	Unit Title: Writing a CV

	URN: J/502/3038 
	
	

	Credit Value: 2 
	
	

	Level: 1
	
	



	

	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	1 Know the type of information usually included in a CV

	1.1 Identify the type of information usually included in a CV
	
	
	

	1.2 Collect the information they will need to create a CV ensuring it is accurate and up to date
	
	
	

	2 Understand the importance of a reference

	2.1 Identify 2 people who would be suitable as referees
	
	
	

	2.2 Give examples of people who would not be acceptable as referees
	
	
	

	3 Produce a CV

	3.1 Choose a suitable layout for a CV
	
	
	

	3.2 Produce an accurate and appropriately laid out CV using IT
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Learner declaration of authenticity:
I declare that the work presented for this unit is entirely my own work.


Learner signature:							Date:







Assessor sign off of completed unit:
I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 


Assessor name:


Signature:								Date:










