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Self Assessment                                 1
 

Self assessment is finding out what sort of jobs you would be right for, and what jobs would be right for you. 

Self assessment could be very important for you to find a job you'll like. Although it takes time now it could save you a lot of time and disappointment in the future. 

 

Self assessment is...

...thinking about yourself and deciding your —
· interests - what you are interested in 

· skills - what you can do 

· priorities - what interests and skills you like the best and would like to find in a job

...thinking about the reasons you might not be able or want to do a job. For example: 

· where you want to work will there be any training 

· what sort of future is there 

· who you'll work with 

· how much money you'll earn 

...thinking about the reasons you might be unable to do a job. For example: 

· the qualifications you would need 

· the amount of training you would have to do 

· the physical demands - good colour vision, fitness 

· other limits like age or having a driving licence limits that you set, such as the hours you are prepared to work.

...thinking about your dislikes - the things that would make you unhappy doing a job. For example: 

· being on your own 

· repetitious work 

...writing the information down so you are clear about what you want and what sorts of jobs you would enjoy. 

How can you use the information you have found out about yourself?

It can help you to:
· look for jobs that might match your needs 

· know what you need to find out about different jobs 

· find out about new interests and skills you could learn 

· help your careers officer/adviser to help you apply for jobs and at interviews 

Who can help you with your self assessment?

· friends 

· family 

· form teacher/year tutor 

· careers teachers 

· careers officers/advisers

There is a lot of information in books and leaflets in the careers library and there are special computer programs that can help with self assessment.
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Action Planning                                    2
 What is it?

Action planning involves setting targets for yourself and deciding how you will achieve them. It involves making decisions and planning your future. You will have to become focused and think about what sort of work you want to do and will be able to do.

 An action plan will help you to:

· take a step-by-step approach to plan for your future 

· take responsibility for your future 

· develop useful skills, like making decisions 

· think about yourself and assess yourself 

· make a record of your achievements 

· apply for jobs, courses or further education 

· recognise your achievements 

What does an action plan include?

Aims: 

Where you are now and where you want to be. This might be a career aim or an educational aim, e.g. getting onto a course.


Action: 

How you intend to get there. Once you have decided upon an aim, decide what steps you will need to take to achieve it. These steps might be written as a series of goals along with a description of the methods or routes you will use to achieve them.


Timescales: 

By when. You set target dates for completing your goals and/or the overall aim. Remember to be realistic about what you can achieve and how much time you have in which to do things. 


Review: 

Dates for checking how you're getting on. At the review stage, you consider how you are progressing towards achieving your goals. You may need to revise part of it, add in new goals or rewrite the plan to reflect changes. 

Why do I need one?

As you complete your goals you can mark down the date on your action plan as a permanent record. The achieved goals and overall aims may then be listed on future action plans - perhaps as achievements. By having an action plan the task of finding evidence to support your future applications for work or courses becomes much easier. 

Keeping a comprehensive record also means that you identify all your achievements, recognise the value of the things you do and so can use the information to your best advantage.

Example 

This example (see over) of a student’s action plan contains additional sections that may help the writer complete their applications forms and letters, the action plan forming a document where they can summarise a lot of the information that can be used in applications. 

	Name: John Peter 


Current Situation: Temporary part- time job in builder's yard while waiting GCSE results. Several applications in the post for apprenticeships with local plumbers and builders. 


Aims: To train as a plumber.


Action: Update CV and visit/send copies to companies (speculative approach). Approach local contacts (friends of father) who work in the building industry. 


Timescale: By July 1st will approach public sector bodies and companies in the gas and chemical industries if no response in building industry. 


Qualifications/ Skills/ Personal Characteristics Needed to Achieve Aim: Plumbers must have the ability to: use hand tools, read drawings and plans, make calculations/take measurements, have mechanical aptitude, be polite and courteous when dealing with customers, able to study and learn about plumbing systems, have a responsible/reliable approach to work, be good with their hands, be fit and active and not frightened of working in confined spaces or at heights, may have to work with others or alone at times. 


Previous Achievements/ Experiences/ Skills/ Interests/ Leisure Activities: 
· GCSE study - Maths has taught me how to make calculations and take measurements. 

· GCSE study - Craft & Technology has developed my practical skills, using tools, reading drawings and plans. I enjoyed the subject and would like to do work using these skills. The experience of studying for GCSE's has prepared me for further study and shows my ability to do it. 

· Work Experience - currently working part-time in a builder's yard. When possible, I help with serving customers. 

· Practical Experience - helping father (a builder) to build an extension at home. A friend of my father who is a plumber talked to me about his typical working day and I spent time helping him when he fitted a new central heating system for a neighbour. 

· Interest - making things in a workshop at home e.g. decorative metal work items donated to the RSPCA. Interest - running. Membership of local running club that helps me to keep fit and active. 

Personal Characteristics. What these demonstrate: 

· Self-reliant - I am able to work on my own (have completed individual projects for Craft & Technology at school). 

· Well-motivated - I visited several builders’ merchants with a copy of my CV and filled in five application forms to get my current part-time job to get relevant work experience. 

Resources/Sources of Information: 

· Careers Centre - to find the names of local companies offering modern apprenticeships. 

· Cyber Cafe - have used the internet here to find information about modern apprenticeships in general. 

· Huddersfield Technical College - have visited and talked about the sort of training that is involved 

· 'The Institute of Plumbing' - information about plumbing in other industries such as ship, chemical and gas industries. 

Review Date: 

August, when exam results are known. 
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Finding Vacancies                                3
 Think before you start

Before beginning a search for a job, training opportunity or course, you will need to think about the types of vacancies you are hoping to find. If you think in terms of broad job areas, rather than specific job titles this will give you wider opportunities and more possible vacancies as employers often use different titles for similar jobs.

 You should consider temporary and part-time work as this could give you experience, is good for your CV, and will provide the chance to make contacts that may know about other jobs. Some temporary jobs may also become permanent.

Advertised vacancies

If you are looking for a vacancy, a lot of job vacancies are advertised:

Careers Centre: 

Employers may advertise their vacancies here for young people (around the age of 20). There is usually a self-service display of jobs. For some jobs, careers officers may be able to telephone on your behalf to arrange interviews. Careers officers also offer a counselling and advice service for young people and help in finding training places or jobs.


Employment Service: 

There are lots of full/part-time/temporary/ permanent jobs advertised in Employment Offices/Jobcentres/Job Shops. Most jobs are local area or within daily travel although some offices hold adverts for other areas. Vacancy cards are displayed on self -service display boards free of charge. Employment Service Disability Employment Advisers (DEAs) offer special services for people with disabilities. This can include advice and help to find vacancies and DEAs will also be able to arrange for guidance and assessment services.


Local Newspapers: 

Local papers may advertise vacancies daily or on a certain day each week. Adverts may also appear in free local newspapers. Most papers are available in libraries and there may be copies of some papers in Jobcentres, community centres and other advice/guidance centres/shops. Consider placing your own advert in the Appointments Wanted sections of local papers. Local employers are more likely to see these adverts.


National newspaper advertisements: 

These are often for professional and/or technical jobs. There are usually particular days for the different types of work, e.g. Arts and Media or Scientific and Technical. Specialist newspapers: such as the Times Education Supplement (produced weekly) carry a large number of adverts for teachers, lecturers and other education workers, etc. Jobs advertised in national newspapers are often in other parts of the country. 


Use the Internet: 

There are many job search websites. Some have search facilities allowing you to search on geographical area, by wage/salary and so on. Recruitment agencies also advertise on websites and some allow jobseekers to register on there as well. Find out if your school or local careers centre has Internet access and will show you how to access websites. 


Journals/Trade Magazines: 

Specialist journals published by professional bodies or trade organisations may advertise jobs. These may come out monthly or quarterly and feature adverts on a national basis. Check to see whether these are available in the local library etc. 


Radio/TV: 

Local radio stations sometimes run job advertisements and some independent television channels broadcast job search programmes with regional adverts. Many of these TV programmes are very late at night but if you have access to a video recorder you could tape them. 


On their own premises: 

Some employers advertise their vacancies outside their premises on notice boards or signs. 


In the community: 

Advertisements can be found in community centres. Local shops such as post offices and newsagents often display postcards for those looking for jobs and employers advertising work. This is often for job areas such as cleaning, childminding and gardening. Shops may also advertise their own vacancies, e.g. for retail assistants on their shop windows. 


Private employment agencies/ Recruitment agencies: 

These match job seekers with employers' vacancies. Many specialise in nursing, secretarial, accountancy or catering. Some agencies concentrate on temporary posts while others deal with any. Agencies display adverts in their shop windows and/or display boards for public access. They will also contact people registered with them when vacancies arise. 

Unadvertised vacancies

Many vacancies are never advertised. Tapping into this pool of vacancies involves making speculative approaches. This means contacting employers just in case they have a suitable vacancy or a vacancy coming up. It is likely that you will suffer a number of setbacks and disappointments with this method, as many of your approaches will be rejected. It is still worthwhile investing your time even if there are rejections and you should consider these types of speculative approaches:

· Going to the employers' premises in person to ask if there are any vacancies. It is often called knocking on doors or speculative visits. Take copies of your CV with you to leave if there are no current vacancies.

· You might try ringing up to ask whether there are any vacancies with speculative telephone calls. This method might suit those who feel confident and comfortable talking on the phone. There are some guidelines given in How to Reply to Job Adverts 

· Send your CV with a covering letter introducing yourself and what you have to offer. These written speculative approaches let people know that you are seeking work and can be targeted at particular employers. The CV advice section gives help with this.

To decide who to approach you could try: 

· asking your family and friends who are already in work if they know of any vacancies in the company they are working for. 

· going to the library to look in the Yellow Pages, the Thomson Directory and any local, regional or national trade directories e.g. Kelly’s Index 

· keeping a check on the local papers for stories about companies winning new contracts, building new premises or anything that might mean they are expanding and likely to be recruiting new staff.
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How to Reply to Job Adverts                     4
 Vacancies can be advertised in many different types of places; the newspapers, magazines, in shop windows, vacancy boards and on the Internet. Read the adverts carefully. Some explain the job and duties briefly, the academic/experience requirements, training and how to apply. Others are less helpful and give virtually no useful information. Don't be put off by the style of the advert; it is still worth contacting them for further details. 

 If you don't quite meet the requirements of any job you see but feel you could do it, apply anyway. You might be considered and get the chance to prove yourself in an interview. 

Some adverts ask you to telephone for details. If so, it is important to be prepared: 

· Have ready a copy of the advert and any reference numbers on the advert 

· Have a pen and note pad to take down any details, such as the name and address of the employer 

· If you have to use a public telephone make sure you have enough change or preferably a phone card with plenty of credits 

· If the advert includes a name, ask for this person. When you get through greet the person by name, introduce yourself and explain why you are calling 

· If you don't have a named contact, introduce yourself to the person who answers and explain why you are telephoning 

· Be polite and speak clearly. Find out what is required from you to apply for the job 

· Be prepared to answer any questions - this may be part of the interview process. 

· Have answers ready in case. The handout on interviews will help you to prepare answers for the types of questions that may be asked 

· Check names and addresses carefully in case you have to send in a written letter of application or a CV and covering letter 

· If you are asked to go for an interview, make sure you get all the details; when, where and with whom. 

· Say thank you at the end of the call. 
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A Brief Guide to CV Writing               5
A Good CV Should Be:

· Clear - Make sure that the information you give is easy to understand.

· Concise - Include relevant information only. A CV should be no more than two sides of A4.

· Easy to Read - Ensure that it is well laid out and easy to read through quickly. Use headings and bullet points, as these are more 'eye-catching' than long sentences.

· Positive & Confident - You only have about 10 seconds to make an impression on your reader, so the words you choose are very important.

· Word Processed - It is always wise to word process your CV as hand written ones are unlikely to be considered.

A Good CV Should Include:

· Personal Details - Name, address, telephone number and age/date of birth.

· Personal Statement - This is a brief statement that can include who you are what you have to offer and what you would like to achieve. This is your chance to sell yourself to a prospective employer.

· Your Skills and Experiences - These can be skills gained from caring responsibilities as well as paid and voluntary work.

· Employment History - Remember to include the employers name, the dates that you were there and a brief description of your responsibilities.

· Education - This should be from Secondary School onwards. Qualifications should be summarised. e.g. 5 OJ Levels, including English and Mathematics. Include courses you have attended through work, adult education etc.

· Additional Information - Include any genuine interests and any voluntary activities. Also include any specific abilities e.g. driving, first aid, foreign language.

A Good CV Should Be:

· Well Prepared - Don't stop at your first draft...it will take time!

· Updated & Adapted - You are constantly developing and adapting, so your CV should change with you.

· Accompanied by a Covering Letter - This should be short and to the point and should not repeat exactly what is in your CV
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Curriculum Vitae                                6
 What is a CV?

CV is short for curriculum vitae. It means a table of vital information.

It is a selling document which clearly sets out your achievements in previous jobs so that employers can see quickly what you could do for them.

The aim of your CV is to get you to the next stage, which might be an interview, a meeting, phone conversation or an e-mail dialogue.

A Curriculum Vitae (CV) provides an employer with a summary of your education and experience. CVs are often requested in job adverts. Employers use CVs (or application forms or letters of application) to decide who they will interview. 

Many organisations that have vacancies, or those that you wish to contact with a speculative letter, will be interested in seeing your CV.

If a CV is requested, always follow the instructions in the job advert and send in what is requested. A CV can also be sent when a job has not been advertised (speculative CV). If an employer requests a CV always send a covering letter with it.

A general, all purpose, CV is one that can be copied and sent for every job application. You will need one all-purpose CV for each type of work for which you are intending to apply. A general CV can be amended to make it more job specific (targeted).

When to use a CV

· When meeting with employers for the first time.

· Sending it to employers, agencies or recruiters as a direct approach or in response to a job advert.

· When you are sending in application forms, unless the employer specifically asks you not to.

· Before and during interviews, both on the phone and face-to-face.

Types of CV

CVs generally fall into three basic formats:

a) Performance CVs.
This is the format to use if you are looking for a similar job in your current sector. 

It lists your employment history first, starting with your most recent position. 
Job titles and company names are highlighted, with specific responsibilities and outcomes.

b) Skills-based CVs (or Functional CVs).
This is the ideal format if you have had a varied career, if you want to change direction, or if your career has been broken up by unemployment, ill-health, or self-employment.

The focus is on your transferable skills and competencies rather than the jobs you held or the companies you worked for.

It emphasises your achievements throughout your career and groups them under headings such as team skills, management and business development, rather than listing them job by job.

Employment details are summarised towards the end of the CV under company name, position held, and year dates.

c) Alternative CVs.
These are most effective for senior managers or for people looking for freelance or temporary work.

They are also used in creative careers – writing, design, PR and fashion – and are often supported by a portfolio of work.

The right type of CV to use?

There’s no single ‘perfect CV’. It’s more a question of what works best for you in your situation. Different employers, industries and sectors have preferred formats. There are also different conventions in different parts of the world.

What to include in a CV

Your CV is a personal marketing tool. It gives you the chance to sell yourself to potential employers. Use it to emphasise your strong points. Your aim is to get an interview. CVs can include details about personal qualities, skills and achievements, education and work experience. Keep your CV up to date.

The length of a CV

This depends on the job you are applying for and the norm in your industry.

· One page CVs are useful at the start of your career, as credentials, especially in self-employment (like a promotional brochure), and for some senior positions (executives).

· Two page CVs are the convention in the UK, although international employers in the UK may have a preferred format, so always check what they expect.

· The norm in the USA is a one page CV, while in mainland Europe it is three or four pages.

· Three or four page CVs tend to be used in IT, specialist or project management roles which need to detail projects, clients or technology, or academic roles that need to list papers, publications and research.

Before starting the CV

You need to collect a range of information to compose your CV. Think about all the factual information you'll need and write it down with dates, grades of qualifications etc. Use your record of achievement, if you have one, as a source of information. 

It is important to remember that whoever you are, whatever your age and whatever your work experience (even if you have none) you will be able to construct a positive CV. You have to remember to consider all the things you do and have done like voluntary/community work, part-time jobs, hobbies, sports, school activities, helping people and things you do at home.

When there is a job advertisement read it very carefully and list the requirements - job title, experience, skills, qualifications etc. Then, and especially for speculative applications, research as much information as possible about the company. Decide which requirements you think are the most important for the job as far as the employer is concerned, then list your best examples of how you meet the requirements in your CV. 

Headings 

There is no set order for the headings in your CV, but your name should be given at the top. Other personal details can go either with the name or at the end. If you feel that personal details such as age may be off putting to the employer, you may prefer not to show this on the CV.

Decide on the headings that present your positive points in the best way. Although many CVs begin with education, qualifications, employment etc., you might feel that your skills, abilities and achievements gained through other life experiences are more important. This is true also for those who have no employment or work experience.  CVs that emphasise skills, abilities and achievements are often called functional CVs. 

	Personal details: 

	 
	Name, address, telephone number (including day contact number), date of birth. 

	Education: 

	 
	Dates (year), names of schools, colleges and so on. 

	Qualifications: 

	 
	Dates (year), examinations, subjects and grades.

	Work Experience (or Work History): 

	 
	Start with your most recent or present job. Give the dates (year or month and year) of employment, name of firm and address if relevant. For example: 1994 - present ICE Ltd., Kent. Give a brief account of your responsibilities. Do not forget to include details of holiday jobs, temporary and voluntary work.

	Achievements:

	 
	Information about specific achievements. These might be work related, personal, such as getting awards for voluntary work and winning prizes, or non-academic qualifications like first aid or sport.

	Interests and Hobbies: 

	 
	Give examples of your interests and hobbies particularly those which demonstrate interests, skills or personal characteristics that support your application. 

	Additional Information: 

	 
	Provide any other information you think will support your application, such as special knowledge or an ability to speak another language. Membership of any organisations to which you belong could also be included here.

	References: 

	 
	Referees are usually teachers and/or employers. You can use ministers of religion, youth leaders or someone who knows you well. It is not essential to list referees at this stage and may not be appropriate. For example, if you want to use one CV to apply for different types of jobs, add a note under the heading referees that names can be provided if requested. If you do provide the names of referees, ask them first! 


Presentation

They are asking themselves two basic questions: can you do this role and will you fit in. Write your CV so they can see quickly that you can and you will.

Presentation is important. All the untidy or tatty CVs, the ones with poor hand writing, crossings out or correction fluid will probably be thrown out. If you have access to word processing facilities, use them. A CV should be clear, concise and easy to read. 

· Write out your CV/letters in draft and decide exactly what you want to say. Use active words on CVs to give details of your experience, responsibilities etc. For example, designed new filing system as part of a work experience assignment. 

· Keep things concise and jargon-free.
· Balance text and lists with sentences and bullet point phrases
· Don’t refer to yourself as ‘I’ or by name. Just use verbs and nouns on their own (eg. ‘increased sales by £50k’ or ‘’major achievements include…).
· Use the past tense to describe your career (‘led a team of…’) but the present tense for your transferable skills and competencies (‘offers experience in…)’
· Quantify outcomes in numbers, not words (‘retained 100% of staff’), it’s quicker to read or scan
· Along with CVs, send a covering letter in which you highlight your special strengths and experiences for that particular job. 

· If you have access to word processing facilities, you can easily make your CVs job specific. To do this, you compile your basic CV then rearrange the contents and 

· emphasise different elements according to the job for which you are applying. Your covering letter can draw attention to the relevant parts of the CV. 

· Do not write anything negative in your letter or CV or give explanations, like the reason why you did not complete your work experience. If there is anything to discuss leave it for the interview. 

· Make sure there are no spelling mistakes or grammatical errors. If you find mistakes, do it again. Don't make any crossings out or use correction fluid. 

· Keep a CV to one A4 page. Two is the maximum length. 

· Get your CV checked by someone for content, spelling and grammar. 

CV Layout.
· Use an uncluttered layout with plenty of white space and wide margins.

· Choose a common typeface such as Times, Arial, Palatino, Optima or Courier.

· Use 10-12 point body text.

· Use 16 point maximum for headings.

· Use bold for headings rather than underlining or capitals.

· Don’t reduce the type size or margins to fit more on. 

· Just print on one side of the paper.

· Number the pages if there are two or more.

How can I make my CV stand out?

· Standardised CV templates such as PC formats may help you to structure your information, but if you are going to increase your chance of an interview, your CV needs to stand out from everyone else’s.

· Try to ‘market’ yourself in terms of how you can benefit the employer in terms of what they want to ‘buy’. In other words what are they looking for? 

· Make your CV as easy to read and as interesting as possible

Check if your CV is likely to be scanned.  If so, make sure your CV gets through the scan by:

· Sending an original not a photocopy.

· Putting your name on the first line of the CV – with nothing else before it.

· Use bold for headings only – don’t use it for contact information.

· Keeping type sizes between 10 -14 point.

· Using basic fonts that the computer will recognise.

· Avoiding boxes, graphics, shading, ellipses, brackets, italics, underlining, compressed type, double quotes or complicated layouts as they don’t scan well.

· Never send a stapled, folded or faxed CV for scanning.

CVs via E mail

Some employers may prefer emailed CVs as it is quicker and easier to store your details.

Check you use the correct E mail address so your CV doesn’t lie abandoned in the wrong in-box.

Most CVs are sent as an attachment – as .doc or .rtf files or as acrobat files (pdf); always check which format they want.

Application Packs                                          7
Whatever job you are applying for, you are likely to be sent a form and a pack of information.  Employers like application forms because they standardise everyone’s information and make it much easier to compare what people have to offer.  They also make it easier to structure interviews in more objectively.

What you get in an information pack

When you ask for an information pack you may get some or all of:

Background information

· The organisation’s vision and mission statements

· Their performance

· Where this vacancy fits in the organisation structure

Job description

· The purpose of the job

· An outline list of tasks and responsibilities

· Reporting structure

· Performance criteria

· Location

· Salary and benefits package

Person specification

A description of the ‘ideal’ candidate:

· Skills, experience and qualifications needed

· These are often graded as essential, advantageous or desirable

Application form

· Notes on completing the form

· The selection policy and process

· Monitoring procedures for equal opportunities, disability, gender, etc

Things to remember

· Read the pack thoroughly, especially the job description and person specification, they will tell you who and what the organisation is looking for which will help you to target your offer

· Use the background information to work out what the organisation is like in terms of performance and culture.

· Follow the instructions in the application — you will be assessed on how well you follow them.

Different packs in different sectors

Different sectors have different approaches to application forms.

In the private sector application forms vary in content and style.  They often mix questions about work background with competency and performance-based questions (e.g. ‘describe a situation when ……’).

In the public sector, authorities often ask you to address all the points on the person specification in an addition information section.  Both local government and police usually ask questions about convictions, family connections and involvement in local politics.

In education positions there is an emphasis on academic achievements rather than on employment background and you may need to review you CV layout to reflect this.
Application Forms                                  8
A form can be used for making an application to:

· an educational course 

· a job 

· a training opportunity 

Job Application Forms

Whatever job you are applying for, you’re likely to be sent a form and pack of information. Employers like application forms because they standardise everyone’s information and make it much easier to compare what people have to offer. They also make it easier to structure interviews in a more objective way.

Do application packs vary in different sectors?

Different sectors have different approaches to application forms.

· In the private sector application forms vary hugely in content and style. They often mix questions about employment background with competency and performance-based questions (eg ‘describe a situation when …’).

· In the public Sector local government authorities usually ask you to address all the points on the person specification in an additional information section. Both local government authorities and police authorities usually ask questions about convictions, relevant family connections and involvement in local politics.

· In education positions there is an emphasis on academic achievements rather than on employment background and you may need to review your CV layout to reflect this.

· For online applications you will need an e-mail address. You may need JavaScript enabled on your browser (see preferences options on the browser). Always download the form to give yourself time to work on your answers and redraft them.

What do you get in application packs?

When you ask for an application pack, you may get:

Background information

· The organisation’s Vision and Mission statements

· Their performance

· Where this vacancy fits in the organisation structure.

Job description

· The role’s purpose

· An outline list of tasks and responsibilities

· Reporting structure

· Performance criteria

· Location

· Salary and benefits package

Personal specification

A description of the ‘ideal’ candidate:

· The skills, experience and qualifications needed.

· These are often graded as essential, advantageous or desirable.

Application form

· Notes on completing the form

· The selection policy and process

· Monitoring procedures for equal opportunities, disability etc.

Application forms are usually divided into sections:

· Personal details.

· Skills, qualifications and experience

· Equal opportunities, health and disability.

The most important section at this stage is ‘skills, qualifications and experience’. Employers will look at how your qualifications and experience match the key criteria in the job description and the personal specification. Selectors often don’t even use your personal details or equal opportunities information. 

How you complete application forms is important.

There are a few guidelines you should follow:

· Find a quiet place to work in, sit at a table/desk and make sure you have plenty of time to fill it in. 

· Read the pack thoroughly, especially the job description and personal specification and carefully follow ALL the instructions. The pack should tell you who and what the organisation is looking for in this job, which will help you to target your offer. Use the background information to work out what the organisation is like in terms of performance and culture.

· Look out for requests such as listing your career in chronological order or reverse chronological (starting with the most recent)

· Ask for help if there is anything you don't understand 

· Follow the instructions in the application pack – you’ll be assessed on how well you follow them.

· Use your CV as a guide on what to write but match their words where possible.
· Approach each question from their perspective. Think about what they are looking for, especially in open questions like ‘Tell us about a time when…’ and reply in terms of benefits to them.
· Structure ‘real life’ examples as ‘STAR’ stories (that cover Situation, Task, Action, Result).
· Use the ‘Additional information’ section to make points that reinforce what you offer them.
· Practise on photocopies or blank paper make sure your answers are neat and clear, with no errors - spelling or grammar 

· Write out the actual form lightly in pencil first 

· Check you've completed all the relevant parts. If a section on the form doesn’t apply to you, write N/A (not applicable).  

· Type your replies or write clearly and use black ink

· Take a photocopy in case you get an interview 

· Send off the form in time for the closing dates 

· Think ‘ABC’ - Accurate, Brief and Clear 

Information required on application forms

Forms require information such as personal details, education, qualifications, work experience and referees. 

There is also usually a place for adding a further information/supporting statement - this is information to support your application, in other words, why they should choose you for the course or job. 

Think about what they are looking for from applicants - the requirements of the course/job. Give examples of how you demonstrate the necessary interests, skills, experience, personal characteristics, etc. 

Educational course application forms will require details of previous courses of study. 

You may need to complete a form from a local college of further education or 6th form. When applying to university or higher education colleges, you may have to apply via a clearing house such as UCAS. These require very precise information. It is important to read the guidelines for completing these forms very carefully. 

Making Your Application Form Effective.

· Does your offer match what they say they want? (Check it back against the job description and personal specification).

· Have you answered all the questions?

· Are your answers tailored to the job?

· Have you checked spelling and dates?

· If you have to give referees, have you made sure that they know about this application and will support you?

· Have you made a copy for your records that you can take to the interview?

· If you have a disability have you mentioned any arrangements you need at interview?

· Have you sent it to the right person, in the right way (post or e-mail) and on time?

Who can help you?

Many people can offer you help and advice - careers officers/advisers, training officers, friends and family.
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If you are replying to vacancy adverts, or simply sending a speculative letter, you will need to find out about the organisation to which you intend to write. You will need the contact name and address as well as information about what the company does. You can use this information to help you think about what it is that you can offer the company. 

Use the following pointers in your letter to make it more personal and to emphasise what you know about the company and what you have to offer them. 

Format

· Address letters to a specific person. If you don’t know who this is, telephone the company and ask for the name of the person who deals with applications. It may be different people who make decisions in different areas of the organisation. Where possible get the person’s name and job title, full postal address, E mail address, and telephone number. Sometimes a short phone call just to find out who you should write to saves your letter getting stuck in the wrong person’s in-tray or waste paper bin.
· Put your own address and telephone number at the top right of the letter and the date and the name and address of the organisation on the left-hand side. 

· If you begin by using a name, e.g. Dear Mrs Shaw, end the letter with “Yours sincerely”. If you cannot find out the person's name begin with “Dear Sir or Madam” and end with “Yours faithfully”. (Note the lower case “s” and “f”). 

· If you are responding to a specific vacancy advert, include its reference number if this is given in the job advert. 

· Type the letter, word process it or get someone else to do this for you. If this is not possible then write the letter neatly and clearly on quality white paper (A4 size). 

· Sometimes employers ask for hand-written letters and you should always provide what is requested. The pen you use should produce your best handwriting. If a mistake is made, start again. There should be no crossings out or inky blots on the letter. 

· Organise the page so that the typing or written word looks balanced on the page. For instance, all the margins (top, bottom, sides) should be about the same size. Keep the paragraphs as balanced as possible i.e. a short opening paragraph, a fuller main body of the letter and finishing with a short closing paragraph. 

· Put all your points in a logical order with the most important and eye catching first.

· Keep your letter to one side of A4.

· Have a definite conclusion, and thank them for reading it.

Content

· Hang your letter on a peg! (i.e. “Further to our telephone conversation(” or “In response to your advert in the Evening Standard on (”).

· State the purpose of your letter in the first paragraph.

· Mention where you have seen the vacancy, or where you heard about the company. 

· Have a clear but concise message declaring your purpose for writing. Keep your message short and to the point. Make a list of all the points you wish to get across. Concentrate on accurate and factual information.

· Sound enthusiastic about the job advertised (or else working for the company in general, if the letter is speculative and no job has been advertised). 

· Briefly emphasise your strong points in the covering letter. These are the skills/achievements/work experience/qualities that draw attention to what you, as an individual, have to offer the employer.

· Summarise your personal profile and previous experience in short punchy sentences.

· The letter is to persuade the reader to look at your CV, so give them a flavour only.

Additional Guidelines for writing Covering Letters

· Write a draft of the letter and check it for spelling mistakes and grammatical errors. Ask someone to proof read it before it is sent. 

· Some of the information given in the CV can be repeated but keep the letter short (one side of A4 only) and to the point. Use phrases such as, ‘As you can see from my CV, I have gained considerable accounting experience as treasurer of the Foxley Disabled Children’s Association.’ 

· Be punctual. If there is a closing date for applications, make sure yours is submitted on time. 
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Preparing Answers to Questions    
Common questions

Tell us about yourself

Which answer is best? ----------------

Answer 1

'Well, I am 44 years old, and I've got brown hair and I'm five feet four. I've spent the last ten years raising my children and I like tennis and badminton. I've got four children and three dogs. My husband works in an electronics plant. '

Answer 2

'I've spent ten years raising my children and, now that they are older, I've decided to return to the workplace. I've taken a course in IT to update my skills and I'm looking for a position which will enable me to use my abilities to help people and advise them. I was treasurer for our PTA shop, so I'm used to handling money. A career as a financial advisor appeals very much — I'm keen to learn and develop my skills.'

Why do you want to work for this company/organisation?

Mention any good aspects of the company which appeal to you .product, management structure/ systems, international opportunities, technology, growth potential, policies. Then explain how the job matches your experience, qualifications and interests.

Why should we employ you? What have you got to offer us? 

Explain how your abilities and interests match the specific job requirements and how you meet the important unmentioned requirements. Try to show them that you are the ideal candidate for the job.

What did you do in your last job?

Describe: skills and tasks that are relevant to the new job, your responsibilities, any machines/equipment/packages you used, people you had to deal with, any promotions or achievements.

Why did you leave your last job/want to leave your present job? 

Be positive about your previous/current employer and talk about wanting to broaden your experience, look for something more challenging, take on more responsibility etc. If you were dismissed, try to show that you have learnt from the experience and that the problem wouldn't recur.

What are your strengths and weaknesses?

Start with your strengths; choose three qualities and give examples of each. Relate them to job requirements.

Pick one or two weaknesses (not three) and try to turn them into strengths; 'I sometimes get impatient, with myself and other people, because I like to get things done promptly and meet deadlines.'

Can you work under pressure?

Some people like working under pressure - if you do demonstrate this with an example. If you don't you might still be able to work under pressure when necessary so you could say 'I can when necessary' and go on to ask 'How much pressure would you say is involved in this position?'

Do you have any children/dependents?

This is an illegal question which you don't have to answer. You could reply 'So far as possible I keep my private life separate from my working life.'

Other Questions that may be asked

Attitudes to Work

What are your interests outside work?

What do you want to be doing three years from now?

If I asked your former colleagues/boss to describe you, what would they say?

In what ways do you feel your fellow employees would find you easy to work with?

If you could do it all over again — what changes would you make in life and career?

How many work days have you missed in the past year?

What do you consider a legitimate reason for missing work?

What are your salary expectations? How have you arrived at this figure?

Previous Work

Tell me about your boss — what did you dislike/like about the way you were managed?

What duties did you particularly enjoy?

Tell me about some of your accomplishments.

Tell me about some of your career disappointments.

How did you benefit from your term of employment there?

How has that job prepared you for greater responsibilities?

Motives for Applying

What would be the advantages to you in joining us?

What would be the most challenging aspects of this job?

If offered the job – in what way could you make your best contribution?

If offered the job in what areas do you feel you would need further development?
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Interviews:

Suggested questions to ask

· Who would be my line manager? /Who would I be reporting to?

· Can you tell me the about management structure here?

· What training would be available to me?

· Does the company/organisation carry out regular staff appraisals?

· Is this a new post or would I be replacing someone?

· What is the makeup of staff working for the organisation?

· What happens next? What is the next stage in the selection process?

· When will I know the result of my application?

· Will I be able to contact someone to get feedback?
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 The aim of any application, by letter, CV or application form, is to get an interview. Having got the interview it is very important that you prepare yourself properly, do as well as you can at the interview and, if you are unsuccessful, learn from the experience. 

 What are interviews?

Interviews are a two-way dialogue where you and the interviewer swap information about your experience and expectations and try to impress each other.

The interviewer wants to find out how well you could do the job and fit in with their 
rganization.

Your aim is to convince them that you are the best person for the job and that you will fit in with the 
rganization. You also want to find out what it would be like to work there.

Are there different types of interview?

Interviews can take different forms:

· Traditional one-to-one interviews

· Interviews over the phone

· Panel interviews

· Assessment tests.

Before the interview you should be told what format to expect on the day.  It helps to be clear about:

· The format for the day.

· The composition of the interview panel. Try to memorise the names and job titles of your interviewers.

· If you are likely to meet anyone else, such as informally meeting the team.

· If there will be any psychometric assessments and if so, which type.

· If you will be expected to deliver any presentations.

Preparation

Find out about the 
rganization. What do they do? How many people do they have? Ask everyone you know, go to the library and read newspapers to try to find out as much as you can about the 
rganization.

Think about yourself. What skills, qualities and achievements have you got that would interest the interviewer. Read your application again and pick out the things you’d like to come out at interview. 

Plan your journey – 

· Make sure you know exactly where and when the interview will be and let them know you will be attending. 

· Interviews aren’t always held on site nowadays and are often held in hotels or rented premises, so be aware of your personal safety. 

· Plan your journey and aim to arrive at the reception area of the company at least 10 minutes before the interview. Arriving late suggests you may always be late for work. 

· If possible, have a dry run beforehand and an alternative plan in case something goes wrong.

· Check the location on a map if you need to. The local library will probably have copies of local maps. For interviews in another town or city, the company will probably send you a map and details of how to find them by rail, car, bus etc. If they don’t, telephone them and politely ask the receptionist to send you details. Have a pen and paper handy in case these are given over the telephone. 

· Decide on your preferred method of transport and check the timetable with the bus or rail company. 

· If you are driving there ask about parking facilities beforehand.
Dress appropriately – choose clothes that suit the type of work and fit in with the 
rganization’s image. Aim to look clean, neat and tidy. Get your clothes ready the day before. Your clothes and personal grooming make an impression.
Assemble your record of work and any other work that may be relevant. Take this with you. Be sure to 
rganiza the work you are taking so that it is well presented and can be looked at quickly.

If possible 
rganiza doing an interview with someone, e.g. a Careers Officer. 

Prepare a list of questions about things you want to know. Keep it short, take it with you and ask the questions when the interviewer/s ask you if you have any questions to ask. The answers given to the questions you ask will help you to decide whether you want to join the 
rganization and will show your interest in the job. These could include:

· How did this job vacancy come about?

· How do they see the role developing?

· What are the challenges facing the team/department/
rganization?

· What would they expect you to achieve in the first three months after appointment?

· Are there any problems in this role that you should know about?
Anticipating questions you are likely to be asked and preparing suitable replies should help to make you more confident – even if you’re still just as nervous.

There are standard questions which you are likely to be asked in one way or another – questions about work, the job you are being interviewed for and your major achievements and qualities at work.

Get a good night’s rest before each interview so that you’re at your best.

Take a mobile phone in case of unexpected delays – but switch it off when you get there.

Limit hand luggage to a good quality briefcase or portfolio. Take a notebook, file or diary to write down key issues and questions

At the interview – the start

· As soon as you arrive behave as if the interview has started. Reception staff may be asked for their impressions of you. Take deep breaths to calm yourself before you go in. Look as if you already belong in the 
rganization
· Read company press releases, brochures and notice boards for up-to-date information.

· Some interviews will begin or end with a tour of the workplace/building. Remember this is still part of the interview. Take this opportunity to find out whether you think you’d like working there. 

· A selection test may be included as part of the interview though often you will be informed of this before you go. Selection tests may test your reactions, speed and manual skills; others may be more like written exams and test comprehension, problem solving, numeracy, or perception. If you know the type of test in advance, you could spend time 
rganizati similar exercises. This may increase your speed and allow you to learn how to tackle such tests. Ask your careers officer/adviser or teacher for advice about tests and books to read. 

During the interview

The first few minutes of an interview are crucial as they strongly influence how the interviewer feels about you. Fortunately appearing confident is a skill you can learn and practice.

· Start with a firm handshake and use a positive voice and body language.

· Speak clearly and distinctly and make sure that your voice sounds warm, especially if the job involves communication skills
· Be polite, courteous and respectful. Thank the interviewer(s) for seeing you. 

· Sit up and appear interested, alert and enthusiastic about the job and the prospect of working for them. 

· Be positive, you have been successful at getting an interview when others were not. 

· Smile and look at the person to whom you are talking. Use hand movements and facial expressions to emphasise your enthusiasm and to support what you are saying
· Keep enough eye contact to establish sincerity – be sensitive to different cultural norms
· Listen carefully to the questions and think before answering. 

· Ask for clarification if you don’t understand and re-start an answer if you make a mistake. Asking them to explain or rephrase a question shows good communication skills on your part
· Use convincing STAR examples (Situation, Task, Action, and Result) to show what you’ve achieved in previous 
rganization
 and what you could contribute to this one
· Talk positively about results and benefits, profitability and productivity to convince the interviewer that you are determined to succeed
· Use the interview to ask questions which show your research in the job, the 
rganization and the market in which it operates
· Get your points across in a factual but sincere manner
· Answer questions with more then simple “yes” or “no” – the interviewer is trying to get to know about you and wants evidence of your skills and abilities
· Resist the temptation to 
rganizat your previous employer or colleagues – no matter how tempting it is, it’s unprofessional
· Do not try to negotiate your salary or terms of employment until you have been offered the job
· Do not try to 
rganizati your interviewer for a decision – nobody likes to be put on the spot
· What does the interviewer want to find out? 

Passing the interview is important to you, getting the right person is important to the interviewer. The interviewer/s wants to know if you:

· are well motivated

· have initiative

· have prepared

· have taken responsibility for your future

· have made plans for the future and will be looking for evidence of all these things. 

Some of these questions are bound to be asked: 

· The ice breaker: Did you have a good journey? Or Did you find us all right?

· What can you tell us about yourself?

· Why do you want to be a…?

· What can you offer us?

· Why do you want to work for us?

· What do you see yourself doing in 5-10 years’ time?

· What are your hobbies/interests?

· What do you consider your greatest strength and weakness?

After the interview

· Review your performance – while you still remember.

· Assess where you were successful and what you need to improve on.

· Note your impressions of the 
rganization, the type of questions they asked and how you coped.

· If unsuccessful always try and get feedback from the interviewer on your performance. Contact the interviewers and ask politely about your performance.
· Ask yourself whether you prepared well enough 

· Ask yourself what your strengths and weaknesses are and make notes on these for future reference 

· Learn from the experience and try to improve in the future 

· be positive and keep trying

· If you are successful remember to thank the people you have met. You should be given details of what will happen next, for example they might write to you formally offering you the placement/job, if not, ask. 

· There are many applicants for each job and each person has to compete. The reasons for not being successful may be minor. 

13
Interviews — Ten helpful hints to cope with confidence
1. Nervousness is normal!

Good interviewers allow for some nerves.

If you have been offered an interview you have already had some success. You have been short-listed from a number of applicants, so feel confident and value yourself.

2. Be well organised!

There are a number of things you can organise that will reduce the pressure of an interview before the day arrives.

Make sure you know where the interview is. Doing a practice journey can be a good idea.

Make sure you know how you are going to get to the interview and how long your journey will take. Make sure you have a back up plan if the car will not start or the trains are cancelled.

3. Do your homework!

Try to find out as much as possible about the employer and the business. Ensure that you are clear about exactly what the job entails. Read the job description several times prior to the interview, noting anything you are unsure about.

4. Get the outfit ready!

First impressions count. Regardless of the job you are going for, look smart and tidy. You do not need new clothes, but be sure to wear something that you will be comfortable in. Confident people inspire confidence in others.

5. Be prepared!

Make sure that you know what is expected of you at the interview. Many employers will outline the type of interview you will have beforehand.

Some interviews may require a type of test e.g. aptitude or typing. You may be asked to participate in a group activity to test your team work skills. You may be presented with a particular scenario and asked how you would deal with it.

The style of interview can vary a great deal. Some will be very informal, others may be a panel of three or more people in a more formal setting. Some interviews are 20 minutes, others last the whole day. Expect the unexpected!

6. Prepare for questions

Although you can never know exactly what you will be asked there arc some topics that come up regularly.

These can include: previous work experience, reason for changing jobs, why you applied for this job, what you can bring to the post, what you have been doing if you have been out of paid employment. Remember the skills and responsibilities that you have gained bringing up a family and being a carer!

7. Be ready on the day!

Make sure you have time to get ready and make contingency plans, especially for the one you care for.

Leave in plenty of time so you can gather your thoughts prior to the interview. Rushing adds unnecessary pressure.

Make sure you have any documents, certificates etc if they have been asked for.

8. Make the right impression!

Sell yourself without exaggerating. Do not be afraid to make the employer aware of your strengths and abilities, remember it is a two-way conversation. Make good eye contact and look at the person who has asked you the question when you reply.

9. Answering questions

Avoid 'Yes' and 'No' answers, instead try to give as much relevant information as possible. Don't be afraid to pause briefly to gather your thoughts before answering a question.

Prepare some questions you want to ask when you are given the opportunity to do so.

10. Be yourself!

You can be no one else and even a good actor will eventually be found out. . After the interview make sure that you know when you will hear the outcome.

Good Luck!

Adapted from Interviews: Coping with Confidence, Keynotes Plus: Michelle Miniss/Stephanie Dempsey August 1999
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