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Zara Sutcliffe 

12 Arc Road, Crowley, Huddersfield, HD1 5DT 

zara.sutcliffe@email.co.uk 

00765 434652 

Personal profile 

I am a caring and hardworking person who enjoys helping others. My communication skills are excellent 
and I work well as part of a team. I am planning on pursuing a career in childcare and currently looking 
for an apprenticeship that involves working in a nursery. I am ambitious and keen to apply the knowledge 
I have learned from my health and social care course to the role of nursery assistant.  

Hobbies and interests  

At home, I like to cook and learn new recipes. My mum works shifts, so I often help to look after my 
younger siblings. It can be difficult making a meal that they all like, but I enjoy the challenge of trying to 
find a recipe that works for everyone or managing to prepare three different meals at once, while keeping 
them entertained.  

Education 

Broad Edge Sixth Form 

A level Psychology 

A level Art  

BTEC Level 3 Health and Social Case (Extended Certificate)  

 

Broad Edge High School 

GCSE English 

GCSE Maths 

GCSE Art 

GCSE Combined Science  

GCSE Geography 

BTEC Level 2 Health and Social Care (Technical Award) 

 

Employment and work experience  

24/7 Stores 

Sales Assistant  

• Dealing with customer enquires  

• Organising new deliveries  

• Monitoring stock levels 

 

Bumble Bee Tots Day Nursery  

School work experience 

• Supporting the nursery team  

• Supervising and caring for children  

• Planning activities and preparing meals 

 

September 2019– present  

C (predicted) 

C (predicted) 

Distinction (predicted) 

 

September 2014—June 2019 

6 

4 

6 

5-5 

4 

Distinction 

 

 

November 2020—present  

 

 

 

 

 

June 2018 

References  

Mr P Barker 

Head of Sixth Form  

Broad Edge Sixth Form  

Elm Street  

Huddersfield 

HD2 4LS  

01484 654321 

pbarker@broadedge.co.uk 

 

Miss A Finch  

Day Care Manager  

Bumble Bee Tots Day Nursery  

Upper Grove  

Huddersfield 

HD1 4EB 

01484 111111 

annabellef@bbt.co.uk 





A cover letter or email is usually sent with a CV or completed application form. It needs to demonstrate 
to an employer that you really want the job or apprenticeship and that you’re the best person for it. The 
points below guide you through the process of writing one and explain what you need to include. 

How to write a cover letter 

• Your cover letter should be brief and clear—keep it to one page, especially if you are printing it out  

• There is no need to repeat information already in your CV or application form  

• Use the letter to show your enthusiasm for the job and the company—relate your skills to the job 

advert  

• Include your address and the employer’s address, if you are posting the cover letter  

• If you are emailing the cover letter, you could either attach it to your email, including a brief 

message to say what is attached or you could write the cover letter formally within the body of the 
email. You don’t need to include any postal addresses in a cover email  

• In the first paragraph say why you are writing the letter or email—mention the job or apprenticeship 

you are applying for and where you saw it advertised 

• Next, explain why you are interested in this vacancy and in working for this company. Also describe 

how your skills and qualities match the job description  

• In the final paragraph say when you are/are not available for interview and say that you are looking 

forward to hearing back from the employer  

• Send your cover letter to a named contact if you can, try to find out who you need to send it to by 

contacting the company. If you started the letter with ‘Dear (name)’, use ‘Yours sincerely’ to finish. 
Use ‘Yours faithfully’ if you have started the letter with ‘Dear Sir or Madam’. Only use ‘Good 
morning/Good afternoon’ as a last resort, if there isn’t a specific contact to send it to 

• When you have finished leave it a while and then read it through again to check for mistakes. 

Check your spelling and punctuation and make sure the company name and other key details are 
correct 

• If you don’t hear from the employer within a few days follow up your letter with a phone call—it 

shows you’re keen. 

 



              

             12 Arc Road  

             Crowley 

             Huddersfield  

             HD1 5DT 

 

 

Ms C Arring  

Daisy Chain Day Nursery  

Celandine Lane  

Crowley  

Huddersfield  

HD1 4QZ 

 

Dear Ms Arring  

 

Apprentice nursery assistant (Ref: 248) 

 

Say why you are writing 

I am a second year student at Broad Edge Sixth From and am writing in response to an advert I saw on 
Indeed, for the above position.  

 

Explain what you have to offer  

Please find attached my CV, as requested. I think I would be ideal for this apprenticeship as I have     
always had an interest in childcare. At sixth form I am about to complete a course in health and social 
care. As the eldest of five I regularly help to look after my younger siblings so I have experience of caring 
for children. I am reliable, punctual and friendly. I also enjoy thinking up activity ideas and games.  

 

I would like to apply my experience of caring for my siblings and my knowledge of health and social care 
to gain childcare skills on the nursery assistant apprenticeship. I am keen to further develop the skills I 
need to progress within the industry.  

 

Tell the employer when you are available  

I hope you will consider me for the position. I am available for interview at any time and can start work 
from mid July.  

 

Yours sincerely 

 

Z. Sutcliffe  

Zara Sutcliffe  



It is recommended that you complete at least two applications for your next steps following Year 11.   
Use the tables below to track your progress with these important applications: 





Speaker 1:  

Session 1:  

Speaker 2:  

Session: 2   



Speaker 1:  

Session 1:  

Speaker 2:  

Session: 2   



   

   

   

   

   

   

   

   

   

   



     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     






