t h e  emp l o y e r  wha t  t h e  n e x t  s t e p s

a r e .  Y o u  c a n  d o  t h i s  b y  a s k i n g
“ s h o u l d  I  b e  s u c c e s s f u l ,  when  c a n  I
e x p e c t  t o  h e a r  s ome t h i n g  b a c k  f r om
y o u ? ” .  T h i s  s h ow s  t h e  emp l o y e r  t h a t

y o u  a r e  p o s i t i v e  a b o u t  h ow  t h e
i n t e r v i ew  wen t . .

So, now it's time for the interview. Take a deep breath and

get ready to shine! Here are some tips, with more available

on the Prospects, Indeed and National Careers Service

websites, along with our interview tips video.  

ACT I ON  T IME

Mak e  s u r e  t h a t  y o u  s i t  u p  s t r a i g h t ,

a n d  ma i n t a i n  e y e  c o n t a c t  when
s p e a k i n g  t o  t h e  i n t e r v i ew e r .  T h i s  i s
y o u r  o p p o r t u n i t y  t o  p u t  a l l  o f  y o u r
p r e p a r a t i o n  i n t o  p r a c t i c e .  Don ' t

w o r r y  i f  y o u  f e e l  n e r v o u s  o r  a  l i t t l e
s h a k y ,  t h a t ' s  c omp l e t e l y  n o rma l .

S TAY  POS I T I V E

E v e n  i f  y o u  t h i n k  t h a t  t h e  i n t e r v i ew
i s n ’ t  g o i n g  g r e a t ,  j u s t  k e e p  g o i n g
a n d  d o n ’ t  dwe l l  o n  t h i n g s  t h a t

y o u ’ v e  s a i d !  S im i l a r l y ,  i f  a n
emp l o y e r  a s k s  y o u  a b o u t  y o u r

w e a k n e s s e s ,  d o n ’ t  s p e n d  t o o  l o n g
t a l k i n g  a b o u t  t h em  a n d  t r y  t o  t u r n

t h em  i n t o  a  p o s i t i v e !

ASK  QUES T I ONS

Y o u  s h o u l d  a l w a y s  g o  i n  t o  t h e
i n t e r v i ew  w i t h  a  c o u p l e  o f

q u e s t i o n s  r e a d y .  T h e s e  c o u l d  b e
a b o u t  s ome t h i n g  r e a l l y  g e n e r a l  l i k e

a s k i n g  a b o u t  t h e  i n d u s t r y  o r  t h e
r o l e ,  b u t  n o t  h a v i n g  a n y  qu e s t i o n s
t o  a s k  c a n  b e  v i ew e d  a s  y o u  b e i n g
d i s i n t e r e s t e d .  S h ow  t h e  emp l o y e r
t h a t  y o u  h a v e  d o n e  y o u r  r e s e a r c h ,

a n d  a r e  e x c i t e d  b y  t h e  r o l e ! .

INTERVIEWS



Ensure that you are in a quiet space with good lighting, that is free
from any possible interruptions

 
 

Check your internet connection and close any browsers that aren’t
needed

 
 

 
Ensure that your camera and microphone are working

 

 
 

Take your phone out of eyeshot so as not to get distracted
 

 
 

Still dress professionally

 
 

 
Maintain eye contact with the camera

 
 
 

Smile and nod your head to show that you are engaged with what
the interviewer is saying

 
 

Have a copy of your CV and any notes nearby

Video interviews are becoming more and more common. However,

you should still prepare in the same way you would for a normal

interview, because it is exactly that... a normal interview! The only

difference is that you aren’t face-to-face, but everything else still

applies. For a video interview, you should:

VIDEO INTERVIEWS




