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To all those who  
THINK I CAN’T

JUST WATCH ME!

“ “



A CV ought to demonstrate all of your skills. Ideally, you will be able to link your key skills to workplace 
experience, but if this is not possible then try to cite ways in which you have used them outside of 
employment situations.

Most key skills fall into one of three categories:

Transferable skills. These are skills which have been acquired in one setting but can be used in many 
different sorts of businesses.

Job-related skills. These skills are specific to a certain line of employment or trade and may require 
you to have received training to perform.

Adaptive skills. These sorts of aptitudes are sometimes less obvious and harder to quantify because 
they rely on personality traits rather than learning.

Let’s look at each of these in turn and see how you might address them in your CV.

Transferable skills
Everyone has transferable skills even if they don’t recognise them as such. Sometimes, your current 
employer won’t make it obvious that the skills you have acquired with them are transferable because 
they don’t necessarily want you to realise how employable you are elsewhere.

Typical transferable skills you may already possess are:

 
 it in written form as well.

 
 consider this to be a transferable skill.

 
 experience to benefit another type of employer.

 
 often possess the sort of business acumen which is sought after in many organisations.

 
 but if you are used to it then this is a key transferable skill desired in many companies.

Of course there are other types of transferable skill. Think of them as aptitudes that can function  
equally well in multiple industrial sectors. Mention them in your CV as you have picked them up 
throughout your employment history.

Key Skills That All CVs Need



Job-related key skills

sector you already work in.

Examples of job-related skills are:

 
 able to use this skill to find work outside of the building sector.

 
 

 sector.

 
 you can transfer into related sectors but probably only within similar roles unless you have other  
 transferable skills to offer.

 
 

Although there are nearly as many job-related skills as there are jobs, try not to think of them as 
restricting what you can do. If you do feel trapped by your job-related skills and have trouble breaking 
out into new areas of work, then acquire some new ones by enrolling on a training course.

section of your CV.

Adaptive skills
Ideal skills for CV personal statements or even a cover letter, adaptive skills can also be listed in your 
work experience if you prefer. Think about the sort of personality you have when discussing your 
adaptive skills. Some of the key ones to look out for include:

 
 that many employers are looking for.

 
 skill to mention on your CV.



 
 this shows your positivity. Employers tend to favour positive people so mention this as an  
 adaptive skill.

 

 
 but some are better at it than others so don’t discount your adaptability as a skill.

 
 organisations. If you can demonstrate this from your past career, then include it on your CV.

Although adaptive skills may seem like the least important ones to mention because they are not specific 
to the job you are applying for, they can often mark you out from another candidate. Don’t overlook the 
importance of your blend of adaptive skills which is as unique as you are.

Trusted jobsites where you can upload your CV;

www.indeed.com

www.reed.co.uk
www.monster.co.uk



Adult CV Example

,  

 

 

Mobile:     0    

Email: @hotmail.com 

A.N.OTHER 

D.O.B. 30/9/19 4

Personal statement 
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean id consequat justo, et efficitur est. Sed 
tincidunt maximus neque eget laoreet. Phasellus condimentum nulla vel magna rhoncus consequat. 

Fusce interdum eleifend leo vel euismod. Morbi dictum eu quam quis fringilla. Phasellus pulvinar erat in ex 
suscipit, aliquam fringilla metus accumsan. Nulla id lorem elit. Duis rhoncus lacus sit amet lacinia 
condimentum. Morbi facilisis risus non risus egestas malesuada. Curabitur sit amet nunc sit amet tellus 
tincidunt ullamcorper. Etiam et nibh consequat, convallis diam in, semper quam. 

Employment History 

Mechanic MOT Tester - Manchester

(March 2013 – Present) 

Achievements and responsibilities:

• General maintenance from MOT testing through to full engine rebuilds
• VOSA Testers Certificate January 2014 class 5 and 7 vehicles
• Office Management including: Invoicing, Taking payments, Negotiating and the  

buying of parts, Quoting work and costings, Customer relations, Planing and
overseeing of garage workflows and the management of other staff members

MasterTech Qualifications
• Auxiliary Belt Drive System Overhaul and Repair - August 2013
• Diesel Particulate Filter Systems - September 2013
• ABS Dynamic Control Systems - November 2013
• Canbus and Multiplex 1 - January 2014
• Engine Management and Emissions - February 2014
• Vehicle Electrics and Electronics 2 - March 2014
• Hybrid 2 - August 2014
• Hybrid 3 - September 2014
• Ecoboost and Engine Downsizing - January 2015
• Efficient Diagnostics on Modern Vehicles 2 - March 2015
• IMIAL Level 2 Award in Hybrid Electric Vehicle Operation and Maintenance (QCF) - November 2015
• Automotive Internal Combustion & Electric Hybrid Technology Components

& Operation - November 2015
• Petrol Direct Injection - December 2015
• Efficient Diagnostics on Modern Vehicles 1 - September 2016
• VOSA Training Course - October 2016



References

always your previous employer.

personal reference instead who can speak for your character and general work ethic. Steer clear of 
family or friends who could appear bias, and ask someone who has dealt with you in a professional 
environment, such as former colleagues or teachers.

If you’re lucky enough to have several people willing to be your reference, pick the employer that’s in a 
similar sector to the one you’re applying for.

Keep working on your CV
It’s never too late to add experience to your CV, so while you’re waiting for employers to get back to 
you about your application, start looking for work experience. Even if it’s unpaid, it’ll add to your skill 
set and make your CV stand out, especially if you find work in a relevant industry that matches your 
interests.

Whether it’s a few hours in your local charity shop, or a few weeks in an industry you’re interested in, 
it not only helps fill your CV gaps, but you’ll also meet useful contacts that may offer you work in the 
future.



Preparation Checklist

CV
Is your CV up to date 

Spelling, Contact details

Confidence
Work on your confidence 

with people you trust.

 
no one is perfect at the  
beginning it’s natural  

to feel nervous

Uploaded
 

Interview
 

make eye contact

1st Impressions

 
Comb your hair

Cover your tattoos

 


