
CV workshop 



Why do we need a CV?

➢ Your CV is often your first contact with an employer, it is 
how you make a first impression.  

➢ It needs to deliver the right message – make sure your 
CV stands out from the crowd

➢ A well-constructed CV could be the difference 
between you getting an interview or not



CV Wizard



Icanbea... CV Wizard

1. Logon to your computer and go to https://www.icanbea.org.uk/

2. Go to CV Wizard

3. Go to Register Now (Make a note or memorise your password)

4. Go back to CV Wizard and Sign in

5. Click 'Start Now'

6. Click on 'New CV'

7. Click on Student

8. Enter a CV title which could be today's date

9. You need to complete all sections and can do this in any order you wish – once the 
section has turned blue it is complete.

https://www.icanbea.org.uk/


Icanbea... CV Wizard

• Personal Statement – This is one of the most important parts of your CV

• Choose which type of opportunity you are looking for
• Choose what you wish to prioritise
• You will be presented with the first line of a statement – fill in the blanks. if the sentence does not sound like you, 

choose 'next statement'

• Keep choosing next sentence and filling in the blanks until you have completed your statement

• Education

• Secondary Education – Enter your school name and dates that you attended
• Remove the GCSE's that you are not taking and confirm (if you are taking a qulaification that is not listed – add it in)
• Enter your grades

• Work History
• Enter any work experience or jobs that you have had
• If you have not had a job or work experience – just click done

• Skills & Attributes
• Pick around 5-6 but no more (if you scroll down, it will give you a description of each skill)
• Enter information about an event, project, club or anything else you are involved in, which supports the skills that 

you have gained and provides examples.



Icanbea... CV Wizard

• Extracurricular Activity
• Enter details of any clubs/volunteering/work related training you are involved in. Add the activity if it is 

not listed

• Hobbies and Interests
• Choose you hobbies and interests from the list – don't choose more than 7
• You can add any that are not listed using the button at the bottom

• Personal details
• You will need to enter your name, email address, town and county
• You do not have to enter your phone number or postcode unless you wish to

• Once each section has turned blue you can preview your CV
• Choose your template
• Choose your font (we recommend Open Sans as this allows you to open your CV as a word document)
• Choose your colour
• Click Next

• You can now download your CV
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