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     Curriculum Vitae 
            and 

      Cover Letters  

Applying for a Job

Soon you may be able to apply for many jobs via video. At the moment you still need a c.v. with correct spelling, grammar, punctuation and useful information about yourself. Follow the templates here to get your c.v. started or updated. 
            Useful Websites

· [image: image2.jpg]


Apprenticeships.ie     All about apprenticeships
· Careersnews.ie           Go to Student Resources

· Careersportal.ie         Go to seeking employment 

· Europass.ie                 C.V template and information about European jobs.
· Jobbio .ie                   Job search website

· Monster.ie                  Job search website   

· Public jobs.ie              Civil service careers

· Spun Out.ie                Go to employment section

Most major companies have career sections on their websites where jobs are advertised. Here are some examples :
· Bank of Ireland         Search for Careers

· Boston Scientific       Search for Careers

· Bus Éireann                Search for Job vacancies

· Penneys .com              Search for Careers at Primark
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Curriculum Vitae

Anna Smith
12 Oak Drive, 
Templemore 
Co. Tipperary.
annabellesmith@myemailaddress.com
088-1234567

Education:

2014 – Present
St. Mary’s Secondary School, Upper High Street,
Templemore, Co. Tipperary.

2017 – 2019 
Leaving Certificate Senior Cycle.
Leaving Certificate Subjects:

English, (O) Maths, (O)….

Junior Certificate Results (2017):

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 three 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.

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.

· I took part in the school musical Annie in December 2017.

· I volunteered to help in the Tipperary County Cycle for Fun event. In this I made sandwiches and laid out food, tea and coffee on tables in 2016.

· I was part of a group which set up a coffee morning to raise money for cancer research and we raised €300 in November 2015.

References:

Mrs. Mary Murphy,


Mr. Martin Shaw,
Principal,



Deputy Principal,
St. Mary’s Secondary School,

St. Mary’s Secondary School,
Upper High Street,


Upper High Street,
Templemore,



Templemore,
Co. Tipperary.



Co. Tipperary.

058-7654321



058-7654321


Signed: _________________________
Date: _______________ 

                                                   Curriculum Vitae

John Smith
11 Springfield Avenue, 
Cahermore, 
Co. Louth.
johnsmith99@myemailaddress.com
084-7654321

Education:

2013– Present
St. Martin’s Secondary School, Main St., Abbeyside, Co. Louth.
2017 – 2019
Leaving Certificate Senior Cycle.

2016                               Transition Year
Leaving Certificate 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 am  playing football and in group projects at school.

· Languages – I speak and understand basic Irish and intermediate French.

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 tutorials to learn how to make new things.

· Socialising – I like spending time with my friends and family.
Achievements and Other Information:
· During my TY year I trained as a football coach. 
· I am a member of my school’s football team and we won the County Junior Football Championship in May 2015.

· I won my school’s Athlete of the Year Award in March 2015.

· I completed a basic first aid course in February 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.

0908-76543210



0908-76543210


Signed: _________________________
Date: _______________
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Sample Cover Letter No. 1
Dear Sir/Madam,

I wish to apply for the post of __________________ as advertised by you on your website on September 15th, 2019.
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


Sample Cover Letter No. 2:







12 Springfield Ave.






Ballylough






Co. Louth.






Tel: 088 3456344







1st October 2019
Mr. R. Rover,
Human Resources Manager,
Sunset Retail Park,
113 Mill Lane,
Dublin 2.
Dear Mr. Rover,

I enclose a copy of my curriculum vitae for the post of Retail Assistant (or whatever the job is) as advertised on Jobbio .ie
During the holidays from school and at weekends I have worked in the local garage which has a deli and restaurant. I was able to make good use of this experience by working in all parts of the business.
My position as Junior treasurer and coach in our local rugby club has   taught me very useful skills related to this job.
I look forward to having the opportunity of meeting you. I am available any time from October 5th onwards.
Yours sincerely,
Amy Flannery
Sample Speculative Cover Letter No. 3:







20 Highfield Crescent,






Balla,






Co. Mayo.







5th October 2019
The Manager,
Cabinteely Gym and Leisure 
Cabinteely
Dublin 18
Dear Sir/Madam,

I am currently seeking employment as a (insert job) 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

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.
4. Structure your email in 3 paragraphs and keep it short and to the point.

E


Edited by Jean Rogers


With thanks to Nicola Moran and to guidance counsellors for their feedback and input. 











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!








Quick Tip – How to attach a file to an email


Create a new email message 


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!





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:


“I took part in the school musical Annie in December 2015”


“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.�


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


“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.


Instead of saying something like “I love to run” (weak) say instead “I jog eight miles every week” (strong).


“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:


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


Titles of courses get capital letters for example, “I completed a course – Introduction to Manual Handling”


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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