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Why do you need a CV and cover letter for 
applying for an apprenticeship?

Apprentices are 
employees of an 

organization/
company

Apprenticeships are 
essentially jobs

You will need to 
demonstrate 

your suitability for 
the working 
environment

The application 
process for 

apprenticeships is 
very competitive

80% of 
apprenticeships are 
with the employer 

‘at work’, 20% is 
with a training 

provider



Curriculum Vitae (CVs)



What Is a CV?

• A 1-2 page document 
which gives an overview 
of your qualifications, 
achievements and skills

• The first thing an 
employer will look at 
when thinking of hiring 
you as an apprentice

• An advert to a potential 
employer 
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• Your name and contact details

• Skills and personality traits which make
you right for the role

• Your education and qualifications

• Any part-time jobs or work experience

• Your interests and hobbies

• Referees or people who can verify what
is on your CV

CV Must-Haves
Make sure to use a 

sensible email 
address. Make sure 
that you check your 

email often.

Volunteering, helping 
at after school clubs, 
or being in leadership 
roles (prefects, head 
pupils, peer mentors, 
school council etc) all 

count as work 
experience.



CV DOs

• Do make it impactful

• Do be positive

• Do spellcheck and

proofread

• Do alter your CV for a

particular job

• Do be honest

• Do ask people their opinion



CV DON'Ts

• Don’t leave gaps in time

• Don’t make it unreadable or 

cluttered

• Don’t sell yourself short

• Don’t go over 2 pages

• Don’t beat around the bush



Cover Letters



What Is a Cover Letter?

• A letter that you send along with
your CV when applying for work

• A personal advert highlighting
the most important things about
you which make you perfect for
the role

• An opportunity to explain why
you want that particular job and
what you would bring to the role



• The job your applying for, and the parts of the 
application

• Why you want that job and why you want to 
work for the company/organisation

• Why they should hire you as an apprentice –
skills and experience which might separate you 
from other candidates, and your capacity to 
learn further

• Achievements you are proud of which 
demonstrate desirable skills and attributes

Cover Letter Structure

Keep it to the point

Show your passion

Grab the reader’s attention

Key Paragraphs:



Make Your Cover Letter Stand Out

Use words directly from 
the vacancy description 

to show you have 
tailored the cover letter 

for that specific 
apprenticeship.

Don’t just list your 
skills, prove it! Use 

relevant examples to 
make you stand out.

If you know who you are 
writing to, directly 

address them:

“Dear _____,”

Give examples of new 
skills you have picked up 

in school/college, and 
how they might be 

developed further to the 
benefit of the company

Relate all the points you 
make back to the role 

you are applying for and 
the apprenticeship role 

specification.

If you know the 
recipient’s name sign 

off with “Yours 
Sincerely” if not, use 

“Yours Faithfully” 



Tailoring your application for 
apprenticeships

Tailor your application to the employer
Advice from UCAS

• Hit all of the entry requirements 
outlined in the vacancy.

• Put the most relevant information first.
• Consider the company culture and 

how you’d fit into it.
• Make hobbies and interests seem as 

relevant as possible.



Tailoring your application for 
apprenticeships

Don’t forget the study element
Advice from UCAS

• Include all formal qualifications
• Show that you’re capable of meeting

deadlines and being organised.
• Don't try and be funny - even If you think it's

hilarious.

Also...
Include a real example of two of a piece of work 
for a relevant course which you are proud of. 

If you’ve had a part-time job, detail how you’ve 
balanced out studying and work.



Now What?

Help your friends

Look at examples online

Use CV and cover letter builders to help 
you – we recommend Barclays life skills

Just sign up and search ‘CV and cover 
letter’ 

barclayslifeskills.com
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