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Introduction 

 
 
 

This workbook has been developed so that you are able to collect and present evidence that 
demonstrates your knowledge and skills in relation to presenting yourself for work. 

 
There are different sections that make up this workbook in order to make sure you are able to complete all of the 
tasks necessary but you will be provided with support as you move along by your Assessor. 

 
Further learning materials and support is available through your studying membership of the Institute of Enterprise 
and Entrepreneurs. If you haven’t yet received your login please speak to your Assessor who will be happy to sort 
this out for you. 

This unit contains three learning outcomes and will support you to be able to: 

• Understand how to create a CV 
• Understand and demonstrate how technology can be used for presenting yourself online 
• Understand how to present yourself in person 

The evidence within this workbook will be assessed by, 

 
Assessor Name: 

 
and will be quality assured by, 

 
Internal Quality Assurer Name: 



4 

 

 

 
 
 
 
 
 

Your Assessor will support you to plan how best to demonstrate your knowledge and skills which may be through 
the completion of the activities within this workbook or may include additional tasks best suited to you. 

 
If any additional tasks are to be completed these will be listed in the table below with target dates for which you 
should try your best to complete each task listed. 

 
 

Task Target Date Re-planned Target 
Date 

Completion of the activities included within this 
workbook 

  

   

   

   

   

   

 
 

By signing below you agree to completing the work as detailed above and working with your Assessor to achieve 
this by the deadlines indicated. 

 
 

Learner Name: Signature: Date: 

 
Assessor Name: 

 
Signature: 

 
Date: 
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Activities 
 
 
 

  Activity 1  
 

Using the boxes below, identify the different sections that should make up a CV and provide a 
description of the types of information that should be within them 

 
 

Section: 
 

Description: 
 
 
 
 
 
 

Section: 
 

Description: 
 
 
 
 
 
 

Section: 
 

Description: 
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Section: 
 

Description: 
 
 
 
 
 
 

Section: 
 

Description: 
 
 
 
 
 
 

Section: 
 

Description: 

 
 
 
 
 
 
 
 
 

Section: 
 

Description: 
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  Activity 2  

 

 

 

Based on the sections and descriptions you have provided, generate content that is personal to you and create 
your CV in a format that both presents you in the best light and is appropriate for distribution to potential 
employers. 

Include copies of any drafts and the finalised CV with this workbook for assessment by your Assessor 
 

 
  Activity 3  

 

CV’s are a traditional and widely used way of presenting your abilities, behaviours, knowledge and skills to potential 
employers but with the use of the internet employers often turn to online profiles to get an idea of who a person 
really is and what they are really like. 

 
With the growth of Twitter, Facebook, Pinterest, LinkedIn and other social media platforms employers only need to 
put your name into a search engine and get the same, and more information, than you provide on your CV. 

 
Using two different forms of technology, whether that be through social media or other online forums, create and 
provide two examples of how you present yourself appropriately online and explain what situation you might use 
them in. 

 
You can either note down the web-links for where the information can be seen or include screen prints with 
this workbook for assessment by your Assessor. 

 
 

Weblink: 
 

 
When might you use this 
profile? 

 
 
 

Weblink: 
 

 
When might you use this 
profile? 
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  Activity 4  

 

 

 

So now you understand how to present yourself to others without seeing them face to face but what about when 
you get an interview or job or attend a meeting? Whatever the situation you need to make sure you present yourself 
appropriately through the way you dress, through verbal and non-verbal communication and even through displaying 
a positive attitude. 

But what do we mean by appropriate presentation? Using the following boxes, highlight some of the 
elements of personal presentation you should keep in mind when interacting with others. 

 

Element of personal 
presentation: 

 
 

What effect does it have? 
 
 
 

 
Element of personal 
presentation: 

 
 

What effect does it have? 
 
 
 
 

Element of personal 
presentation: 

 
 

What effect does it have? 
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Element of personal 
presentation: 

 
 

What effect does it have? 
 
 
 

 
Element of personal 
presentation: 

 
 

What effect does it have? 
 
 
 
 
 
 

  Activity 5  
 

Now it’s time to put what you’ve learnt into practice, it’s time to present yourself appropriately within a work 
related environment. 

As the Assessor for ....................................................... I confirm that I have witnessed them present 
themselves appropriately within a work environment on at least one occasion. This includes wearing appropriate 
clothing, using appropriate verbal and non-verbal communication techniques and demonstrating a positive and 
engaging attitude and behaviours. 

Assessor Name: Signature: Date: 
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Activity Mapping 
 
 

Now you have completed the activities to demonstrate your knowledge and skills it is time for your Assessor to 
map your work against the standards listed below. 

By doing this they will be making sure that the work you have provided by completing the activities 
meets the requirements for you to gain your certificate. 

 
Your Assessor will provide you with feedback on how you have done and whether any more work may be required. 

 
 

 
Assessment Criterion - The learner can: 

Activity Number or 
Reference Number of 
Additional Activities: 

Assessor Signed 
Off (✓/✗): 

Identify the main types of information shown in a 
Curriculum Vitae (CV) 

 
1 

 

Generate content to use in creating a CV that covers the 
type of information needed in a straightforward CV 

 
2 

 

Create a straightforward CV and present it in a 
suitable format 

 
2 

 

Provide two examples of using technology for presenting 
themselves online and when they might use them 

 
3 

 

Create the content needed to present themselves 
online, presenting it in a suitable format 

 
3 

 

Describe three important things to consider when 
presenting themselves in person 

 
4 

 

Present themselves appropriately in person in a work related 
situation 

 
5 
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Assessor Feedback 
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Authenticity Declarations 
 
 

Learner Declaration 

 
By signing this declaration you agree that the evidence provided within this workbook has been produced by you 
and meets the requirements of being authentic, sufficient, valid and current to the standards required. 

 
 

Learner Signature: Date: 
 
 

Assessor Declaration 

 
By signing this declaration you agree that you have assessed all of the evidence produced within this workbook and 
have ensured that the work is that of the learner. You are also declaring that during the learning process you have 
ensured that the evidence is authentic, sufficient, valid and current to the standards required. 

 
 

Assessor Signature: Date: 
 
 
 

IQA Signature (if applicable): Date: 



13 

 

 

 

Additional Evidence Forms 
 
 

Use these additional forms in order to record additional evidence for the activities within this workbook 
where additional space is required. 

 
Ensure that each piece of evidence entered on these forms is clearly labelled with the corresponding activity 
number. 
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