
 

 

 
 
 
Different ways to articulate skills on CVs  
(Skills are shown in pink just for clarity) 
 
 
Example 1(a sentence at the end) 
Work experience 
 
2018  DLO Pyrotechnics - Project Assistant (Summer Role) - London  
I spent a summer working at the Ministry of Defence within a project team responsible for the 
procurement and supply of pyrotechnic equipment for the British armed forces. This included 
editing technical reports, liaising with contractors and attending site visits. My commercial 
awareness and communication skills developed during this time. 
 
Example 2 (bolded within) 
Employment  
 
July 2018 – present  
PR Manager, AYME (Association of Young People with ME) – London  
• Excellent opportunity to gain hands-on experience in public relations and marketing  
• Writing and issuing press releases and liaising with journalists  
• Organising press cuttings and analysing press coverage  
• Building and maintaining media and member databases  
• Teamworking skills have been enhanced through working closely with fundraising team and 

office managers  
 
 
Example 3 (listed after the duties) 
Work experience 
  
2017 – 2018 Bank Cashier, NatWest Bank, Loughborough  
Duties included:  
• Dealing with customers’ accounts face-to-face at the counter  
• Operating a computerised system and balancing the tills  
• Carrying out a variety of administrative functions  
• Working on the Customer Service Desk and the Enquiries Desk  
 
Skills developed included:  
• Excellent customer service skills and problem solving abilities  
• Good communication skills  
• Reliability and accuracy  
• Ability to work as part of a team, supporting colleagues  
• Flexibility and ability to respond positively to change  



 

Example 4 (in a separate Skills and Experience profile – bringing examples 
in from both relevant work experience and from other aspects of life) 
 
Relevant Work Experience  
 
Summer 2019 Talk PR: Work Shadowing - Beauty Press Officer  
I was responsible for a numerous tasks, including constructing presentations for clients such as 
Nicky Clarke and Lacoste and finding coverage in magazines, newspapers and on the internet 
that could be included. I attended several launches for new beauty products, which I followed up 
by ringing the attending journalists to encourage them to review these products. I was also 
entrusted to create mood boards for the fashion team to use in their pitches to prospective 
clients. 
 
Summer 2018 Eight Ash Green Cricket Club: Events Coordinator  
I was responsible for organising events. This role taught me about publicity and the importance 
of using media, for example local radio and newspapers, in order to inform the public of 
functions that are being held by an organisation.  
 
Summer 2017 Essex Chronicle: Workshadowing  
I have worked several times for the newspaper, where I shadowed a senior reporter and was 
entrusted with the tasks of writing press releases and articles, which were published in the 
paper. 
 
Skills and Experience Profile  
 
Oral Communication: My extensive experience of performance has provided me with the 
confidence to present myself clearly and concisely in front of an audience. I am proficient in 
public speaking and acquired excellent telephone skills through my work experience at Talk PR.  
Written Communication: My degree provided me with exceptional writing skills. I have had 
experience in writing articles for the Loughborough Student Union Magazine, Label as well as 
articles and press releases for The Chelmsford Chronicle and Talk PR.  
Planning: Planning my time effectively to meet deadlines was imperative to my work at Talk PR. 
I was entrusted with a number of roles from both the beauty and fashion teams where careful 
planning ensured that I achieved very high standards of work, whilst meeting tight deadlines.  
Organisation: Through my role as Social Secretary for the Shakespeare Society I organised 
events such as comedy evenings, fancy dress socials and meals out for the society as publicity 
for the group, which increased membership.  
Teamworking: I enjoy working as part of a team. My work experience as well as my degree 
demanded well-developed teamworking skills which I exercise in all areas of my work. In 
directing several performances I was responsible for creating a positive working environment, 
and making the group aware of the importance of teamwork.  
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