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Job Searching

The Internet:

One of the easiest ways to search for jobs is by completing an internet search. There
are many websites you can use in order to do this, but broadly, they are broken down
into 4 categories:

National government sites — which show vacancies available directly with the employer
or through the Job Centre. E.g. www.jobcentreplus.gov.uk.

National independent sites — many job hunting services and vacancies can be accessed
through these sites, though the ability to narrow searches down to your local area is
limited. E.g. www.totaljobs.co.uk. Also, many such sites are dominated by vacan-
cies advertised by Recruitment Agencies, which adds an additional hurdle to the ap-
plication process.

National sector specific sites — which advertise opportunities within a specific type of
employer
or type of work. E.g. www.retailcareers.co.uk

Local sites — these are usually either linked to local newspapers or are the site for a par-
ticular local employer. E.g. http://jobs.bristol.gov.uk/ (Bristol City Council).

Here are some examples of websites that you may wish to use:

National Government Sites:
Job Centre Plus: http://www.jobcentreplus.gov.uk
NHS Jobs: http://www.jobs.nhs.uk/

National independent sites:
My Job Group: http://www.myjobgroup.co.uk/
Total Jobs: http://www.totaljobs.com/
Fish4Jobs: http://www.fish4.co.uk/iad/jobs
Reed: http://www.reed.co.uk/
Job Rapido: http://www.jobrapido.co.uk/
Adecco: http://www.adecco.co.uk
Monster: http://www.monster.co.uk/
Job Serve: http://www.jobserve.com/

National Sector Specific Sites:
Home Working: http://www.homeworking.com/
Environment Jobs: http://www.environmentjob.co.uk/
Retail Careers: www.retailcareers.co.uk

Local Sites:
Voscur: http://www.voscur.org/view/jobs
Bristol City Council: http://jobs.bristol.gov.uk/
CEED: http://www.ceed.co.uk
My Bristol Jobs: www.mybristoljobs.co.uk
Gumtree: http://bristol.gumtree.com/bristol/2373 1.html

You can also look for jobs on National and local newspaper websites, as well as in the
newspapers themselves. Here are some examples:

Guardian Jobs: http://jobs.guardian.co.uk/
Times: http://business.timesonline.co.uk/tol/business/career and jobs/
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Bristol Evening Post (This is Bristol): http://jobs.thisisbristol.co.uk/

Venue magazine: http://www.venue.co.uk/smallads/jobs.html

Bristol Observer: http://www.bristolobserver.com/cgi-bin/classifieds20bserver.cgi?
category=employment

The Spark: http://www.thespark.co.uk/index.php

Metro: http://search.metro.co.uk/search?q=jobs&x=0&y=0

Registrations and Email Alerts:

Some websites provide a facility where you can register your details on the site and
save the criteria you are using for your job search. Often these sites will allow you to
save your email address so that the website can automatically send you emails of job
adverts which meet your criteria. This way, rather than having to go to the website and
enter your job search criteria anew every time, you can wait for the email to arrive and
read through the vacancies which have been sent to you.

Posting your CV

Some websites provide a facility for you to attach your CV to the site, which can help to
make job applications quicker. Certain sites advertise that employers use their data-
base of CVs to search for suitable candidates.

Employers:

Many large employers have their own websites, most of which have a jobs section.
Whilst job searching by employer is far more time consuming than using a search en-
gine, this can be useful when there are a few key local employers which are likely to
meet your particular search criteria, for example, the local council. In addition to va-
cancy adverts you can also find out more about employers, for example, who is expand-
ing and therefore likely to be taking on new staff soon? Look for links such as
‘Vacancies’, ‘Careers’ or ‘Job Opportunities’

Directories:

When you are doing some speculative job searching (identifying potential employers to
introduce yourself to), the internet can be a very useful tool. There are many directo-
ries of companies available to assist you in your search, and two of the most useful sites
are shown below.

Yell.com: www.yell.com. This is the on-line version of the Yellow Pages.

Local Life: www.locallife.co.uk. Services (employers) listed by region/town.

Careers Advice:

In conducting your job search, if you have questions about a certain type of work and
how you might go about training for it, then you might like to get some on-line careers
advice.

Some good career information is available on the Direct Gov website: http://
www.direct.gov.uk/en/Employment/index.htm or the Careers Advice website: http://
careersadvice.direct.gov.uk/
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You can also find out about different careers and how to access them at Learndirect:
http://www.learndirect.co.uk/get a job/.

Other methods of Job Searching:

Speculative Job Searching

Once you have identified potential employers with a speculative job search online or by
using a local business directory, you can send out speculative letters or emails with a
CV. Make sure you identify your skills and experience, and why you would like to work
at their company.

Notice Boards

Notice Boards can be found in supermarkets, in shop windows and on community notice
boards.

Employment Agencies

Employment Agencies have websites, but it is often a good idea to walk into branches
with a copy of your CV, and make an appointment to register. There are agencies that
specialise in different kinds of jobs, for example the following are generally for admin-
istration work:

Bristol City Council Job Shop: 38 College Green, Bristol BS99 7NB. The shop is open
on Mondays, Wednesdays and Thursdays from 9am to 4.30pm, and on Tuesdays
from 11am to 4.30pm and Fridays from 9am to 4pm. You can talk to one of the re-
cruitment advisers at the shop.

Randstad Public Sector branch: 41A College Green, Bristol - 0117 925 6111

Brook Street: 35 College Green, Bristol, Avon, BS1 5SP Tel: 0117 926 4552
Email: Bristol@brookstreet.co.uk

The following agencies specialise in catering work:

Blue Arrow Catering: 11 Quay Street, Bristol, BS1 2]L. Telephone: 0117 929 9449

That-Agency: 54 Filton Road, Horfield, Bristol, BS7 OPB, Tel: 0117 908 1327

Searching for volunteer opportunities:

If you are looking at voluntary work as a first step towards paid employment, you might
want to look at the following websites:

Voscur: http://www.voscur.org/view/jobs

Bristol Volunteering: http://www.bristolvolunteers.org.uk/

Do It: http://www.do-it.org.uk/

Millennium Volunteers: http://www.vinspired.com/

You can also look at websites of charities where you want to volunteer, and see whether
they have any vacancies advertised in the area. You can also send a speculative letter
or email to charities along with a CV, or make a phone call to see whether they have
any vacancies.

904008

mental health matters


http://www.learndirect.co.uk/get_a_job/
mailto:Bristol@brookstreet.co.uk
http://www.voscur.org/view/jobs
http://www.bristolvolunteers.org.uk/
http://www.do-it.org.uk/
http://www.vinspired.com/

Training:

You may want to look at training in order to help you move towards paid employment.
There are many different training providers in Bristol. A good place to start is learndi-
rect. They have a range of courses, many of which are free if you are in receipt of some
benefits. You can access the website at http://www.learndirect.co.uk.

There are a few learndirect centres in Bristol. The details are as follows:

Easton Learning Centre, 282 Stapleton Road, Easton, Bristol, BS5 ONW. Telephone:
0117 902 2288. Email: info@cjisolutions.co.uk

City of Bristol College Brunel and Gordano Training, 22 Dragon Court, Crofts End
Road, St Georges, Bristol, BS5 7XX. Telephone: 0845 3386060. Email: enquir-
ies@bgtraining.org.uk

Exchange Group Bristol Library, College Green, Bristol, BS1 5TL. Telephone: 0117
929 9105. Email: enquiries@exchangegroup.co.uk

Within Southmead Development Trust, The Greenway Centre, Doncaster Rd, South-
mead, Bristol, Avon BS10 5PY. Tel: 0117 907 3351

Learndirect has a variety of courses, including Adult Literacy and Numeracy and Clait,

Clait Plus and European Computer Driving Licence qualifications.

Other training providers are found below:

City of Bristol College: http://www.cityofbristol.ac.uk/. The college has a humber of
campuses, but the main one is the College Green Centre, St George's Road, Bristol,
BS1 5UA. Tel: 0117 312 5000. Email: enquiries@cityofbristol.ac.uk

Filton College: http://www.filton.ac.uk/. Filton College, Filton Avenue, Bristol BS34
7AT. Phone: 0117 931 2121. E-mail: info@filton.ac.uk

The Folkhouse: http://www.bristolfolkhouse.co.uk/. Bristol Folk House Co-operative
Ltd, 40a Park Street, Bristol, BS1 5]G. Phone: 0117 926 2987. in-
fo@bristolfolkhouse.co.uk or admin@bristolfolkhouse.co.uk.

You can look at courses online, or ask for a prospectus to be mailed to your house. You

can also visit the training providers and pick up a prospectus up in person.
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What are your skills?

Consider the following skills and ideas when you are thinking of what sort of job you
would to do. Which ones reflect your skills and the things you enjoy the most?

Like/Dislike

I like fixing and repairing things.

I like doing things outdoors.

I like hard, physical work.

I feel comfortable working with tools and machines.
I like to understand things thoroughly.

I like exploring new ideas.

I see a problem as a challenge.

I like asking questions.

I like learning about new things.

I like to work out my own answers to problems.

I like seeing art shows, plays and good films.

I like to be different.

I like to forget about everything else when I'm being creative.
I like to use my imagination.

I enjoy being with people.

I like to talk things through with people.

I like to pay attention to what people want.

I like helping people.

I like helping people develop and learn things.

Who I am with is more important than where I am.
I enjoy trying to persuade and influence people.

I enjoy using a great deal of energy and resilience.
I like people to do what I ask of them.

I like taking risks.

I like making decisions.

I enjoy getting people organised and excited about doing a task.
I like to be given clear directions.

I enjoy getting the details right in my work.

I like a clear structure and regular routine.

I can be relied upon to do what I'm expected to do.
I enjoy working with figures.

I like organising projects, ideas, and people down to the last detail
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What are your skills?

Now that you have an idea what you enjoy, consider the following with re-
spect to the sort of work you would be good at doing.

Like/Dislike
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SELLING - I can convince others of the value of an idea or product.
PERFORM - I enjoy performing in a group, on stage, in public, etc.
DRAW OUT -I am good at discovering other people's ideas.

LISTEN - I can get people to talk.

ORGANISE PEOPLE -1 am good at getting people to work together.
SENSITIVE - I know how to find out what other people are feeling.
TEACH—I can help people to learn.

DEVELOP IDEAS—I can work creatively to develop new ideas.
ANALYSE - I can sort through information or things to find answers.
DIAGNOSE—I like finding out what makes something succeed or fail.
EXAMINE—I can look at something to find qualities or faults

READ FACTS—When I read I can identify key facts.

RESEARCH—I can search information carefully

MANAGE MONEY- I know how to manage money and budget.

MENTAL ARITHMETIC—I can quickly work out numbers in my head.
ORGANISE—TI can classify and rearrange information.
INSTRUCTIONS—I read instructions carefully before undertaking a task.
EVALUATE—I can work out a situation before I take action.

FIXING THINGS—I am handy about the house and at work.
DEXTERITY—I can use tools effectively.

BUILDING- I am good at construction or building

HAND-EYE—I can bring together what my eyes see with what my hands
do.

USING HAND AND POWER TOOLS -I know how to use hand and power
tools to complete tasks.

PHYSICALLY FIT—I can use my physical strength effectively.
ASSEMBLE—TI can put things together.

STRONG—I am physically strong.

DRIVE—I am good at driving a lorry, car or motorbike.

QUICK REACTIONS—When I see a problem I can react quickly.
DESIGN THINGS—I can draw up plans and design projects.
DRAW/PAINT—I am good at drawing and painting.

INSIGHT—I have the vision to see the way things might be.

WORK CREATIVELY - I can work creatively.

WRITE—I can express my thoughts in writing.

READ FOR IDEAS—I can read a book or articles and find good ideas in
them.
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Like/Dislike

COLOURS

into practice.
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Prompt List

- I can visualize the effect of a colour scheme.
INNOVATIVE—I am good at working with new ideas and putting them

FASHION—I can take a material (wood, cloth or similar) and make
something creative.

COMPOSE MUSIC—I like music and have tried composing.

IT—I am good with computer packages

Consider these positive action words to highlight your experience and achievements

when putting together your CV.

Accomplished

Achieved
Adapted
Administered
Advanced
Affected
Analysed
Applied
Appraised
Approved
Arranged
Assessed
Attained
Awarded
Benefited
Built
Calculated
Catalogued
Channelled

Clarified

Constructed

Contracted
Controlled
Converted
Convinced
Co-ordinated
Created
Decided
Defined
Delivered
Demonstrated
Designed
Detailed
Developed
Devised
Diagnosed
Directed
Distributed
Earned

Economical

Evaluated

Examined
Exceeded
Expanded
Experienced
Experimented
Extended
Facilitated
Formed
Formulated
Founded
Gained
Generated
Governed
Grouped
Guided
Handled
Illustrated
Implemented

Improved
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Introduced

Invented
Investigated
Launched
Led
Maintained
Managed
Marketed
Mastered
Monitored
Motivated
Organised
Originated
Participated
Perfected
Performed
Persuaded
Prepared
Produced

Proficient

Reviewed

Revised
Scheduled
Searched
Secured
Selected
Simplified
Sold

Solved
Specialised
Stimulated
Streamlined
Strengthened
Structured
Succeeded
Successful
Summarised
Supervised
Supported

Tailored



Coached Effected Incorporated Progressed Taught
Commissioned Effective Increased Proposed Trained
Communicated Efficient Influenced Qualified Transformed
Compared Enabled Initiated Quantified Translated
Compiled Encouraged Innovative Recorded United
Completed Enforced Inspired Recruited Updated
Composed Engineered Installed Rectified Utilised
Conceived Enhanced Instigated Researched Validated
Consistent Equipped Instituted Resourceful Verified
Consolidated Established Integrated Versatile
Estimated Interviewed Widened

Transferable Skills

What are transferable skills?
These are simply the skills you have gained during any
activity in your life and can include: paid and unpaid jobs,
parenting, hobbies and sports, virtually anything! This
means if you have not worked for a few years because
you have been bringing up children for example, you may
have gained budgeting, organising and communicating
skills, all of which can be transferred to a wide range of

=l = = = jobs.

We also develop skills which are “key” to a particular job but are not transferable.
E.g. Susan has a typing speed of 80 words a minute, an impressive skill if applying
for an administration role, but not if applying for a job in childcare as it is not rele-
vant.
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/—'/'\K Answering your CV Questions

\— What is a CV used for?

A CV is used to give a prospective employer an insight into the

4. _ﬂ
ho [ ! _

Q type of person you are and an overview of your skills and ex-
9 perience. It is also a useful tool when filling in application

/ forms as it records dates of your work experience and qualifi-

cation.

What personal information should I include on my CV?

Name, address, contact number and email address if you have one. It is useful to
state if you hold a clean and current driving license.

You do not need to include; date of birth, nationality, marital status or how many de-
pendants you have.

Do I need to change my CV each time I apply for a job?

Yes! You should adapt your CV to each job you apply for. The CV you submitted to
apply for a job in retail will not be suitable when applying for a job in administration.
An employer will appreciate the personal touch but will also spot a mass mail out a
mile off!

How long should a CV be?

Normally a CV should be no more than 2 sides of A4. If you have not got much to
put in, keep it on one page rather than spreading it over 2 pages. Remember white
space is important; employers do not want to wade through pages of information, so
keep it relevant and to the point.

Do I need to include a covering letter with my CV?

Yes. The letter should be addressed to the appropriate individual and should explain
why you are sending in your CV. Remember to keep it short and straight to the point
and include your skills, experience and personal qualities which are relevant to the
job. Be sure not to duplicate exactly what you have said on your CV and double
check for spelling and grammatical errors.

Which comes first, qualifications or work history?

This depends on which is more impressive or relevant to the job you are applying for.
If you are a recent graduate but have little or no experience in the field you are ap-
plying for, your qualifications should come first. Your experience should come first if
it is more relevant than your qualifications.

What if I have little or no work history?

Remember to include any voluntary work you have done as this can be counted as
work experience and tells an employer more about you. Also think about the skills
you use every day.

Should I list all of my qualifications?

You do not need to list all of your qualifications. For example, if you have a degree,
your GCSE’s and A Levels become less important. If you have taken lots of short
courses you could state “relevant training includes” and then compile a list of the
most useful ones or else key areas covered. If your only qualifications are the exams
you took at school 15 years ago, you may like to state “good standard of education”
instead of listing your results.
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Should I include references?

Unless you are specifically asked to include references, it is acceptable to state
“references available on request” on your CV. Make sure that you check that your
references are still available!

Should I include hobbies and interests?

This heading can also be titled “additional information” and can include any achieve-
ments or skills you want to highlight, such as fluency in languages.

If your CV is a little on the thin side your hobbies and achievements can help an em-
ployer build a picture of the type of person you are. However, if you have a relevant
work history and other achievements, it is less important to include hobbies as well.
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CV Examples; choosing the style for you

A CV has an advantage over an application form in that
you put in only what you want to say. There is no single
correct way of writing a CV. Different styles will suit dif-
ferent people. It is important to choose a style which
best highlights your strengths and experiences.

The chronological CV

This is the traditional type of CV, where each job you have held is described in date
order. This style emphasises your career development over time. It is common to
describe the jobs you have done in sequence, by starting with your present, or most
recent job and working backwards. Your most recent (or most relevant) job should
be described in the most detail. Stress the particular responsibilities you have held
and your major accomplishments. If you have had a long career history, summarise
your early jobs rather than listing them all. It is helpful, but not essential, to include
a personal profile at the start, summarising your experience.

Consider using the chronological CV when;

. Your work experience has been continuous without unexplained breaks
o Your work experience highlights your steady career development
. The job you are seeking follows on logically from your most recent job

The functional CV

This style emphasises the achievements and experience you have acquired over
time. It can have impact by immediately making it clear to the employer what you
have to offer; it allows you to promote yourself very positively. But remember, you
need to be able to back up any claims you make! If your career has not been
straightforward e.g. you have had a variety of different jobs, and/or gaps, this style
offers a particularly useful approach although it is a suitable style for anyone with a
stable career pattern too. While employers will still want to know what jobs you have
held and when, this information is presented in a briefer form than in the chronologi-
cal style CV.

Consider choosing the functional CV when:

You are changing your career direction

Your former work experience differs from the work you are now aiming at
You have developed skills and gained experience through unpaid work
You have held a variety of unconnected jobs

You want a CV which highlights your capabilities very positively

You have had a break or a number of breaks in your career

The targeted CV

This is written with one particular job in mind—the job you are aiming at! All your
skills and experience, which are relevant to that kind of work should be highlighted.
It is similar to the functional CV, as it allows you to choose which of your skills and
what experience to emphasise.
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Consider choosing the targeted CV when:
You are clear about the kind of job you want
You are clear about the requirements of that job and that these don’t vary from

one post to another

Applying Electronically

It is now becoming more common for employers and re-
cruitment agencies to place vacancies on the internet, and
accept applications electronically. You may be able to email
your CV to prospective employers. By doing so, you are
demonstrating to the employer your ability to use electron-
ic means of communication.
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A Functional CV—while most of this person’s experience is in retail fur-

niture sales, he has highlighted the skills he has developed which could be useful in a
variety of jobs.

Dulip Kumar
74 Marlowe Road, Oxton
Moorshire OX2 1PA
Tel: 01298 385776
Mobile: 07707 123456

General Skills

. Able to communicate effectively with the public and work colleagues
. Able to work under pressure in a busy environment

. Computer-literate

. Proven ability to work independently and on own initiative

. Diplomacy

Specific Skills

. Effective selling skills

. Comprehensive product knowledge of domestic furniture trade
. Experienced in retail stock-control systems

. Cash handling and processing of credit/debit cards

Achievements

. European Computer Driving Licence (achieved 2001)

. Employee of the Month Award for outstanding sales on three occasions with present employer
. Redesigned layout of shop floor in 2004, which has helped to create a sustained increase in sales
Employment

1995 to present Sales assistant, Williams & Co, furniture retailers, Oxon

1990-1995 Sales assistant, Parkers Furniture Store Ltd, Chalford

1984-1990 Delivery driver, Sparks Electronic Ltd, Chalford

1979-1984 General assistant, Hillyer’s Building Supplies

Education

1972-1978 Chalford Grammar School: 3 O Levels

1978-1979 Chalford College: ONC Business Studies (part-completed)

Personal

I am a reliable and conscientious employee, with over ten years’ experience working successfully in a front-
line sales role. I am flexible and willing to train.

I am a member of a local quiz team, and enjoy travelling and water sports.

I hold a clean driving licence.
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A Chronological CV-including a short profile statement. Outlines the

duties of work, and highlights the person’s particular achievements and accomplish-
ments.

MAURICE EDWARDS

20 Blackway Road, Heythorp
Rutland, HE9 2RR
Tel: 01321 412516 Email: medwards@internet.net

A qualified and experienced maintenance engineer, with effective communication skills and man-
agement experience in plant hire, seeking further responsibility in a managerial position.

EMPLOYMENT EXPERIENCE

February 1992 to present; Manager, Russell Hire Ltd, Heythorp

. Responsible for the smooth and effective management of this small but busy branch, hiring
out tools and equipment to customers in the construction trade and to the general public

. Oversaw the successful introduction of a computerised financial record system

. Developed the existing staff induction programme which has now been adopted by the
company nationally

. Increased turnover by 30% since taking over management of the branch

October 1985—February 1992: General Assistant, Kennet Plant Hire, Heythorp

. Dealt with customers wishing to hire tools and equipment

. Responsible for checking and maintenance of the equipment and undertaking basic repair
work

. Provided instruction and advice to the customers to ensure customer safety and correct

usage of the equipment

September 1983—October 1985: Maintenance Assistant, Heythorp Borough Council
. Responsible for the upkeep of machinery and tools in the Park and Gardens Department
3 Undertook simple repair work of gates, seats etc.

EDUCATION

1981- 1983 Heythorp College: City and Guilds General Horticulture
1976-1981 Heythorp School: A range of CSE’s including Mathematics and English

OTHER INFORMATION
Due to company takeover and closure of the branch in the next six months, | am actively seeking
to improve my management skills and qualifications by following a NEBSM Diploma in Manage-

ment course at Heythorp College.

| am a positive, well-motivated person, both at work and in my spare time, where | help a local
charity for the visually impaired. At present we are raising funds for a scented garden.
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A ta rgeted CV - towards a job in personnel management

Clare Hall

3 New Road, Sharpley, SO12 4PP
Tel/fax; 01026 777111
Email: clarehall@internet.net

PROFILE
A conscientious, motivated human resources manager with over ten years’ experience in
personnel management and with a particularly interest in training and development.

SKILLS AND ACHIEVEMENT

Training and Development

. I am responsible for co-ordinating staff development programmes, from induction
to management development
o The company achieved IIP status as a result of the leading role I took in the analy-

sis of the company’s training needs

Recruitment and selection

o The implementation and development of company recruitment policy is my re-
sponsibility
. I am involved in a review of selection-testing policy

Employee Relations

. I have established excellent relations with the staff, and negotiations with repre-
sentatives of trade unions have resulted in satisfactory outcomes

. For recent staff redundancies, I have established a successful out-placement pro-
gramme.

WORK EXPERIENCE
1996-present: = Human Resources Manager, Campbell and Freeman Ltd—a company

of 230
1994-1996 Assistant Personnel Manager, Johnson’s PLC, Oxford
1991-1994 Trainee Personnel Manager, Merton Area Health Authority
1985-1988 Personnel Assistant, Jackson and Headway, Oxford
QUALIFICATIONS

BA (Hons) English and Psychology, Keele University, 1991
Member of Institute of Personnel and Development
Saville and Holdsworth qualified test administrator

OTHER SKILLS

I have excellent interpersonal skills, and perform best when faced with changing and
challenging situations.

I am a keen horsewoman and secretary of a local riding club.

REFERENCES

Mr D Sharp Dr J Morgan
Managing Director 4 Green Lane
Campbell and Freeman Sharpley
Marshford Business Park SO12 5BZ
Sharpley
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Covering Letters

The covering letter and CV complement each other. The CV provides an employer
with an overview of your qualifications and experience, and the covering letter
provides an opportunity to say why you are tailor-made for the job advertised, a
chance to sell yourself.

Layout and Presentation

. Length should be no more than one side of A4 size paper

. Avoid paper of an unusual colour and avoid using lined paper

o Paper clip your letter to your CV

. It’s up to you whether your letter is handwritten or wordprocessed—unless the
company you are writing to indicates a preference

o If handwriting your letter, write in black ink and avoid using block capitals
(unlike application forms which usually ask you to write in block capitals)

. Check your spelling and grammar

o Try to balance your letter in the centre of your page (not all squashed up at the
top!

Your address
Your phone no

Date

Employer’s name
Employer’s address

Yours sincerely
Your name

N.B. If you are writing to a named person, it’s “Yours sincerely”; if you are writing to “Dear Sir or
Madam” it’s “Yours faithfully”

The first section of the letter should state the position applied for and where you saw
the advertisement. If you are applying for lots of jobs make sure you get the right
job details down.

The central paragraphs should support your claim to eligibility for the post. If your
qualifications and previous work experience are unrelated to the postion, argue your
case strongly for why you are interested in and suitable for this post. Emphasise the
relevant skills and how you acquied them.

You should also show what attracts you to the company in question, e.g. their train-
ing, their reputation, the opportunities for development.

The concluding paragraph should include your availability for interview.
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Speculative Letters

A speculative letter is one you send to an employer with a copy of your CV on the off
chance that they have some vacancies. Don't write anything until you have worked
out what you have to offer. What are you interested in? What motivates you? Try
to address your letter to a named person. This may mean phoning the company to
get the name of the most appropriate person to write to.

Think of a company/employer you might like to work for. Find out what you can
about them (from the local newspaper, or anyone you know who works there or a
public library) and write a speculative letter using the checklist below.

Speculative Letter Checklist

v Have you stated clearly why
you are writing? You must
establish somewhere that you
would like an interview.

v Is your letter likely to arouse
interest immediately? The
opening sentences could focus
on something you have read
or researched about the
company.

Example
65 North Street
Newtown
Blackshire
NE1 5NE
Tel: 0121 02020002
17 July 2009

Mr T Smith

EUROCO (Agricultural Division)

Newtown

Blackshire

NE2 6AZ

Dear Mr Smith

Have you explained why you
want to apply to this firm?

Is it the right length? A one
page letter and a two page CV
is advisable.

Is the writing easy to follow
and free of mistakes? If
unsure, show it to someone
else before you send it.

If you are writing to someone
by name, have you got the
spelling right?

Follow up the letter with a
phone call a week later if you
have had no reply.

I noticed in a report
that your company has
large orders recently
appointed dealers and

in the Evening Argos
received several

and that you have
storemen,

I would welcome the opportunity to be part
of a new business and 1 was wondering if
you were ready to take on any more staff at
present. 1 would be grateful if you would
consider me for a position as a storekeep-
er.

I enclose a copy of my CV. As you will
see | have a long experience in storekeep-
ing work, both in Electrical and Agricul-
tural Engineering. | have recent experi-
ence of computerised storekeeping, dealing
with export orders and stock control. 1
also have supervisory experience and was
responsible for a team of five in my last
job.

My last two employers, Mr Brown and Mr Rod-
way, have both said they will be happy to
provide references for me.

I would be available to work full-time in-
cluding evening and weekends if required.

I am available for interview at your con-

venience and can be contacted or a message
left at my home telephone number.

I hope to hear from you soon.

Yours sincerely
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Personal Profiles

These are examples, for ideas only. Think about
what you want your personal profile to say about
you. Include your personal qualities and say a
few words about the type of work you want to
do.

An enthusiastic, self motivated individual who always strives to achieve a very high
standard in whatever is undertaken. Offers: the ability to motivate others, proven
leadership abilities within team environments, extensive experience and understand-
ing of the importance of customer service.

A conscientious, punctual and hardworking person capable of working alone or with
others in a team. I am licensed to drive Lansing Electric Trucks, Pendulum Cranes
and Pedestrian Controlled Flat Bed Trucks. I am seeking a job where I can use my
specialist driving skills.

My personal strengths include determination, generosity, consideration for others and
the ability to use my initiative. I am able to talk to a variety of people and can ex-
plain my ideas clearly. I am honest, trustworthy, have a good sense of humour and
try to see things from other people’s points of view.

A highly qualified, experienced electrical and electronic engineers who is computer
literate and able to work on his own initiative. I am a good team player with muilti
level communication skills.

A highly committed and successful manager experienced in industrial problem solv-
ing, who has produced creative solutions and implemented them in both factory and
laboratory environments. I am an effective communicator who enjoys working with
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Completing Application Forms

v Photocopy Paper Application Forms

Always make a copy of the application form (at your local library, a local shop or
via your Employment Coach). You can then fill out the copy first, allowing for
mistakes and changes, and then fill in the final version when you are sure that
you have everything right. This way you are copying the information from the
draft form and can just concentrate on using your best handwriting.

v Application Forms in Word or On-line

If you are completing the form in Word then you can of course save the form as
you go along and also make good us of the spell checker. If you are completing
an application on-line, then you might want to consider typing up the various
sections in Word first, saving it, spell checking, and then copying and pasting it
into the website.

v Completing the Application Form

Employers are using application forms so that all the information on the appli-
cants is presented in the same, simple way. It is crucial therefore that you
complete the form in precisely the way it is asking. If you miss sections out be-
cause you are not sure what you should put down, then your application is un-
likely to get you an interview.

Take care to read carefully what each section is asking you to do, for example,
most application forms ask you to put your most recent training and education
first and work backwards. However, occasionally you will see an application
form which asks for this information the other way around.

Don’t forget that Volunteering is work too. You can put voluntary positions
down under Employment, but make sure that you state that it was voluntary.

If you are asked to state why you left previous jobs, then wherever possible try
to put down a positive reason why you moved on to the next thing you did. For
example, if you left a job because you were unhappy or bored, then you could
write this as ‘left to seek more suitable employment’ or ‘left for an opportunity
to develop more skills’.

v Equal Opportunities Monitoring

A lot of application forms now come with a section at the back, asking for your
age, ethnicity, gender and information about health and disability. Check to see
if this is marked as an Equal Opportunities Monitoring form - these are removed
from the application form and the information is not seen by the interview pan-
el.

v Final Copy

Before you send the application form off, make sure that you have a fully com-
pleted copy for yourself. If you are invited to interview you will need to read it
again as a part of your preparation.
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How to write personal or supporting statements

The Statement Section
Usually the Personal or Supporting Statement section will request that you:

. Describe how your skills and experience match the criteria required by the
position

° Use this space to give any relevant information to support your application

° Explain why you feel that you are suitable for this position

These questions are all asking the same thing, which is to show how you can
meet their Person Specification.

Person Specification

This is the list of Skills, Experience, Knowledge, Qualifications, Abilities, and
Personal Qualities, which the employer requires suitable applicants to possess.
This is different to the Job Description, which lists the responsibilities and duties
of the position. It is not necessary to have previously carried out all the duties
of a position, in order for you to make a good application. The trick is to show
the employer how you are the kind of person that they are looking for and this
often involves showing them how something you did in a different situation can
be transferred to their job.

Transferable Skills
These are skills learned in one situation that are useful in another. There is no
definitive list of such skills, but the some common examples are:

Communicating effectively Using initiative
Working well in a team Being well organised
Problem solving Being adaptable

These types of skills can be learnt, developed and used as evidence from almost
every type of situation in life. You will find that you have examples of these
skills from many different situations, for example - being on a course, raising a
family, volunteering, attending a social group, a hobby or looking after your
finances.

Concrete Evidence

In order to write a successful supporting statement you must use what
employers call ‘concrete evidence’. This is a description of a time when you
have shown the required skill or experience. Anyone can say that they have a
particular skill or experience, but this ‘claim’ will not give the employer a clear
picture of you and your abilities. Only someone who truly has a particular skill
can describe a specific situation in which they have shown it. When the
employer is reading your statement, using specific examples in this way paints
full colour, three dimensional pictures of you. This is far more believable and
gives the employer a reason to want to interview you and ask you more.
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S.T.A.R.

When writing concrete evidence you need to be relevant and to the point. For
most statements (but not all), there is a good method for achieving this:

Situation Write 1 or 2 sentences describing the job role or your responsibility.
Task Write 1 or 2 sentences on the specific duty or requirement on you.
Actions Write 3 or 4 sentences on what YOU did in response to the situation.
Results Write 1 or 2 sentences on the positive outcomes from your actions.

Example of using S.T.A.R.

S) When I was working as a Customer Service Assistant at WHSmiths, there
was a week when a colleague was on holiday.

T) My manager asked me to cover both my area (Books) and my colleague’s
(CDs & DVDs) for the week as there were no other staff available.

A) I discussed and agreed with my manager what my priorities should be, and
then put a sign on my colleagues counter to direct customers over to mine.
When there were no customers at my counter I tidied both sections to
ensure that stock was well presented. This was also my idea to learn more
about the products in the other section. During the day, any enquiries that I
could not answer about CDs & DVDs, I took the customer’s name and tel-
ephone number, found out the answer at the end of the day and called them
back.

R) At the end of the week takings were still at their usual level and my manager
was very pleased with how I had approached my work. When she next went
on leave she asked me to supervise in her absence.

More tips on writing Statements

If you really do not have an example of you demonstrating a requirement then
you must still write something. You can write about your knowledge of that
particular thing, your willingness to train, your commitment to the organisation
and this career choice. All these things will help to fill any gap you may have in
meeting the essential criteria. Do not be put off by not having an example to
give.

When putting your final statement together put all individual statements in the
same order as the criteria are listed on the person specification and use titles
for each section. This makes the employer’s job much easier when reading the
statement.

Avoid repetition. When possible use one specific example to demonstrate more
than one criterion. This makes the whole statement shorter. This may take your
responses to criteria out of the order given on the person specification - this is
fine, so long as you use titles to explain which criteria each statement is meet-
ing.

If you are asked to also write about why you are applying for the position, make
sure you give positive reasons (rather than convenient ones) why you want this
job, with this employer, at this point in your life. You can also say how you
believe that you would make a good contribution because of how you fit what
they are looking for.
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Interview Preparation

Research

There are three areas that you need to know about in order to be prepared for
interview questions. So make sure that you have spent some time researching
all three of these:

° The Job
What exactly is the role and what does it involve? Spend some time read-
ing through the Job Description and picturing yourself carrying out the du-
ties listed.

° The Employer
What kind of employer would you be working for? What is their business?
What are their ethics and policies? What would your working environment
be like? Read any information you have been sent, look up a company’s
website, or telephone the employer to ask for some information if you
have not been given any.

. Yourself
What do you have to offer the employer? What are your strengths & weak-
nesses? Why do you want the job (why this job, why this employer, why
now)?

Personal Presentation

A good general rule about what to wear to an interview is to think about what
would be the smartest clothes you would ever need to wear whilst doing the
job. For example, if you think that you might sometimes be required to wear a
suit to do the job, then wear this to interview. If you would be wearing old,
dirty jeans and a t-shirt to do the job, then perhaps just wear clean jeans and a
plain t-shirt for the interview. Make sure that you prepare your clothing the day
before, just in case the items you planned on wearing are not in a fit state to be
worn. The last thing you need is to pull on your shirt five minutes before you
leave home, to find that it has a big stain on it! Also, if your interview clothes
are not what you would normally wear and you feel a bit uncomfortable in
them, then put them on the day before and wear them whilst you do your prep-
aration. This will help you to feel a bit more comfortable in them the next day.

Check the weather report that morning and take a coat and umbrella if there is
any possibility that it might rain. Make sure that you will not arrive wet and
messy.

The best smell to take into an interview room is no smell at all. Go that step
further than your regular washing and hygiene routine.

Attention to the details. Are your shoes polished? Have you cut your finger-
nails and is your hair neat and tidy? Also, if you tend to wear quite a lot of
jewellery then cut this down to one or two simple items, as jewellery is
designed to attract attention and this is not what you want to happen during the
interview.
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Being organised

Make sure that you are 100% certain of how to get to the interview. If
you can, do the trip the day before to be sure that you can find where you
are going to. If not, then plan to arrive with LOTS of time to spare. All
sorts of things can and often do go wrong with journeys to interviews. If
you arrive well in advance of your interview, then take a walk around
the block or find a café and have a calming cup of tea.

Take any relevant documents with you (copy of CV or application form,
any letters, referees contact details, research and preparation notes). This
will save you from having to remember everything and will show how or-
ganised you can be.

Pen and paper - for taking notes in the interview. You can ask if the inter-
viewers mind you taking occasional notes to assist you. The worst that can
happen is they say no.

The Ten Worst Things You Can Do at an Interview

Not asking any questions at the end

Speaking badly about a previous employer
Poor personal appearance

Not making eye contact with the interviewer
Late to the interview

Interrupting an interviewer

Unable to express yourself clearly or decisively
Giving one word answers

Over confident “know it all”

Too focused on the money or convenience of the job
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Interview Presentation

Handshake
If you feel unsure about shaking hands, then practice this until you can do
it comfortably whilst doing both of the next two things.

Smile

You want the interviewer to have a positive image of you ... so smile! It is
important to give a good first impression by smiling when you first meet
your interviewer. Make sure that when you shake your interviewer’s hand
that you smile at the same time. This tells them that you are genuinely
pleased to meet them.

Eye contact

This is also important in giving the interviewer a positive image of you to

take away. When you shake hands with your interviewer make sure that

you make good eye contact. This is a sign that you are comfortable meet-
ing with them.

First Impression

The first impression you give will effect how the interviewer views you
from then on. So if you can enter an interview room slowly, calmly and
with you head held up, then this will be a good start. The combination of
handshake, smile and eye contact all at the same time is another winner ...
so practice and practice this one!

Posture

Sitting upright will help you to be more confident and speak more clearly.
If you slouch down in the chair or hunch over, it will undermine your
confidence and might give the interviewer the impression that you don't
really want the job, or want to be there. This is another thing that you can
practice before the interview. Put your interview clothes on and position a
chair in front of a mirror. You can then take some time to find a comforta-
ble upright sitting posture, which you can stick with for the interview.

Fiddling and Fidgeting

Do your best to avoid doing this, as it will distract both you and the inter-
viewer. If you know you tend to fidget when you get nervous, then find a
way of  combating this, e.g. if you tend to fiddle with your fingers then

you could put your pen and paper in front of you and make sure that you

keep your hands on either side.

Don’t be afraid of silence

Take your time to prepare your answers to their questions. You do not
have to start your answer the moment the interviewer has finished asking
the question. We often let our nerves get the better of us here and open
our mouths before we are really ready, just because we are uncomfortable
with the silence. If the question is one which you are really not prepared
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for and you need some time to think about it, then ask for this. There is nothing
wrong at all with asking “Please can I just take a moment to think about that?”
This way you buy yourself the time you need without worrying about what the
interviewer is thinking about you. You can use your note pad and pen to help
you here; by making some notes, e.g. key words from the question and key
words for your answer, you can buy yourself time away from the eyes of the
interviewers, but whilst they can see that you are indeed preparing your answer
for them. If you have one, you can also take a sip from your glass of water, in
order to buy yourself a little time to settle yourself before beginning your
answer.
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Asking Questions at Interview

The part of the interview at the end, when you are asked if you have any ques-
tions, is a lot more important than most people think. By asking a few carefully
thought out questions, you can show that you are:

. Interested in the job and the employer

. Intelligent - that you have a good understanding of the job

° Confident - that you have everything it takes to do the job

o Friendly - the type of person who would fit in well

° Assertive - that you are really there at the interview to get the job

If you don’t have any questions to ask, then you can give the impression that:

° You think the job is unimportant

° You are not comfortable asserting yourself
. You are not intelligent

° You are frightened to ask anything

o You are bored

Some rules for good types of questions are:

o Ask open-ended questions, not ones which only need a ‘yes’ or ‘'no’ answer
e.g. How has the position become available?

° Avoid asking obvious or irrelevant questions — do your research first e.g.
What does NHS stand for?

° Avoid asking ‘why’ questions

° Ask about things that the interviewer may feel good about. e.g. What do
you feel is the best thing about working for this employer?

° It is okay to ask about training and development opportunities, but make
sure you do not focus too much on this, or you risk giving the impression
that you would not stay in the job for very long.

. Think about what you really want to know about the job and what it would
be like to be doing it. e.g. Please could you describe what a typical day is
like.
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Answering Interview Questions

General Tips for Answering Interview Questions

It may seem obvious, but if you carefully use the following sequence for an-
swering all interview questions, then it will help you to be more focused, less
nervous and to give better answers:

LISTEN
ASK
THINK

TALK

Listen 100% to the question, never interrupt and leave at least a small
pause before starting your answer.

If you think that you might not completely understand the question, then
check your understanding with the interviewer. You can ask in the follow-
ing way, “Can I just check that you are asking me to ...?”

Think about your whole answer before you start speaking. This will not
make you seem slow, it will make you seem thoughtful and will definitely
help you to give better answers.

You might find it helpful to write a couple of notes to remind you of what
the question is asking you and of what you want to say in response. This
can help make it a bit easier to stay on track and not ramble. It can also
buy you some time to think, as the interviewer can see that you are pre-
paring your answer (you do also not need to keep eye contact whilst you
are doing this).

Try to decide on the beginning, middle and end of your answer before you
start. Focus on describing your skills, knowledge, experience and personal
qualities, rather than making claims as to what you can do.

Even if the question sounds like it is just asking for a ‘Yes’ or a ‘No’, you
will need to say a bit more about why that is your answer. For example:
“Have you done this type of work before?” The interviewer should know
this from your application, so what they are really asking is for you to tell
them how what you have done in the past matches with the type of work
you would be doing in this job.
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Equal Opportunities Interviews

Employers who conduct ‘Equal Opportunities’ Interviews are usually to be found
in the public and voluntary sectors, for example the NHS or local Council,
Colleges or Charities.

They usually ask questions based upon the Person Specification Criteria and are
asking you to demonstrate your abilities. The interviewers are looking for what
is known as ‘Concrete Evidence’ of your experience, skills, knowledge and
personal qualities.

The questions asked allow employers to objectively compare candidates and to
score your answers based on how fully you demonstrated how you meet their
criteria. A common scoring system is as follows:

0 points = no evidence of meeting 2 points = reasonably met
the criteria the criteria
1 point = partly met the criteria 3 points = fully met the criteria

Normally the candidate who scored the highest overall across all the questions
would be offered the job. However, it is possible for employers to ‘weight’ the
questions so that those which are based upon the most key Person Specification
criteria carry more importance when deciding who performed the best at
interview.

Also, how highly your answers are scored will be influenced by how positively
the interviewers feel about you. This is where the *first impression’ comes in,
which interviewers will make of you within the first couple of minutes of meeting
you. It is essential that you appear to be relaxed and pleased to be at the
interview. Making a good first impression and being enthusiastic about the job
throughout the interview can help you to make up for a lack of experience.
After all, the person interviewing you will probably have to be working with you
a lot, so they want to feel that they and their colleagues will be able to get on
well with you.

It is important therefore to remember that the person who looks the best on
paper may not be the one who performs best at interview.

Competency Questions

Competency questions are often started with a request such as “Can you de-
scribe a time when you have ... * or “"Could you give an example of when you
have ... “.

It is important to have prepared at least one example for all Personal Specifica-
tion criteria, so that you are able to answer any of these types of questions that
may come up. The formula below will help you to structure your answers and to
ensure that you give ‘Concrete Evidence’. Make sure that you do not simply
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make a ‘claim’ that you possess a certain skill or that you can do a particular
task. By describing a time when you have used that skill successfully or complet-
ed a particular task well, you are giving the interviewers confidence that you can
meet the responsibilities of the position you are interviewing for.

Use S.T.A.R. to give evidence using examples of things you have done.

Situation Task Actions Results

Situational Questions

These types of questions are becoming an increasingly popular way of assessing
how you meet Person Specification criteria, without you needing to have done
the work previously. They ask you what you ‘would do’ given a particular
scenario:

e.g. “How would you handle an angry customer who has come into the store to
complain about a faulty product they had bought?”

You can answer by explaining how you think you would try to handle it and you
can also use a previous example if you have been in this situation before and
handled it well (using STAR).

If you are going to describe how you believe you would deal with the situation
described then you need to have a good idea of what the interviewer’s want to
hear. To prepare for this you should spend some time reading the Job
Description, picturing yourself carrying out the duties described. Imagine what
challenging scenarios could come up if you were carrying out that duty. What
kind of qualities would you need to have in order to deal with that situation
well? Can you see these on the Person Specification? Also, if you have
information about the employer and the key qualities they expect from
employees, then this will give you a clue too. There may be some information
in the application pack or perhaps on their website.

Other Common Interview Questions
° Tell me about yourself.

You are not being asked to tell your life story. The interviewers do want to
hear something interesting and relevant. A good idea is to talk about an
achievement you a particularly proud of, which will say something good
about you.

. Tell us about the skills and experience that you can bring to this position.

Again this is a very open ended question so it is good to focus yourself in on
three skills or periods of relevant experience, which will demonstrate how
you can handle the main parts of the job. Never be apologetic for not having
things that you think that you don’t have, just focus on the best things that
you think that you do have.
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Tell us why you have applied for this position.

Interviewers want to know that you are genuinely interested in doing this job
and that you would take a committed approach to your work, no matter what
type of work it is. Therefore in answering this question you must avoid say-
ing anything about how convenient the job is for you, for example, “it’s local,
I'm unemployed, and you're offering a job that pays money”. The focus of
your answer should be on why you are a good *fit’ for the job and that there-
fore you will be able to do the job well and gain satisfaction from your work.
You can also talk about why you want to work for this particular employer, for
example, because they have a good reputation and you would be proud to be
their employee.

Where do you see yourselfin1/2/5/ 10 years time?

Your answer will of course depend on where you really want to be in the fu-
ture, on the type of work and position that you are interviewing for, and also
on the exact timescale you are being asked about. For interviews for perma-
nent jobs, interviewers want to hear that you see yourself having a future
with their company and that working there is a part of your longer term
plans. It is therefore wise to say that you see yourself still working with the
company, having developed good skills and experience. You could also add
that you hope that you might be able to take advantage of any opportunities
for development or promotion that become available. This would show the
interviewers that you are interested in progressing with them. A good guide
is:

1 year = in the same position and contributing successfully to the company.

2 years = continuing to be successful in the position and taking on training
and development for your future.

5 years = with the same company, in an advanced position, having built on
previous successes.

10 years = where you would really like you career to be going long term, pre-
suming that all goes well with the job you are applying for.

What would you say are your strengths?

Interviewers will not be able to remember a list, so stick to two or three
things which you feel are particular to you. You don’t want to be saying the
same things as other candidates; you want to be saying something which
makes you stand out in a good way. From the research you did about the
job, the employer and yourself, you should be able to think of two or three
specific things which you have to offer. Avoid saying anything too general.
If you use examples of when you have shown this strength in the past, then
your answer will be more believable and will carry more weight.
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What would you say are your weaknesses?

The important thing here is to say a weakness AND how you overcome it.
For example, if you are not naturally an organised person, you could say
this and then add that you make yourself use a diary and To Do lists to
keep track of what you have to do, and that you keep a close eye on how
long things are taking you to do. You cannot get away with not answering
this question, or pretending that you don’t have weaknesses. This would
tell the interviewer that you do not know yourself very well. Also, make
sure that you are prepared with answers to this question which do not re-
late to vital parts of the job. For example, if you applying to be a
Healthcare Assistant, then don’t say you faint at the first sight of blood!

How do you handle stress / pressure at work?

This type of question is becoming more common, where interviewers want
to know how you will handle pressure at work. There are two areas to
answer in this question:

(1) How do you handle pressure and stress at work?

A good answer would include: talking about prioritising workload, taking a
step back to look for alternative ways of working, communicating needs/
progress/difficulties with manager, seeking training to develop skills.

(2) What do you do personally to deal with stress?
A good answer would include: exercise, social activities and interests out
side of work, ensuring you get enough sleep and eat well.
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