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Applying for a Job 

C.V.s and Letters of 

Application 

 

When you finish this unit: 

 You will know the purpose of a cover 

letter and a C.V. 

 You will know how to create your own C.V. 

 You will know how to create your own 

cover letter 

 You will be able to email your C.V. 

 You will be able to email your cover letter 

 

 

 

 
Edited by Jean Rogers 

With thanks to: 

Youth Work Ireland Roscommon & N.E. 

Galway. 

For use of their content reproduced here with 

permission. 
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Curriculum Vitae 

Annabelle Smith 

123 Oakland Drive,  

Ballymore,  

Co. Tipperary. 

annabellesmith@myemailaddress.com 

088-1234567 

Education: 

2012 – Present St. Mary Secondary School, Upper High Street, 

Templetown, Co. Tipperary. 

2015 – 2017 Leaving Certificate Senior Cycle. 

Subjects: 

English, (O) Maths, (O)…. 

Junior Certificate Results (2015): 

A grade in: Art (O). 

B grades in: Geography (O), Home Economics (O), C.S.P.E. (C). 

C grades in: Maths (O), English (O), Irish (O), Business (O), German 

(O). 

D grade in: History (O). 

Work Experience: 

O’Malley Household: (Current) (Childminding)  

Employer: Mr. Michael O’Malley. 

Dates:  2014 – present. 

Duties:  Minding two children age 9 and 5 years. 

Skills and Qualities: 

 Computer Skills – I am proficient in Microsoft Office, Email, and 

Microsoft PowerPoint. 

 Communication – I communicate well with other people both at 

school and in my job as a childminder. 

 Languages – I can speak and understand basic Irish and German. 
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Hobbies and Interests: 

 Walking – I walk a mile every day. 

 Sport – I play tennis and golf every weekend. 

 Childminding – I enjoy looking after children. 

 Music – I can play the guitar and am learning to play the piano. 

 Socialising – I enjoy time spent with friends. 

Achievements and Other Information: 

 I am a member of the student council in my school for this year. 

 2015 I took part in the school musical Annie in December. 

 2014 I volunteered to help in the Tipperary County Cycle for Fun 

event. 

 2013 I was part of a group which set up a coffee morning to raise 

money for cancer research and we raised €300 in November. 

 

References: 

Mrs. Mary Smith,   Mr. Martin Shaw, 

Principal,    Deputy Principal, 

St. Mary Secondary School,  St. Mary Secondary School, 

Upper High Street,   Upper High Street, 

Templetown,    Templetown, 

Co. Tipperary.    Co. Tipperary. 

principal@stmarys.com.ie  deputyprincipal@stmarys.com.ie 

058-7654321    058-7654321 

 

Signed: _________________________ Date: _______________  

 

 

 

Quick Tips 
 All Information must be most recent to least. 

 Everything must have a date. 

 Only put in recent events (this year/last 
year). 

 If you are in a club say for how long and 
what you do. 
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Curriculum Vitae 

John Smith 

11 Springfield Avenue,  

Cahermore,  

Co. Louth. 

johnsmith99@myemailaddress.com 

084-7654321 

Education: 

2012 – Present St. Martin’s Boys School, Main St., Abbeyside, 

Co. Louth. 

2015 – 2017 Leaving Certificate Senior Cycle. 

Subjects: 

English, (H) Maths, (O)…. 

Junior Certificate Results (2015): 

A grade in: Biology (O), French (H). 

B grades in: Geography (O), Science (H), C.S.P.E. (C), English (H). 

C grades in: Maths (O), Irish (O), Business (O), History (O). 

 

Work Experience: 

Phelan’s Supermarket (Current) (Assistant)  

Employer: Mr. Aidan Phelan. 

Address: 111 Upper Main St., Cahermore, Co. Louth. 

Dates:  April 2013 – present. 

Duties:  I perform stock rotation, tidy shelves and help customers. 

Skills and Qualities: 

 Computer Skills – I am proficient in Microsoft Office, Email, 

Microsoft PowerPoint and in using social media. 

 Communication – I communicate well with others and I like 

working as part of a team when I’m playing football and in group 

projects at school. 

 Languages – I speak and understand basic Irish and intermediate 

French. 
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Hobbies and Interests: 

 Sport – I play football and I am part of my school’s team. 

 Woodwork – I like making objects out of wood and watching 

YouTube tutorials to learn how to make new things. 

 Socialising – I like spending time with my friends and family. 

Achievements and Other Information: 

 I am a member of my school’s football team and we won the County 

Junior Football Championship in March 2014. 

 I won my school’s Athlete of the Year Award in May 2014. 

 I completed a basic first aid course in October 2015. 

 

References: 

Mr. Barry Cummins,   Mr. Oliver Johnstone, 

Principal,    Deputy Principal, 

St. Martin’s Boys School,  St. Martin’s Boys School, 

Main St.,    Main St., 

Abbeyside,    Abbeyside, 

Co. Louth.    Co. Louth. 

b.cummins@stmartins.com.ie  o.johnstone@stmartins.com.ie 

0908-76543210    0908-76543210 

 

Signed: _________________________ Date: _______________ 

  

Quick Tip – Email Addresses for References 
 For each reference on your C.V. give an email 

address as well as a phone number if you 

have sought permission to do so. It is a very 

easy way for employers to make contact! 
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Your Curriculum Vitae 

What is your C.V.? 

Firstly, let’s think about the purpose of your C.V. What is it? 

Why do we spend months talking about writing one, days 

drafting it and nights perfecting it? 

The dictionary definition of a C.V. is an outline of your 

educational and professional history, prepared for job 

applications. But is much more than this. Why? 

It is because your C.V. and indeed your cover letter are the 

most important pieces of direct marketing material you will ever 

create. They are sales documents with the single purpose of 

getting you an interview. You need to start to think of your C.V. 

as packaging yourself – it is not about making anything up, it is 

about presenting the most relevant parts of your life in the best 

light for the job you are applying for. 

Remember a C.V. can get you an interview but never a job. 

However, a C.V. has the potential to ensure you never get a job 

if it is badly done. 

C.V. Preparation: 

 Stop and think 

Think about your skills, competencies, 

qualifications and experience. 

What are your unique selling points 

(your own personal USP)? If you are 

applying to a specific job, look at 

the key words, attributes they are 
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looking for and include them in your C.V. where relevant. 

How to prepare your C.V.: 

Your C.V. has two objectives: 

1. To inform your next employer about your 

education, job skills and work experience. 

2. To make the employer believe that you are a suitable 

candidate for the job advertised. 

Writing a good C.V.: 

At first glance your C.V. needs to be instantly attractive and 

needs the information to be effectively prioritised. 

 Highlight your marketable skills; abilities and work 

experience which are most useful to the type of job you 

have targeted. 

 Identify the selling points that set you aside from other 

candidates. 

 Communicate your most relevant qualifications and 

achievements to potential employers. 

 Accompany every C.V. with a cover letter. 

 Structure it! Having a structured C.V. breaks down the 

key parts of your life into bite-sized pieces and thus 

makes it easier for the reader. Remember, recruiters are 

busy people; they get 100’s of C.V.’s every day. It is 

therefore critical to stand out above the crowd by 

presenting your C.V. in a positive light. 

C.V. content: 

1. Personal Details: 

 Name 

 Address 
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 Email Address 

 Telephone numbers 

2. Educational Details: 

 Schools/Colleges attended 

 Dates 

 Examination Results/Qualifications 

 If you have a Primary Degree, no need to list your 

Leaving Cert. results 

 If you have your Leaving Cert, there is no need to 

list your Junior Cert. 

3. Employment History: 

 List all employments in reverse chronological 

order, (i.e. most recent first.) 

 Employer’s Name and Address 

 Dates 

 Position(s) held 

 Duties and responsibilities 

 Job related achievements (from your skills 

assessment exercise) 

Try to portray yourself as high achiever and 

problem solver 

4. Additional information: 

 Other skills i.e. computer literacy including levels 

of competency in modern software packages, 

keyboard skills etc. 

 Driving licence/car owner 

 Occupational training courses completed 

 Languages 

 Career breaks 

 Personal strengths 

 Career objectives (optional – include only if you 

have clearly defined your job target) 
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5. Hobbies and Interests: 

 Sporting Interests/Achievements 

 Voluntary work/local community involvement 

 Physical and cultural activities 

 Club/society memberships 

6. References: 

 Persons who will vouch for your competence and 

character  

 Suggest maximum of 2 references 

 Ideally previous Employer, college lecturer/school 

principal (seek their permission first) 

 Include Name, Title, Postal Address, Email, 

Telephone Number and letter from previous 

employer if outside country attached to C.V. 

C.V. Presentation: 

 Maximum 2 A4 sheets. Ideally 1 inch margins all around. 

 High quality print laser or inkjet. 

 100-gram top quality stationery. 

 Headings and important details highlighted in bold 

capitals. 

 Correct spelling, grammar and punctuation. 

 No need for covers or bindings – the employer is 

interested only in the content. 

Rules: 

1. Keep it short – maximum of two pages. 

2. Keep it simple and easy to read – reader should be able to 

get information from each C.V. without having to work 

through lengthy paragraphs of text. 

3. Must be easy to understand – don’t use terms which are 

not universally understood. 
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4. Must be completely original and truthful. 

5. Be positive i.e. outline benefits from course of study if 

not completed. 

6. Use strong action verbs to highlight your achievements. 

7. Quantify and assign values to each of your achievements 

to make them meaningful. 

8. Use general job titles if possible.  

9. Avoid jargon. 

10. Do not indicate desired salary on your C.V. 

Choosing a C.V. Format: 

1. Chronological 

 Most frequently used format. 

 Used by students or career starters and career 

changers whose employment history is consistent. 

2. Targeted / Prioritised: 

 Suitable for those who have identified a particular 

job. 

 The C.V. will describe abilities and achievements 

which relate to that job. 

Quick Tip – Including a ‘Personal Profile’ 
 Personal Profiles go at the top of your C.V. 

 Do it when you have read over your C.V. 

 You can choose three or four items which fit in with 

your work experience, hobbies and skills. Such as: 

 Good communication skills. 

 Ambitious and determined. 

 Ability to work under pressure. 

 Excellent IT skills. 

However, DON’T PICK CLICHÉS! You will need to prove you have the 

abilities you mention. 
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Blank Letters of Application 

Sample Cover Letter No. 1: 

1. Write your full 

address here  

Write the date in 

full underneath. 

2. The name (or title) of the person you’re writing to. 

The address of the person you are writing to. 

 

3. Start with Dear Sir/Madam or with the person’s name if you 

know it. 

 

4. Begin your first sentence below the salutation (Dear 

Sir/Madam) and treat it as a paragraph. It should say which job 

you are applying for and where you saw the advert, also the date 

of the paper and any other code applied to the advert. 

 

5. This is where the body of the letter goes, say something 

about yourself and why you feel qualified to do the job. 

 

6. Final paragraph, indicate availability for interview. 

 

7. Finish with ‘Yours faithfully’ if you began with ‘Dear 

Sir/Madam’. Finish with ‘Yours sincerely’ if you used a name. 

8. Sign your name underneath. 
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Sample Cover Letter No. 2: 

      20 Cypress Row, 

      Upper Kilmacud, 

      Dublin. 

      1st October 2015 

The Manager,  

Company Name,  

31 Earl Street,  

Mullingar,  

Co. Westmeath. 

 

Dear Sir/Madam, 

I wish to apply for the post of __________________ as 

advertised by you in the Sunday Independent of May 30th last. 

I enclose my curriculum vitae, which includes details of my 

education, training and work experience. 

I am available for interview at your convenience and look 

forward to hearing from you. 

Yours faithfully, 

Jane Smith 

 

 

 

 

 

Quick Tip – Emailing your Cover Letter 
 If you’re sending your cover letter as 

an email you should remove both of 
the addresses and the date! 
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Sample Cover Letter No. 3: 

      1 Highfield, 

      Ballybangor, 

      Co. Louth. 

      Tel: 088 3456344 

      1st October 2015 

Mr. R. Rover, 

Human Resources Manager, 

Boom & Bust Construction Ltd., 

113 Mill Lane, 

Dublin 2. 

Dear Mr. Rover, 

I enclose a copy of my curriculum vitae for the post of Assistant 

Personnel Officer (or whatever the job is) as advertised through the 

Careers Service of Carlow Institute of Technology. 

You will see that I took a year out between school and college. A large 

part of this time was spent in a metal packaging factory. During the 

vacations at the college I worked as an accounts clerk in a large 

double-glazing plant. I was able to make good use of this experience by 

seeing for myself the various jobs undertaken by different 

departments in a manufacturing industry. 

My position as chairperson of the Business Society Committee has 

taught me very similar skills to those I would need in the Human 

Resources function. 

Your firm appeals to me because of its medium size and multi-site 

operations requiring mobility, and an energetic disposition which I 

think I have. 

I look forward to having the opportunity of meeting you. I am available 

any time from the 5th of October onwards. 

Yours sincerely, 

Emily McIver 
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Sample Speculative Cover Letter No. 4: 

      24 Fairweather Close, 

      Ballydiamond, 

      Co. Mayo. 

      5th October 2015 

The Manager, 

Feel the Burn Fitness Club, 

345 Rathburn Rd., 

Dublin 2. 

Dear Sir/Madam, 

I am currently seeking employment as ___________________ 

and I would be interested in a position in your company. 

I enclose my curriculum vitae, which includes details of my 

education, training and work experience. I realise that you may 

not have a vacancy at the moment but I would be grateful if you 

would retain my curriculum vitae on file and contact me should a 

suitable position arise. 

Thank you for your attention in this matter. I look forward to 

hearing from you. 

Yours faithfully, 

Brendan Sheehan 
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Guidelines for Emailing Cover Letters 

In response to job advertisements: 

 When responding to a job advertisement, study the ad 

carefully and list the key requirements given. 

 Try to match each of the job requirements with words 

describing your appropriate skills and experience and 

summarise these in your email. 

 Structure your email in 3 paragraphs and keep it short 

and to the point remember that you don’t need to put in 

street addresses or the date in a typed email. 

 Don’t forget to add your C.V. as an attachment to your 

email before sending! 

Speculative: 

1. Target websites and send a speculative email. 

2. To follow up a company website where no position has 

been advertised, make sure you get the name, correct 

title and email of the person within the organisation if 

you want your email and accompanying C.V. to be read. 

3. You can get this information by a simple phone call to the 

receptionist or secretary in the organisation or by looking 

through the website. 

Quick Tip – How to attach a file to an email 
 Create a new email message and enter the usual 

details (the person’s email address, the subject, 
etc.). 

 Look for an icon in your toolbar which looks like a 
paper clip and click it. 

 A "Browse" window will open. Find and select the 
file you want to attach (your C.V.). Now click 
“open” and wait for it to upload - now it’s attached 
to your email and you’re good to go! 
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4. Structure your email in 3 paragraphs and keep it short 

and to the point remember that you don’t need to put in 

street addresses or the date in a typed email. 

5. Don’t forget to add your C.V. as an attachment to your 

email before sending!  

Final Things to Remember! 
 

 Put appropriate titles (Mr. / Mrs. / Ms.) before all 
names. 

 

 Leave addresses of private homes out of your C.V. as 

they take up too much space. You can use them at the 

end as references if you want. 

 

 Be careful of abbreviations – Road becomes Rd., not 

rd., 

 

 Give the year of any achievements you are listing for 

example: 

o “I took part in the school musical Annie in 

December 2015” 

o “I won my school’s Athlete of the Year Award 

in May 2014.” 

 

 Remember you need to be putting new things in your 

C.V. all the time. For example, if you achieve 

something new or gain new work experience make sure 

to add it in on to your C.V. However, anything that’s 

older than two years may not be worth putting onto 

your C.V. 
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 Use strong words when writing your C.V. for example: 

o “I helped out with the kids” is a weak 

description. Try being more specific “I was a 

general assistant of dance students aged three 

to five years” this has a much stronger impact. 

o Instead of saying something like “I love to run” 

(weak) say instead “I jog eight miles every 

week” (strong). 

o “I know German and Irish” (weak), “I speak and 

understand basic German and Irish” (strong). 

 

 BE VERY CAREFUL OF YOUR SPELLING AND 

GRAMMAR! 

If you’re not sure of something Google it or ask 

someone! Double check every spelling and all your 

grammar because it’s vital to get it right. Bear in mind 

these pointers: 

o “I done…” is incorrect – “I did…” is right. 

o Titles of courses get capital letters for 

example, “I completed a course – Introduction 

to Manual Handling” 

o If it’s not a title, then it doesn’t get capital 

letters e.g. “I completed a course in manual 

handling”. 

 Finally remember if you’re posting your C.V. to sign 

and date it at the bottom before sending it out and if 

you’re emailing it don’t forget to add your C.V. as an 

attachment before clicking send! 
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