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Objectives of Session  
How to write a:

• Strong CV

• Cover Letter
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Your CV has ONE job to do

• To get you an interview

• When looking for placement your CV  
represents you – this could be all a  
principal knows/will know about you
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CV Structure
Sections for :

• Career Objective/Statement (optional)

• Teaching Subjects and Levels

• Education

• Employment/Relevant Experience

• Skills

• Interests & Achievements

• Referees
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CV – Different Formats
Chronological (Reverse) CV

•

•

Probably the most common format
Education and Employment listed in reverse
chronological order –
Most recent first and move backwards.

Skills CV
•

•

Ideal for those with fairly extensive range of
duties acquired with different employers or when  
there is no relevant work experience
Mixture of the above

Samples of both on Careers Centre website
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Your CV – the Basics

• 2 pages maximum, no cover

• Presentation –quality paper White/off white,

laser printed

• Clear font – don’t over stylise

• Your NAME across top – no need to say it is a CV
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Your CV – the basics

• Reverse chronological order – list most  
recent education and experience first

• Avoid “I”

• Positive Language – Power words

• Proof read a few times

– Spell check not alwaysreliable
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Your CV – the basics
• Focussed – tailor to the position

– Highlight relevant aspects of your experience  
(Skills and Responsibilities) to support your  
application

• Age, gender, date of birth, marital status – not
necessary – leave out

• Use Headings and Bullet Points
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CV - Common Errors

• Spelling errors...Principal

• Too much or too little information

• Poor presentation

• Not tailored to the position
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CV Presentation Guidelines

• Use Bold or Italics –avoid underline

• Have plenty of “white space”

• Name in bold/larger font

– Remainder of text in smaller font (e.g.10 or 10.5 Arial font)

• Contact details can be in smaller font (e.g. 8 or 9 Arial font)

• For year of course use year (2010 – 2014) don’t need  
day/month
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Content

• Personal Details (smaller font)

–Name, address,

– Telephone numbers – professional voicemail
message

– Email address (Professional)

– LinkedIn Profile / website / career relevant
blog
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Education
• Start with most recent – Maynooth University

• Can omit Leaving Cert and second level education unless  
relevant

• If you have a considerable amount of educational  
qualifications highlight most relevant and consider listing  
others in an “Other Education” or “Other Qualifications”  
section
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Education

• Present results in a format employers understand i.e.

– 2.1 Honours

– Not 645/1000

• If awaiting results say “Results Pending” or Expected  
Result 2.1 Honours etc
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Skills

• Organise skills under relevant headings  
e.g.

–Computer

–Professional

–Administrative

– Languages

– Technical
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Employment /Experience

• Put most relevant first

• Separate experience into Relevant Experience and
Other Employment

• Provide job title (in bold font) and name of organisation

• Highlight duties/responsibilities and achievements  
(bullet points)

• Include voluntary work

• Use power words on Careers Centre website - Make it
action and results oriented
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Competencies: Skills Based CV

• Useful if

– you have a significant amount of experience

– You have experience in other careers areas

– Example of Skills based CV also on  
www.maynoothuniversity.ie/careers/Useful-
resources Click Sample CVs
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Competencies: Skills Based CV
• Identify key competencies required for job

• Provide relevant evidence from previous experience

• List skills under relevant headings
–Project Management
– Research
– Negotiation / Relationship Building
– Administration
– Training
– Customer Service

• A Skills-Based CV will highlight relevant skills you bring  
from previous experience

• All experience can show relevant skills
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www.prospects.ac.uk

Power statements…

http://www.prospects.ac.uk/


Search online for job description details



Google job descriptions 
with content for your CV





Other Qualifications

• Driving Licence

• Instructors Certification – sports etc

• First Aid

• TEFL

• Music
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Interests/Achievements
• Group interests into categories e.g.

– Sports

– Cultural

– Community

– Professional

• List all that you are involved in – don’t worry about
relevance but give some indication of level of interest
e.g. positions of responsibility, representing  
club/county/university

– Mention any special awards or achievements
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Importance of Referees

• Two normally (at one academic referee)

• Ask their permission!

• Be selective

– Relevant to the job for which you are applying

– Give their contact details: Phone, address, email

• State title

– Principal, Lecturer, Supervisor, HR Manager
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Be Aware of Your Digital Footprint!

• Everything on the Internet that’s about you:
– Profile on Facebook, photos that you or your friends  

& family have posted online, as well as anything you  
have ever written on discussion boards, blogs or  
anywhere else.

• Is there anything online that you wouldn’t want a  
prospective employer to see?

• Potential employers, will be aware of your digital
footprint even if you aren’t!
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Cover Letter
• One page – business letter format

– Sample on Careers Centre website

• Sent to named person – find out name of
principal www.education.ie Find a School

• Letter should support your CV

• Tailor each letter to that application – mention
the specific school in the letter (not “…at your
school…”)

• Highlight skills and experience

• Spell check / grammar check

Career Development Centre
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www.maynoothuniversity.ie/careers
Use your Maynooth University Log-in

http://www.maynoothuniversity.ie/careers
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Examples of CVs– in Word docx for  
you can save it and then add in y

details!



PME Placement

• Send CV, Cover Letter and Placement Cover  
Sheet

• In cover sheet briefly highlight relevant material
– you can give more detail in your CV/Cover  
letter
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PME Placement
• Challenges....

• It is common that employers will not respond  
quickly or not at all to applicants

• Schools/ Principals are very busy and PME  
placements may not be on their agenda at this  
stage in the school year
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PME Placement
• Make life easy for them

• Give them all the information they need

• Follow up professionally
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PME Placement

What can you do?

• Good CV, Cover Letter,

• Clear cover sheet with relevant information

• CV review if you feel this is necessary

– careers@nuim.ie
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PME Placement

• Start with a small number of applications

• Target applications very specifically to schools

• Name the school and principal

• Show that you know about the work of the  
school (website, programmes offered, successes  
experienced etc)

• Mention any specific contacts/links you have 
within the school
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What Principals say works...

• Emailing cold to every school on list not best to make yourself stand out.

• If you have Gaeilge, Physics, French you may be successful via email as these  
areas most desirable.

• Year 2 PMEs should reflect their Year 1 learning, why applying to that  
particular school, what they are bringing to the school, how they fit with the  
school, identify their potential extra-curricular talents, ideas, creativity.. etc.

• PMEs should aim to have very clear concise emails, their subjects for PME  
should be seen at a glance in both CV and cover letter/email.

• PMEs should prepare for interviews with principals/deputies

• PMEs when/if dropping applications in to a school should create positive  
impression, from reception onwards..reception often pass on their  
observations too!

• PMEs if they are using email should show individuality, links to the school, ask
for an interview etc.

• Importance of persevering and using contacts
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What PME students say works...
“Late December I had a list of 10 schools meeting the right criteria and within a reasonable commuting area to  
where I am living. I rang the schools asking for the principal’s email not the schools reception email. ”

“I emailed the 10 simply just outlining I am looking for 2nd year placement and my placement needs for next year. The  
document Tom emailed before Christmas I attached to the email along with my C.V.  ”

“During the week off between end of block and start of second semester in college I put my CV, cover letter and the  
one page document Tom emailed us into a envelope. I went around and handed in a hard copy of all the  
documentation to the schools. ”

“All of the 10 schools secretaries said, I was to early/ Not sure if taking on etc.”

“About a week after I handed the hard copies around I then phoned around asking had the principal received it?; How  
close to making a decision is the school, etc?” Basically just following up in a professional and polite manner

“I then left it at that. It took three months for schools to get back but I got 2 interviews out of it. Both said they can take  
me. ”

“I felt a focused personalised approach to a hand full of relevant schools worked better in comparison to blanketing  
general generic emails to 100s of schools. By that I mean the 10 emails I sent were addressed the principals by name  
and I put some relevant information about the school into the email such as ' I see from your website that your under  
15s football team just won the cup I coach myself and would be interested in getting involved' “

Career Development Centre

maynoothuniversity.ie



PME Placement

Networking

• Make a list of contacts

– Your current principal

– Teachers in your current school

– Principal and teachers in your own PP school

– Classmates

– Contacts outside university/schools
(friends/family/community)

– Contacts from school extra-curricular activities  

(e.g. football, debates etc)
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PME Placement
• Can be discouraging if it is taking time to find a  

placement

• Target your applications

• Talk to the Education Department

• CV Review (Careers Centre) if desired
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Further Information?

• www.maynoothuniversity.ie/careers

• CV Review – Contact us
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Any Questions ?

• Please use MU FutureConnect to contact our 
careers advisers - Find out more here

mu.ie/careers-connect
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