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Careers & Employability  
 

Chester Campus 
Careers & Employability Centre – (Opposite the Binks Building) 

Email: careers@chester.ac.uk 
 

Opening Hours: 
Monday-Thursday: 9:00am – 5:00pm 

Friday: 9:00am – 4:30pm 
Tuesday evening: 5:30pm – 7:30pm term time 

 
Warrington Campus 

Martin Building WMA025 
Email: warrington.careers@chester.ac.uk 

 
Opening Hours: 

Monday-Thursday: 9:00am – 5:00pm 
Friday: 9:00am – 4:00pm 
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Part-Time Work 
 
Introduction 
 
Many students will need to work at some stage during the course of their studies. There 
are many different types of part-time work. If possible, it is worthwhile getting a part-time 
job which has some relevance to your degree, for example, administrative work for those 
on a business degree or care support work for those interested in a social care / public 
service / professional psychology future.  
 
However, any type of job you get will build up valuable transferable skills and experience 
for when you are looking for a graduate career at the end of your course, for example, 
communication skills, team work, organisation and time management skills.  As the 
number of graduates has grown in recent years, the holding of a degree is considered by 
many employers to be only a part of the selection process. A raft of good part-time work 
experience can enhance your chances as well as put some money into your account. 
 
It is recommended that students on full time courses do not work more than 16 hours per 
week. You should get a job that fits around your studies and should never miss lectures 
due to work. Many employers understand the demands placed on students and the need 
for a flexible approach. It is also important to make sure you have time for yourself and 
your social activities. 
 
Vacancy and Events Portal 
 
If you are looking for part-time or temporary work in term time or during the holidays 
register with the Careers and Employability Vacancy and Events Portal. We advertise a 
variety of part-time vacancies in the vicinity of both Chester and Warrington. To register 
please visit http://www.chester.ac.uk/careers/vacancies and follow the online vacancies 
service links. 
 
In the Careers and Employability centres we also have details of local recruitment 
agencies. Local newspapers are also a good place to look; the Chester Chronicle is 
published on a Thursday and there are also free papers that have vacancies. We keep 
copies of relevant local newspapers in Careers and Employability. 
 
Careers and Employability adheres to the code of practice of the National Association of 
Student Employment Services and a copy is available for you to look at in our centres.  
 
 
UniJob – Campus based Employment 
 
UniJob is a service run by Careers & Employability.  The service aims to build up a bank of 
University of Chester students to whom we then advertise part-time paid positions within 
the University.  University departments are encouraged to use the service where possible 
to provide employment opportunities for students studying at the University of Chester. 
 
The service is designed to enhance the skills, experience and employability of the students 
who engage in the process.  All students are eligible to apply to for a place on the UniJob 
bank from which candidates will be selected for employment by the University 
departments. For further details please visit http://www.chester.ac.uk/unijob 
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Volunteering 
 
Another useful method of gaining experience and develop your skills is through 
volunteering. Your time commitment is up to you. A couple of hours a week are all you 
need to commit to or perhaps try a few of our one-off events. 
 
See the Student Skills Development team in Student Support and Guidance for more 
information, but in the meantime here is some information to give you a flavour of what you 
could do. 
 
There is a range of volunteering opportunities on offer, with new exciting placements 
arriving all the time. Here are just a few of them: 
 
University Based Volunteering 
Peer Assisted Learning Leaders, Hall Wardens, Befrienders, Sports Captains, Executive 
Committees, Society Presidents, Student Ambassadors and Student Academic 
Representatives (StARS) are all counted as volunteering. 
 
Schools and Young People 
We have a huge collection of opportunities working with young people in a range of 
different settings, from classrooms to youth clubs, from libraries to summer camps. We 
also run School, Academy and College Mentoring helping young people to improve 
academic attainment, raising aspirations and encouraging them to think seriously about 
Higher Education. 
 
Adults 
We offer volunteering opportunities with local homeless shelters as well as projects 
working with isolated elderly people in the local communities. 
 
Environment and Conservation 
Opportunities are available to get involved in conservation projects, ranging from 
maintaining our local canals to tree planting and creating animal habitats. 
 
Green Issues 
We want to make the University a greener place to work and study and we need your help 
to do so. You could be helping the staff to be greener in the workplace, encouraging 
students to recycle and be more sustainably-minded or helping at the University’s 
allotment. 
 
Health and Nutrition 
From opportunities with the local hospital, healthy eating sessions with adults and young 
people alike and sports coaching, there is something there for students with an interest in 
health and fitness. 

 
Accreditation for Volunteering  
As a volunteer you can gain non-academic accreditation through the University of Chester 
Volunteer Scheme (UCV). You will be invited to the annual ‘Volunteer Celebration 
Evening’ to collect your volunteering certificates and this looks great on any CV. 
If you would like more information on any volunteering opportunities email 
student.skills@chester.ac.uk or call 01244 511552 (Chester Campus) or 01925  534282 
(Warrington Campus). 
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Writing a CV for Part-Time Work 
 
Many part-time vacancies ask you to send your CV with a covering letter. The following 
information is intended as a guide to help you write your CV, but remember to target it 
appropriately to the job you are applying for. 
When you have written your CV you are welcome to drop a draft copy into Careers & 
Employability, or email it to careers@chester.ac.uk or warrington.careers@chester.ac.uk, 
and we will give you feedback. Alternatively, we hold a number of 15 minute drop-in 
sessions throughout the week, where you can have a  CV check directly with a Career 
Consultant. 
 
The Purpose of a CV 
The CV has become the most popular way for prospective employees to present relevant 
information to employers, and therefore is a crucial first step - get it wrong and your 
application will go no further. A CV is a dynamic document which changes and develops 
as your experience grows, and it’s never too soon to start. It’s much easier to amend an 
existing, well prepared CV than to start from scratch. Not all job applications require a CV, 
but keeping yours up-to-date means that you have to hand most of the factual information 
you are likely to need when completing an application form or on-line application.  
 
Preparing Your CV 
A CV is a factual summary of the key features about you which are relevant to a future 
employer. But it is more than a dry list of qualifications and previous employers – it is a 
way to sell yourself. 
 
Presenting Your CV 
There are various styles for constructing a CV and we will look at two of them; but first, 
there are some clear conventions for presenting your CV which are strongly recommended 
because they are what employers expect. 
A CV must be 
 No more than two sides of A4; for a part-time job it may only need to be one page.         
 Word-processed in a clear font like Arial, Tahoma, Verdana, Times New Roman. 
 Presented in black ink on good quality white paper so that it photocopies well.  
 Spaced out well, with indent, bold, underline, and bullet points used consistently 
           to aid clarity. 

 
Avoid at all costs using coloured paper or ink, photographs or illustrations, or elaborate 
folders. Quite apart from the photocopying problems, flashy presentation is assumed to 
disguise poor content! 
Always make sure that grammar and spelling in your CV is correct. 
 
Content and Layout 
There are two main types of CV – a “chronological CV” which emphasises your 
educational history, or a “skills-based CV” which begins with a summary of skills 
developed over time, through paid and voluntary work and education.  
 
Whichever format you choose, there is no need to begin with the words “Curriculum Vitae” 
– it’s obvious that this is what it is and you are wasting precious space. Start with your 
name and put your personal details underneath like this: 
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Sarah Thomas 
 
14 Garden Lane     (put your permanent address if  
Chester CH2 3LX      needed on this side) 
01244 657433 
mobile: 0774 397584 
email: sarah.thomas@virgin.net 
Note: do make sure that your email address is suitable for job applications. 
 
Chronological CV 
 
For a chronological CV, continue with the following headings:  
 
Career Profile - this is one sentence which describes you and what you are looking for, for 
example  “ First year undergraduate in Animal Behaviour currently seeking paid part-time 
work experience as a receptionist in a veterinary surgery.” 
 
Education and Qualifications - should start with your current course and include the 
dates of study, the institution attended and the qualification(s) obtained, as far back as 
secondary school. List your A level subjects passed and grades. For your GCSE subjects 
(C and above) group these together in a statement and just highlight important subjects for 
the role you are applying for. Don’t include any GCSE subjects with grades below a C. 
Also include any other substantial qualifications you have achieved like GNVQ or BTEC. 
Leave short courses and certificates for a later section. 
 
Work Experience – again starting with the most recent, list your employment, giving the 
dates (month/year is enough), name and location of employer, your job title and a 
sentence or couple of bullet points which summarise what you did. Think in particular 
about the “transferable skills” you developed which can be applied to the job you are 
applying for – communication, planning and organising, record keeping. There’s no such 
thing as irrelevant work experience! If this is the first job you are applying for, think about 
experience you may have gained at school or college in projects or any voluntary work that 
you have undertaken. 
 
Skills and Achievements -  this is a much more positive heading than “other information” 
and enables you to draw attention to IT skills, languages, sports and coaching, first aid, 
prizes and awards, driving licence, and even hobbies and interests. 
 
References – you should provide the name, job title, postal address, contact phone 
number and email of two referees or exceptionally you can put “references provided on 
request“. (Sometimes this is used when an individual does not want it revealed to their 
present employer that they are looking for a new post.)  One referee should be your 
Personal Academic Tutor. 
 
A good choice for your second referee is a current or previous employer. In both cases it is 
courteous to ask whether they are prepared to be a referee; they are unlikely to refuse! 
You need only ask them once, not each time you apply for a job. If you are really stuck, 
choose what is known as a “person of good standing”, perhaps a family friend who has a 
responsible job and who knows you well enough to write about you. Never choose a 
relative.  
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Here is an example of a chronological CV.   The student is in her first year at university 
and is applying for a job as a waitress but has previous experience.  
 

Jane Smith 
 

1 Walker Way 
Chester CH2 7EB 

Tel: 01244 682245  Mobile: 0778 1234567 
Email: 6123457@chester.ac.uk 

 
Career Profile: First year English undergraduate, reliable and punctual, seeking part-time 
work as a waitress whilst studying. 
 
Education and Qualifications 
 
2011 - 2014 University of Chester 
   BA (Hons) English 

 
2004 - 2011      Burton Comprehensive School, Birmingham 
      A levels: English A, History B, French B 
                            

GCSE: 10 GCSEs grades A* to C include English Language   and     
Mathematics. 

       
Employment 
 
June – September 2011    Waitress, Pizza Hut, Birmingham           

• Developed customer service and communication skills when dealing with clients 
• Cash handling 
• Took bookings in person and by telephone 

 
March 2010- June 2011           Saturday Assistant, Marks and Spencer, Birmingham 

• Interacted with customers, displayed stock and used till. 
 
September 2010-June 2011       Voluntary Assistant, Countess of Chester, Chester 

• Visited patients and delivered drinks and snacks. 
 
Skills and Achievements 
 
Computing and IT: Competent in Microsoft Word, Excel, PowerPoint and Access, internet 
and email; currently completing ECDL qualification. 
 
Positions of Responsibility: Captain of hockey team in the sixth form, currently Student 
Academic Representative. 
 
Additional qualifications: Full driving licence, first aid certificate. 
 
References: 
Dr John Walker     Mrs Jane Scott 
Lecturer in English,     Manager 
University of Chester, Parkgate Road,  Pizza Hut, 22/24 Low Street, 
Chester, CH1 4BJ     Birmingham, B1 9HB    
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Skills based CV 
 
For a Skills-Based CV the order of the content is slightly different to place more emphasis 
on experience.  
 
You should start with a Profile as described above, for example, “First year business 
studies student seeking part-time work in an office environment.” 
 
Your next heading is Skills and Achievements.  Before you can complete this section 
you need to analyse your skills and how you acquired them so that you can offer evidence.  
On a blank piece of paper set out the following headings, and any others you can think of. 
Under each heading, write the skill(s) you think you have, and how you know that you 
have them such as:  
  Communication 
  Planning and Organisation 
  Teamwork 
  Problem Solving 
  Computer Literacy 
 
Use examples from coursework, paid and voluntary work, and interests and hobbies. Now 
summarise this in a form which emphasises the skills most relevant to the jobs for which 
you are applying. 
 
You can now continue with Education and Qualifications and Work Experience (see 
guidelines above).  
 
 
Here is an example of a skills based CV – this student is applying for an office job which 
may be useful experience relating to her degree in Business Studies. 
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Sarah Jones 
 

1 Baker Road 
Chester CH1 4EU 

Email: jones123@yahoo.co.uk 
Tel: 01244 661661/ 0794 123456 

 
Career Profile: First year undergraduate in Business Studies currently seeking part-time 
work as a receptionist in an office environment. 
 
Key Skills: 

• Team work – marketing manager of Young Enterprise scheme.  Planning, 
organisation and commitment were needed to promote a successful product. 

• Communication skills - good telephone techniques were developed at MBNA 
Europe Bank Call Centre to deal with enquiries. Tact and diplomacy were required 
when dealing with difficult customers. 

• IT skills – competent in word processing, spreadsheets and databases gained 
through degree, school and work experience 

 
Employment 
June-September 2011        MBNA Europe Bank Ltd 
                                           Customer Service Representative 

• Used computerised software to respond to customer enquiries by phone. 
 
January-June 2011             Tesco Supermarket 
                                              Saturday Assistant 

• Served customers on till and displayed stock. 
 
Education       
 2011 - 2014                University of Chester 
                  BA (Hons) Business Studies 

 
2004 - 2011                      Upton High School, Chester 
                              A levels: Business Studies A, History B, Music B 

GCSE: 9 GCSEs grades A to C including English 
Language and Mathematics 

                                
Interests 
Violin – Grade 7; play as part of local orchestra  
Choir – Member of the University Choir 
Tennis – Member of local tennis club 
 
References: 
Dr John Taylor      Mr David Brown 
Lecturer in Business Studies,    Assistant Manager 
University of Chester     MBNA Europe Bank Ltd 
Parkgate Road, Chester     Chester Business Park 
CH1 4BJ       CH1 4AE 
Email: j.taylor@chester.ac.uk    Tel: 01244 674321 
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The two CVs shown as examples are useful for students who have come straight from 
school and are looking for part-time work as soon as they get to university. If you are a 
mature student you are likely to have more work experience and a skills-based CV may be 
more useful than a chronological CV. As your experience builds up at university, this will 
become more important than any experience gained at school and your CV will change to 
reflect this.  After your second year, if applicable, you will be able to use your Work Based 
Learning module as valuable work experience. Whichever type of CV you choose to use 
remember you can have it checked by Careers and Employability to be checked. 
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The Covering Letter  
 

Unless you are planning to hand in your CV for an advertised job or as a speculative 
approach for a retail post the CV on its own is insufficient as a means of applying for a job, 
as it doesn’t give you the opportunity to “target” your application. You should target to the 
needs of the organisation by means of a “covering letter”.  
 

Presentation 
 
A covering letter, like a CV, should be word processed on good quality white paper, and 
set out following the conventions of letter writing i.e. your address and phone number at 
the top right or centre, and the recipient’s name and address below on the left followed by 
the date. Begin your letter with the person’s name if you know it, and end with Yours 
sincerely. As a last resort, use Dear Sir/Madam and finish Yours faithfully – but try if you 
can to find out the person’s name. Your letter should be no more than one page. 
 

Content 
 
In order to prepare your covering letter you need information about the job (the Job 
Description) and information about the characteristics the employer is seeking in the 
successful applicant (the Person Specification). Usually both of these documents are 
supplied to prospective applicants, but even if they are not is it generally possible to 
deduce some of this information from the advertisement. Your letter should then follow this 
structure: 
 

• An opening sentence which indicates the post you are applying for and where 
you saw the advertisement. 

• State why you want this job and why you want to work for this organisation. 
• Describe your own experience and explain why it is relevant to the post for 

which you have applied. Outline what you could contribute as an employee.  
• A courteous conclusion which indicates that you would welcome the opportunity 

to expand on your application at interview. 
• Note that permanent, professional posts, to which you might apply at a future 

date, will require you to show in greater detail, in the covering letter, how your 
experience matches the person specification. Like your CV, the covering letter 
that you devise at this stage will be a useful basis for the future. 
 

We are not including model letters in this handbook – it is better to follow this framework 
and write your own. However, there are lots of resources in Careers and Employability for 
you to consult and our staff will be happy to give you feedback on a draft letter. 
 
And finally…. 
You may be submitting your CV and covering letter by email but, if posting, send off 
your CV and covering letter in an A4-size envelope. Like the good quality white paper you 
have used, it will contribute to a positive first impression. 
 
Good luck! 
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Action words  
Some words you may want to use in your CV 
 

accelerated           demonstrated  introduced  reported  
accomplished               designed   invented  resolved 
achieved      determined             invested  restricted 
activated      developed             investigated           reviewed 
acquired      devised   launched  revised 
addressed      directed   led            revitalised 
administered               discharged             lightened  saved 
advised      disposed            managed  scheduled 
amplified               distributed            maintained            selected 
analysed               diversified            measured  set up 
anticipated           documented  merged  shaped 
applied                doubled            minimised            simplified 
appraised      edited   modernised  solved 
appropriate          effected   monitored  specified 
approved      eliminated            observed            staffed 
arranged      enacted            obtained            standardised 
assessed      enforced            operated  started 
assimilated          engaged            organised  stimulated 
augmented      enlarged   originated  streamlined 
authorised               established            performed           strengthened 
averted      estimated            persuaded           stretched 
avoided               evaluated            pioneered           structured 
bought                executed            planned  studied 
built                expanded            positioned           succeeded 
centralised                expedited            predicted  surpassed 
collaborated               extracted             prepared  supported 
combined               familiarised            presented  superseded 
compiled      forecasted            prevented  supervised 
completed      formed            processed  surveyed 
composed      formulated            procured            taught 
computed               generated            produced  terminated 
conceived               guided   programmed     tested  
concluded               implemented  promoted  tightened 
condensed      improved            proposed   trained 
conducted               improvised            proved             translated 
consolidated               inaugurated            provided  transferred 
contracted                incorporated  published  treated 
controlled                     increased   purchased  trimmed 
converted               initiated            recommend  tripled 
corrected               inspired            redesigned            uncovered 
counselled      installed            reduced  unified 
created      instigated            recruited            unravelled 
cultivated      instructed            regulated  utilised  
decentralised               insured   rejected  vitalised 
decreased      integrated            related             wrote 
defined                interpreted                     renegotiated 
delivered               intervened            reorganised 

 
This document is available in alternative formats upon request. Please 
contact Careers and Employability on (Chester) 01244 513066 or 
(Warrington) 01925 534235 or email careers@chester.ac.uk or 
warrington.careers@chester.ac.uk  

 


