
Template CV 
for Apprentices



Personal information:
Start off with some personal information about yourself, for example:

Name (First and last) 
Address 
Email 
Mobile number 

Personal Statement:  
This should be short, only a few lines and an opportunity for you to sell yourself and stand out in 
terms of your personality and motivation, for example:

A recent school leaver with a passion for technology. I am hoping to gain 
an apprenticeship in ICT and start my working career in the ever-changing 
IT industry. I have always had a keen interest in IT and I am looking for the 
opportunity to develop my skills further in a full time apprenticeship. I am a 
loyal, hardworking individual with excellent time keeping skills. I am more than 
capable of working unsupervised and have the ability to adapt to any situation. 

Skills: 
Here you should list the skills you already hold. If you are applying for an IT apprenticeship you will 
need to focus on skills related to this, for example: “I can work on various operating systems, can 
troubleshoot, have excellent time management skills, am able to commit to deadlines, am punctual,  
I have/can build own PC, etc.”

If you are applying for a Digital Marketing Apprenticeship, you then need to focus your skills in that 
industry (see below) and how the skills will be transferable.

Bullet pointing your skills provides a display that is structured and shows the effort you have put into 
constructing your CV, for example:

• I have used Dreamweaver to create websites 
• I have built two gaming PCs and one domestic PC 
• I am punctual 
• I am adaptive 
• I have experience restoring PCs to factory settings 
• I have experience in networking 
• I am an Administrator for an online gaming community 
• I am currently using Code Academy to learn HTML coding 
• I am enthusiastic



Qualifications: 
Here is where you will list all of your qualifications, or projected grades. You have to display your 
school, years attended and also the exams. It has to be presentable and clear to read, for example:

Example School – September 2011 – July 2015 

GCSE - G: 
•  English    A 
•  Maths     A 
•  Science    A 
•  ICT     A 

Career History / Work Experience: 
Here you should provide details of any work history and work experience, paid or unpaid, as it will 
allow you to explain the responsibilities and experience you have gained. The structure should also 
have the same layout as your school, dates attended and also be in line with all the dates on the 
right hand side of your CV, for example:

Intequal – Portsmouth – April 2015 – April 2015  

Work Experience – 1st Line Support 
During my two weeks’ work experience at Intequal,I was given the opportunity to assist the 
helpdesk support department. 

My responsibilities included being the first point of contact for customers and diagnosing issues 
with customers’ PCs. My role also included some administration with inputting notes on the 
company database and raising a “ticket”, which then escalated the customer’s issue to a more 
experienced technician. 

Whilst on my work experience at Intequal, I was given the opportunity to develop my skills further 
and learnt not only how to resolve technical issues in a professional manner, but also how to 
present myself in a customer service role to ensure that I provided a positive experience with 
every call.

Hobbies:  
This isn’t a crucial addition to your CV, but it will allow you to elaborate more on your technical 
interests. Only list hobbies that are relevant to the job you are applying for. Everyone likes  
to socialise with friends for example, but explain why this is relevant to the job or leave it out,  
for example:

I self-study building/repairing PCs using YouTube tutorials. I am actively involved 
in an online gaming community. I like to play football, read Manga comics and 
keep up to date with advancements in the world of ICT.

References are available on request 
There isn’t really ever a need to put your references on here, unless it is for you to refer back to when 
completing any forms.


