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Positive Steps to Your Future:
introduction
Skills Development Scotland offers
a full range of career management,
employability and information services
to enable you to make well-informed
and realistic decisions about your next
steps. All services are free, impartial and
tailored to suit the needs of individuals.

How Skills Development Scotland
can help you
We can support you to:
• make well informed, realistic
career decisions
• widen your career horizons and challenge
your thinking about career options
• locate and apply for alternative
opportunities
• review progress in achieving your
career aims.
We have resources which can help you look
into:
• careers, job vacancies, learning and
training opportunities
• appropriate funding
• trends and changes in the labour market.
We can offer practical assistance in:
• making decisions and how to
implement change
• identifying your current skills, expertise
and strengths
• applying for new work, training
or learning opportunities
• developing a CV and preparing
for interviews
• completing application forms.
My World of Work:
• My World of Work can help you explore
your options and make the best decisions
for your future. It is packed with useful

features and advice to help you for
whatever stage you are at
• Register and log on at
myworldofwork.co.uk
How else can we help you?
• Web chat: if you would like some more
information or specific help using some of
the features of My World of Work,
you can use Web Chat to connect with an
Adviser online. They can help you
get the most out of My World of Work
• Telephone: if you would prefer to
speak to someone, you can call us
on 0800 917 8000
• Further advice: if you still feel that
you need more help, we can offer you
a face-to-face session with a Careers
Adviser at your local Skills Development
Scotland Centre. Call 0800 917 8000
to arrange an appointment.
Support from PACE
If you are facing redundancy or have
recently been made redundant, further
support is available through the Partnership
Action for Continuing Employment (PACE).
Skills Development Scotland leads the
delivery of PACE on behalf of the Scottish
Government along with a number of
partners. All the support in this guide is part
of the PACE offer. In addition, PACE offers
free, impartial advice and support to help
you:
• understand the redundancy process,
as well as your rights and entitlements
• check what benefits you may be entitled to
and review your tax calculation
• start up a business
• cope with redundancy-related stress.
Call 0800 917 8000 or visit
redundancyscotland.co.uk for advice
on the full range of PACE services.
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Positive Steps to Your Future:
how this book can help you
Supporting Positive Change
through Career Management Skills
This handbook is a resource to help if
you are facing redundancy or have recently
been made redundant. However, it can be
helpful for anyone facing change. Effective
Career Management Skills empower people
at any stage in life to take control of their
career. Skills Development Scotland can
help you develop the capabilities that lead
to lifelong successful career planning.

Redundancy

If you are reading this book then it means
you may be facing redundancy at present.
You will no doubt be going through a wide
range of emotions and may not be sure
how to deal with them.
You’ve probably asked yourself a number
of questions:
• what happens now?
• what else can I do?
• how am I going to find a new job?
This book aims to support you through this
major change in your life by helping you to
answer these questions. It will also help you
to consider the ways in which you can use
your feelings positively to move on to new
opportunities.

Development within the workplace
The job market is changing all the time,
so it’s important that you review your skills
and qualifications at regular intervals.
This goes hand-in-hand with continuously
developing your skills. The fact that you
want to continue in your position does not
mean that you cannot develop within it.
However you have a shared responsibility
with your employer to identify areas for
development.
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You might also feel ‘stale’ in your current
situation and that it might be time for
a change – but you’re not sure what
to do about this.
• Could you move into a different job within
your organisation?
• Should you think about a new career?
• How can you re-train?
This book can let you address these
questions, through a step by step process.
This process involves identifying how you
feel at present, what you feel you have to
offer, what gaps there are in your skills and
experience and how to address these.

Returning to work after a break

If you have been out of the labour market for
any length of time, a return to work after a
break can be daunting. You may be concerned
that your skills and knowledge are out of date
or even that the ways to find work have
changed. Getting the right support can help.
This book can provide a confidence boost
by helping you understand what you have
to offer and that many of the skills and
strengths gained during time away from the
workplace are transferable and relevant.
If will also give you tips and techniques on
how to tackle the jobsearch process.

Retirement

Retirement is a major life event. You may
have to make decisions about work and
careers, leisure, health, family and finance.
You will have to adapt and adjust to changes
in lifestyle, social contacts and relationships.
As you approach retirement you will need a
great deal of information and advice to help
plan for the future.
This book can help you work through some
of these issues, taking you through a process
which helps you to identify what is important
to you, where work fits into your life, and the
options open to you after retirement.

Positive Steps to Your Future:
contents
Section 1: Facing change

In this section we’ll help you think about your feelings towards
the changes you’re going through. Dealing with your feelings is
an important first step in moving on and progressing.

page 5

Section 2: What have I got to offer?

page 15

Section 3: Where next?

page 31

Section 4: Setting goals

page 43

Section 5: Get sorted

page 53

Section 6: Get noticed

page 65

In this section, we look at your skills, strengths, qualities and
achievements and their value within the job market.

To make an informed choice about your next steps you need to
look at the opportunities which exist beyond your current situation.
What else is out there? What else can you do? What are your options?

Having identified potential options and what could be a way forward,
you need to set goals to help you achieve what you want. This section
asks you to think about what matters most to you in life and provides
some tips about putting plans into action.

This section helps you in the job search process by building on what
you have learned in the previous sections of this book. It looks at
where to find opportunities and how to keep track of what you achieve
during your job search.

This section looks at CVs, application forms and covering letters
which are the main tools you will use to apply for opportunities and
helps you develop your skills in this vital aspect of job search.

Section 7: First impressions count

This section of the book takes you through some of the common
selection methods, including interviews and selection tests. Find out
how to prepare for different types of interviews and how to deal with
what happens next.

page 117
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SECTION 1

Facing change
In this section we’ll help you think about your
feelings towards the changes you’re going through.
Dealing with your feelings is an important first
step in moving on and progressing.

5

Lifelong learning and
career change
A key aspect of today’s job market is that
people should generally not expect to
stay in the same job for life. They may
experience, or be forced to consider,
a change of job or career on more than
one occasion throughout their working
lives. Why is this the case?
Redundancy is common in some types
of work, and you may be forced to look
at new job areas. Even where people do stay
in the same type of work, they are expected
to take responsibility for developing
themselves to enhance their careers and
contribute to their company’s achievements.
Retirement does not always mean the end
of a person’s working life. Many choose to
continue working after the age ofretirement.
Others taking early retirement may consider
a career change, having a good number of
years of working life ahead of them.

CASE STUDY 1 – Redundancy

Roy lives in the Scottish Borders and lost
his job through redundancy after 35 years
in the textile industry.
He was put in touch with a Careers Adviser
via PACE and, after some discussion,
he decided to access training locally and
successfully completed a SVQ II in Floristry
which included practical floristry, business
studies and botany. He is currently studying
for a SVQ Level III through a college in
Edinburgh.
Roy felt that self-employment would
be the best option for him. After seeking
advice from Business Gateway, he has
opened his own shop in the Borders.
Through the learning he has undertaken
he is now able to share his knowledge
with customers with confidence and
professionalism.
Roy is hoping to progress to a Higher
National Certificate in Floristry on a day
release basis to further develop his skills.
myworldofwork.co.uk 0800 917 8000

CASE STUDY 2 – Returning to work
after a break

Atif had worked as an Electrician since
he served his time as an apprentice. He
enjoyed the work and maintained regular
contracts of employment until health issues
meant that he could no longer cope with
the physical aspects of the work.
His diagnosis with MS (Multiple Sclerosis)
coincided with the birth of his first child and
he spent time at home as the main carer.
After his second child was born he was keen
to return to the labour market and sought
advice from his Careers Adviser about the
type of work he could do that he would
enjoy. He knew that he liked talking to
people (in his spare time he did some stand
up comedy though he called it “sit down
comedy”) and cared deeply about the rights
of disabled people.
Atif knew that, with the right adaptations
to the equipment, his IT skills would be
suitable in the workplace so he applied for
an Access to Work Grant during some work
experience with a charitable organisation.
He has since secured work as a Receptionist
for the charity. Going forward he would like
to do the Certificate in Medical Terminology
so he can try for a career in Medical
Administration.

Self
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CASE STUDY 3 – Development in
workplace/lifelong learning

When Susan started work as a waitress
in a large hotel, she had no previous
knowledge of the hospitality industry. With
experience, she took on an informal role
training new employees at the hotel. Susan
recognised that she had skills and strengths
in this area and decided to put herself
through a recognised qualification with the
help of funding she received from an
Individual Learning Account.
Her employers recognised her commitment
and determination and helped her to fund
the remainder of her studies. Susan is now
Deputy Manager with responsibility for the
development and implementation of the
company’s training plan. The training plan
has helped improve staff morale, lowered
staff turnover and raised levels of service
and customer satisfaction.

Horizons

Networks

CASE STUDY 4 – Early retirement

Alice had worked in retail since
leaving school and decided to take
early retirement. She had no formal
qualifications but a wealth of experience in a
variety of areas. This included working as a
supervisor, a trainer and
a first aider. In her spare time she had
experience of looking after an elderly
relative and helping out at a day care centre
for people with special needs.
Her main interest was to secure work
in the care sector; in particular she was
interested in working with young people
with special needs. Together with her
Careers Adviser, she decided to highlight
her transferable skills on a CV, target specific
employers and build on her experience by
doing more voluntary
work. They also discussed the option
of undertaking a college course which
specialised in supporting people with
special learning needs.
Alice and her Careers Adviser worked
together to construct her CV in a skills based
format and she contacted a local
organisation to gain further experience
of working with people with special needs.
She also decided to apply to a local college
and was offered a place
on the NC Supporting Special Learning
Needs course. However, before starting the
course she was offered employment. Since
then, she has begun training on
the job which means she can earn while she
learns.
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The impact of change –
dealing with feelings
We move on now to look at your own
situation and the current change you
are facing.
During any process of change you will
experience a number of different and often
conflicting feelings. Many of these feelings
are associated with a sense of loss for what
you have been familiar with and a resistance
to the changing situation around you.

Such feelings could alter your health,
your judgement and your energy levels.
It is important to deal with any such
feelings appropriately and positively.
This part of the guide helps you to
address your feelings and identify ways
in which you can use these to positive
effect. This can be a helpful process and
the next task is a good starting point.

These changes can be welcomed or
imposed – but the change that occurs can
still lead to feelings of loss, fear and worry
about the future.

Task

How do you feel? Discuss how you feel with someone you trust and then
write answers to the following questions:
What are your feelings about the work you have done for your present employer?

What do you feel about the situation you are in?

How do you feel about the financial responsibilities that you have at present?

myworldofwork.co.uk 0800 917 8000
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How do you feel about the effect that redundancy/retirement/job change may have
on you, your family and friends?

How do you feel about the idea of looking for a new job?

Are you aware of other feelings that have not already been mentioned?

Sum it up

What is positive about the feelings you have mentioned above?

What are the negative aspects of the feelings you have outlined above?
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Recognising your feelings
Career change can be imposed on
you e.g. as a result of redundancy or
retirement. It can be through choice too.
For example, you might be looking at
ways of improving your current situation
or responding to new opportunities
as a result of early retirement.

Whatever the reason for change, you
are bound to experience a range of different
feelings. Such feelings can affect your
morale and confidence, acting as a real
barrier to progress and your future success.
You may recognise some of these from
the previous task.

Typical feelings may include:
Shock/denial

Feelings of loss/
emptiness

not being able to
appreciate what’s
happening

Guilt and self doubt
taking the blame,
doubting your abilities

Fear

fear of change itself,
losing what is secure/
familiar

Grief and sadness
focusing on what has
been lost

myworldofwork.co.uk 0800 917 8000

loss of direction, confidence,
identity, colleagues and the
security of employment

?

Anger and
bitterness

primarily towards the
company and the
decision makers

Relief/euphoria

a sense of freedom
and an acceptance
of change
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Redirecting your feelings
It is important to review your feelings,
focus on the future and look at ways
to use your feelings positively. You will
inevitably find some feelings easier to
deal with than others.

Shock/denial

You will know that you have begun the
process of accepting the situation when you
are able to begin telling your family/friends.
Telling them will help you to get their
support – emotionally and in finding another
job. Try not to spend all of your time telling
them about the negative things that have
happened or how unfair the situation is.
Focus on what lies ahead rather than the
past.

Loss/emptiness

A large part of your life is bound up with
your work. We understand ourselves partly
in terms of the work that we do. Work is part
of who we are and it is easy to feel a sense
of loss and emptiness, particularly if you’ve
worked with your employer for some time.
Again, the best antidote is to focus on your
hopes and aims for the future.

Guilt/self-doubt

The best way to treat your self-doubt is
to review your knowledge, skills, strengths
and achievements then look at how you can
use this information in identifying your next
steps. You will begin to have a clearer
picture of who you really are, what you can
do and how all the abilities you have can be
valued by a future employer. This focuses
your attention on to the future so your sense
of purpose and identity will return. There
are many opportunities to review your skills
and experience in this book.

Anger/bitterness

This is often the most powerful emotion.
It is important to redirect the energy from
anger towards the process of identifying
your next steps. Try to re-focus anger into
determination to succeed.

Fear

This emotion will progressively disappear
as you focus on the future and move ahead
with your plans. Counter your fear of the
unknown by taking time to find out about
the range of options available to you. One
of the views that many often express in
retrospect about job loss is ‘with hindsight,
it’s the best thing that ever happened to me.’
This may also be a view you take in the
future.

Relief/euphoria

A sense of freedom may be felt, especially
if you have been unhappy in your post or
are keen to consider a new career. This
feeling can be used to help you to move
on and view your future more positively.

Grief/sadness

Grieving involves remembering what is lost.
The process absorbs a lot of time and
energy. You may well find that you feel
down and lack energy. You may also spend
a great deal of time thinking about your
last job. The key to moving forward is
acceptance of the change that has taken
place, leaving it behind and looking
forward to the future.
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Accepting change
The process of accepting change begins when you acknowledge and start dealing with
your feelings. Acceptance is easier when you realise that there is gain as well as loss
in the change you are facing. Accepting change is relatively easy in some situations.
In other situations it is harder and takes longer. If you are finding it hard, ask yourself:
‘Why do I find it hard to accept the new situation?’

‘What is stopping me from making the most of the rest of my life?’

Consider your answers. Try to focus away from the past and begin to think about what your
future might look like.
All change involves loss and gain. The familiar may have to be left behind as many new
challenges present themselves – and that isn’t always easy to face.

Tip: If you are finding it hard to move on or difficult to cope please visit
the Steps for Stress website www.stepsforstress.org. The website includes
practical ways for you to start dealing with stress.
In the next task, you can begin to look at potential benefits which could come out
of the change you are facing.

myworldofwork.co.uk 0800 917 8000
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Change: the benefits
Task

What benefits or gains can you see coming out of the present change?
1.

2.

3.

4.

This is the end of the section ‘Facing change’. You have had an opportunity to
review your feelings and identify the positive aspects of the change you are facing.
If you still feel you are uncertain how to deal with your feelings about change you
may find it useful to review this section or get in touch to discuss things further.
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SECTION 2

What have I got to offer?
In section 1, you looked at how you feel about your
current situation, and how to move on positively.
In this section, we look at your skills, strengths and
achievements and their value within the job market.
No matter what situation you are facing, it is
important to understand your skills and strengths,
to know who you are and what you can do.
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Moving on – discover your value
Skills, strengths, knowledge, experience,
personal qualities and achievements are
the currency of the job market.
These are part of a ‘package’ which
employers will ‘buy’. Because of this,
it is important to be able to identify and
highlight your skills and achievements
correctly if you are to get the job that
is right for you.
Most people tend to underestimate
their skills, strengths, qualities and
achievements. Things we do all the time
and without great effort may seem simple
to us – in reality they may represent a high
level of skill or require a lot of knowledge.
This is not the time to be modest!
Most of our skills and abilities are
transferable. We take them with us when
we move on and we should expect to go on
using them in a new context in the future. Not
all of your skills and qualities will have been
used in your most recent job. Don’t forget that
you also develop skills outside of work e.g.
in voluntary work or leisure activities.

What do we mean by
‘transferable skills’?

Every individual has lots of skills, many
of which employers will be looking for in
an employee. However, most people can
usually only identify a few of these, and are
generally unable to describe them to an
employer. Employment experts all agree
that being able to identify your skills is
essential to a successful job search.
Imagine you are in an employer’s shoes.
During the recruitment process they
are essentially buying a person costing
thousands of pounds per year over many
years. Naturally they will want to know what
this person can do. Knowledge of your own
selling points is therefore vital for
completing an application form, writing a
CV or answering interview questions.
myworldofwork.co.uk 0800 917 8000

Transferable skills are simply those that can
transfer from one job or occupation
to another. Many of the skills you use in one
career can be successfully transferred to a
very different type of job. So, it is essential
to think about the ways in which your
existing skills might fit into a new role,
especially if you are planning:
• a move to a similar job
• a move to other jobs within your
current company
• a return to work after a break
• a complete career change.
A skill is not just having expertise in
the use of a specific piece of equipment.
“Skills” are a combination of different
things. These include:
• knowledge – what you know (markets,
products, geographical areas)
• attitudes – how you approach things
(enthusiasm, motivation)
• character – your personality/personal
qualities (sense of humour, diplomacy)
• strengths – things you are naturally
talented at (public speaking, numeracy)
• experience – what you have done (work
experience, qualifications, training,
voluntary work).

Strengths

Horizons

Networks

Self

Career Management Skills
Career Management Skills (CMS) are skills for life which can be acquired at a variety
of points and in a range of contexts as illustrated below. They help you make effective
decisions and realise your potential at any of these points.

Before starting
work

Preparing
to leave or
reduce work

When not
working

Lifelong
career
management
skills

Moving beyond
education
towards work

While in
work

The next task provides a starting point in identifying the skills you have. Use it on
your own or in conjunction with a Careers Adviser who can help you pinpoint what
you have to offer to an employer.
This book will help you build on your existing Career Management Skills, strengthen your
understanding of self, strengths, horizons and networks, and take control of your future:
• Self: understanding your personality, interests and values is key to making the right
career decisions
• Strengths: knowing how to describe and use your talents, skills and personal qualities
can lead to successful transitions
• Horizons: exploring the world of work, training and learning helps your understanding
of all the options open to you
• Networks: identifying who can assist you, and how, in your career journey will make
progression easier
The next task provides a starting point in identifying the skills you have. Use it on your
own or in conjunction with a Careers Adviser who can help you pinpoint what you have
to offer an employer.
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Identifying your skills
Task

Employers are interested in knowing
which skills you can bring to their
organisation. Many skills are transferable
to new work settings and can be grouped
together in different ways.
Many of the skills you have can be used
across a number of different job areas and
in new work settings. This ‘Skills Check’
activity will help you identify the skills you
have and highlight those that

you might like to use or develop in the
future. It can also help you understand
the range of skills you have developed, not
just in paid work but in other aspects of your
life. This is a positive first step
to your future and will help you to avoid
taking your skills for granted.
For each item decide how you feel
and circle the most appropriate number.
Write the total number of 1s, 2s and 3s
at the bottom of each column.

1. Team work/interpersonal
Remember people’s names

1

2

3

Talk to people you don’t know

1

2

3

Cope with awkward or difficult people or people who are upset

1

2

3

Keep calm/control your feelings

1

2

3

Accept feedback in a positive way

1

2

3

Compliment/encourage someone

1

2

3

Introduce and welcome new people to each other

1

2

3

Relate to a wide variety of people

1

2

3

Use a computer keyboard, type

1

2

3

Utilise social networking sites, blogs, e-mail

1

2

3

Use packages such as Word, Excel, PowerPoint

1

2

3

Organise and store information on a computer

1

2

3

Access the internet to research and gather information

1

2

3

Design/edit websites

1

2

3

Play computer games

1

2

3

Use work related software such as CAD, SAGE

1

2

3

Add up your total

2. Information technology

Add up your total
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3. Problem solving/reasoning
Find solutions to difficulties/problems

1

2

3

Be able to anticipate change

1

2

3

Solve puzzles e.g. Sudoku, crosswords

1

2

3

Assess a situation quickly

1

2

3

Look at new ways of doing things

1

2

3

Apply yourself to completing a task

1

2

3

Judge the relevance/importance of information

1

2

3

Understand complex ideas

1

2

3

Spell correctly/use a dictionary

1

2

3

Understand the meaning of words

1

2

3

Write clearly and concisely

1

2

3

Edit written materials

1

2

3

Key

Present ideas and information in writing

1

2

3

• 1 = I’m not good
at this/can’t do this
• 2 = I can do this
• 3 = I’m confident
I can do this well

Sell yourself in a CV or application form

1

2

3

Read quickly/spot mistakes

1

2

3

Write minutes, reports etc

1

2

3

Use a calculator

1

2

3

Calculate using mental arithmetic

1

2

3

Interpret charts and graphs

1

2

3

Calculate averages/percentages

1

2

3

Deal with statistics

1

2

3

Understand balance sheets

1

2

3

Budget effectively (projects/household)

1

2

3

Work out best value in pricing

1

2

3

Add up your total

4. Written communication

• If you have mainly
1s then this is a
weaker skill area
for you.
• If you have mainly
2s then you have
an average ability
in this skill area.
• If you have mainly
3s then this is a
stronger skill area
for you.

Add up your total

5. Numerical

Add up your total
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6. Practical/manual
Design or make something

1

2

3

Carry out repairs

1

2

3

Operate equipment/machinery

1

2

3

Work from drawings/plans

1

2

3

Drive a vehicle

1

2

3

Construct/assemble objects e.g. furniture

1

2

3

Paint and decorate

1

2

3

Lay flooring materials

1

2

3

Plan and organise work effectively

1

2

3

Work under pressure or to deadlines

1

2

3

Organise your time well/prioritise tasks

1

2

3

Handle change in your work or life

1

2

3

Lead and co-ordinate projects/tasks

1

2

3

Set yourself achievable goals

1

2

3

Monitor your progress in achieving goals

1

2

3

Make well informed decisions

1

2

3

Make a presentation to a group

1

2

3

Negotiate/bargain to achieve a desirable outcome

1

2

3

Speak clearly/be understood

1

2

3

Give instructions to individuals/groups

1

2

3

Use a telephone

1

2

3

Explain information and ideas

1

2

3

Tell a story

1

2

3

Listen carefully to others

1

2

3

Add up your total

7. Planning and organising

Add up your total

8. Verbal communication

Add up your total
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9. Physical
Head for heights

1

2

3

Strength

1

2

3

Stamina

1

2

3

Good co-ordination

1

2

3

Quick reactions

1

2

3

Nimble fingers

1

2

3

Steady hands

1

2

3

Physically fit

1

2

3

Motivate others

1

2

3

Organise groups of people

1

2

3

Support people to develop skills

1

2

3

Know how to delegate tasks

1

2

3

Key

Monitor progress of work

1

2

3

• 1 = I’m not good
at this/can’t do this
• 2 = I can do this
• 3 = I’m confident
I can do this well

Chase up outstanding work

1

2

3

Give feedback in a positive way

1

2

3

Discipline a colleague/employee

1

2

3

Add up your total

10. Supervisory

Add up your total

• If you have mainly
1s then this is a
weaker skill area
for you.
• If you have mainly
2s then you have
an average ability
in this skill area.
• If you have mainly
3s then this is a
stronger skill area
for you.
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Now review your responses
If you have mostly 1s in a skills area, this
is a weaker skill area for you. This could
be an area for development and you
could consider some training or learning
to help you become more confident in
using this skill.
If you have mostly 2s in a skills area, this is
an average skill area for you. You are fairly
confident in using these skills but may need
some refresher learning or training to build
up your confidence to

ensure you are ready to use these in work or
a new career.
If you have mostly 3s, then this is a stronger
skill area for you. Remember, you need to
keep these skills up to date
so that you can be successful when looking
for work.
Look at the totals on the previous pages and
tick the most appropriate box in the table
below.
Mostly 1s

Team work/interpersonal
Information technology
Problem solving/reasoning
Written communication
Numerical
Practical/manual
Planning and organising
Verbal communication
Physical
Supervisory
My key skills are:
1.
2.
3.
4.
List your skills which are transferable to a new job.
1.
2.
3.
4.
5.

myworldofwork.co.uk 0800 917 8000

Mostly 2s

Mostly 3s
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Skills: what employers want
It is important to be aware of what employers expect. A survey of British managers
identified the top 15 skills and qualities employers value. Though not in any specific
order, these are what most employers would like to find in an ideal employee. You
can use this knowledge as you apply for other opportunities and to help you identify
any skills gaps.
Team working

Interpersonal
Leadership

Verbal communication

Written communication

Problem solving

Numeracy

Information technology

Flexibility

Self-awareness

Networking abilities

Time management

Motivation

Commercial awareness

Specialist skills e.g. languages,
specific IT packages, sales, journalism

Compare this list with your results in the ‘Skills check’ activity. Are there skills that
you need to learn or develop? How can you do this?
Skills

How

1.
2.
3.
4.

Something to think about

Speak to us about the skills you would like to develop/strengthen. This can help you identify
training, learning or other opportunity to help you build on these.
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Identifying your strengths
We have all got them but maybe you
are not sure what they are. You can find
out what you are good at by completing
My Strengths on myworldofwork.co.uk
Knowing what your strengths are can help
you explore your choices when you are
moving on in your career. My Strengths

is quick and easy to use and when you
are finished you will get a personalised
strengths report full of information on all the
things that you are good at. Being able to
describe your strengths will help you
to sell yourself effectively to employers
in application forms and CVs and
at interview.

Identifying your achievements
Your achievement in a job is the proof
that you have the experience and skills
that you claim to have.
A potential employer can check whether you
have a specific skill and he or she can test
whether you have specific knowledge. The
employer cannot check that you
have the ability to apply that skill and
knowledge to a given situation. He
or she will not know whether you are
a person ‘who gets things done’ until
you are appointed.

myworldofwork.co.uk 0800 917 8000

The main guide to your ability is your
past achievements. The increasing
use of competency based questions in
application forms and interviews indicates
that employers believe that past behaviour
is the best indicator of future performance.
Your achievements give a potential
employer confidence that you will be able to
do the job. Recognising your past
achievements, identifying them clearly and
being able to speak about them with
confidence is vital to achieving success.

Strengths
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Self

What have I achieved?

Task

Achievements are hard to identify because we take for granted the things that we do.
We often regard a significant achievement as being ‘part of the job’ without realising
what it says about our overall ability. Answer the following questions to help
you identify your achievements. Think of a recent job or something in which you
were involved e.g. voluntary or community work to help you focus on identifying
your achievements.
What was the purpose of your job and how did you know you had achieved this?

What targets or objectives did you have? Did you achieve or exceed them?

Have you ever been praised and told you have done a good job? What for? Give examples.

Have you ever received an award or formal recognition for your work or something
you have been involved in? List these below.
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Have you ever made or suggested changes in the way work is done?
What were the results?

Have you successfully adapted to major change? Give examples of how you did this.

Have you ever taken on additional responsibilities?
How did you mange your workload?

myworldofwork.co.uk 0800 917 8000
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How to describe your
achievements
In thinking about your achievements,
you need to distinguish between features
and benefits.
For example, an estate agent may
recommend a house to you because it
‘features’ direct access onto the local golf
course, but the feature will not make you
decide to buy the house unless you are
a golfer. The feature is of no benefit to you
if swimming is the only sport that interests
you.

An employer will recruit you because of
the benefit that he or she hopes to obtain.
Anything that you have achieved at work
brings benefits to your employer – this
might be more sales, lower costs, quicker
or simpler operations, better standards
of customer care etc.
A future employer wants to know
what benefits you brought to your last
employer. This will encourage him or her
to believe that you might be able to bring
similar benefits to his/her company.

Achievements assessment

Now write about each of your most important achievements describing them in terms
of the benefit to your employer or a service that the company delivers. Refer to the STAR
Model in Section 7 to help you.
1.

2.
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Features and benefits
Sales people know that customers don’t
buy features – they buy benefits. When
you are about to make a purchase you
think what you want the product to do
for you then look around for something
that meets your requirements. A good
salesperson will find out what your
requirements are and then highlight the
appropriate benefits of the product he
has to sell. He will be able to answer
your questions about the product and
what it can offer you. Employers think
in the same way, so you need to know
what benefits you can bring and be able
to provide practical examples of these.

Sum it up

Therefore when writing your CV, replying
to advertised vacancies or completing
application forms, you should consider
the employer’s requirements. Highlight
your achievements which meet those
requirements. See the section on
developing your CV later in this book.

You have skills, strengths, personal qualities and achievements which are valuable.
You do have something to offer and hopefully these exercises have helped you to
be more aware of yourself and the assets you have. You now need to look at how
you can use these as you move on and to identify any which you need to develop.
Review what you have learned in this section and answer these questions:
Can you imagine a job or other opportunity that will use your skills, strengths,
qualities and achievements? Describe it.

Are there particular skills or strengths you would LIKE to use in future? Why?

myworldofwork.co.uk 0800 917 8000
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Opportunity awareness what job would suit me?
You are now in a position where you
have a greater understanding of your
skills, strengths and achievements.
Now it is time to think about what
opportunities you would like to consider
as this will determine your next steps
and help you think about the options
available to you e.g. work, learning,
voluntary work, self-employment.
You will find more information about
your options in Section 3.

Exploring your horizons

Careers research can be the next step to
finding what is out there. Often people are
limited in their knowledge about the world
of work, especially if you’ve worked in one
particular sector or industry for a while. It is
good to look at opportunities you already
know about. But, perhaps more importantly,
you can explore ways to find out about
opportunities you don’t yet know about.
It is easy to have preconceptions about
what a job involves and the labour market
in general. The job profiles on
myworldofwork.co.uk describe essential
information about each job, including:
• what the work is like and what tasks
you would expect to perform
• what kind of person does well in that type
of work – their skills and personal qualities
• typical pay scales
• what you need to get in and to get on
– qualifications, training
• the main types of employers
• links for further information.

If you’ve got a particular job in mind, you
can search for it specifically but, even if
you haven’t, it can be useful just to browse
around the job profiles. This can give you
career ideas. On each profile there are
related careers. This means that if one job
interests you but isn’t quite ideal, you can
see if a similar job might suit you more.

Check it out

You can use the details in a job profile like
a checklist to see which of these things
match your own experience. Are these
skills that you have? Do the personal
qualities match your strengths? Is all of this
adding up to the kind of job you want to do?
For each task or skill, check whether you’ve
done it in a previous job. If you haven’t,
can you think of a time you’ve done
something similar, in a different
environment?

Filling in the blanks

This also helps you identify things that you
haven’t done at all. Is there a particular
qualification required for this kind of work?
Do you lack experience in a particular
element of the job? Would you be
embarking on something completely new?
If it is still a job that appeals to you there are
ways you can develop those skills, whether
it’s through taking a course, volunteering or
maybe getting some work experience.
Another part of the jigsaw is to research
the labour market. Is the job you want to
do available locally or within a reasonable
travelling distance, or would you need to
relocate to take up a post? This can be an
important part of making a well informed,
realistic decision about the ideal job for you.
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A little extra research

Once you’ve identified jobs you’re interested
in, it is really useful to talk to someone who
is in that type of work. Use your network:
friends, family, people you know including
ex-colleagues, who may be doing that job.
They can tell you about the work they do or
may be able to introduce you to someone
else who can help. Don’t worry if there is
no-one in your current network who can
help – you can develop new networks by
approaching people for information and
advice either in person by email, letter or
telephone, or through an online networking
site like LinkedIn.
Talking to people helps you get information
about what it’s really like to do that job and
typical routes in to that type of work. You
get the benefit of their expertise, and you
can figure out if the job sounds like it’s for
you. It may even give you access to job
vacancies so you’ve nothing to lose.

This is the end of the section ‘What have I got to offer?’. If you still feel
you are uncertain how to evaluate your skills, strengths, personality and
achievements within the job market, you may find it useful to review this
section or get in touch to discuss things further.
myworldofwork.co.uk 0800 917 8000
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SECTION 3

Where next?
As you have worked through this book
you have spent time addressing:
• How you feel about the changes you are facing
• What you have to offer
• What skills, abilities and achievements you have
• The skills gaps you may have and how you will
develop them.
To make an informed choice about your next steps
you need to take account of the things above.
You also need to look at the opportunities which
exist beyond your current situation. What else is
out there? What are the options?
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Where next?
This section should help you begin to
think about your next steps. It looks at:
• staying in the same area of work
• change to a different area of work
• part-time work/contract work
• learning and training
• sources of funding for learning
and training
• development in the workplace
• starting your own business
• voluntary work
• retirement

What are my options?

The present change represents an
opportunity to move your life in a
new direction.
Before you look at what is out there, it
might be helpful to think about how you
answered some of the questions outlined in
this book i.e. how important work is to you,
what you want from life, what you have to
offer employers etc. Answering these
questions is an important first step in your
decision to move on.
The next step is to consider what else you
can do. What are the options open to you
at this stage?

1. Staying in the same area of work

This option is often overlooked but, for many
people, it’s the most realistic way forward.
Your starting point should be to consider
the following:
• assessing your skills, aptitudes
and experience
• finding out about the local
labour market
• how to market yourself to an employer i.e.
CVs, application forms etc
• finding out about different ways to job
hunt e.g. speculative applications using
contacts, trade vacancies etc.
For further advice and guidance, please get
in touch so we can help you to make the
most of your potential. In addition, the
section in this book which focuses on job
search technique should be helpful.

2. Change to a different area of work
Enforced or voluntary career change can
lead to a positive and fulfilling outcome.
A new career direction can help you to
realise your ambitions. There are a number
of issues you need to consider:
• what are my transferable skills?
• what are the entry routes to
different occupations?
• can I enter new types of work
without training?
• if I need to retrain, what course would
be best?
• how do I market myself to employers and
talk to them positively about my change
of direction?
A Careers Adviser can help you to identify
jobs/careers worth considering. They
can also support you as you plan any
career change.

myworldofwork.co.uk 0800 917 8000
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3. Part–time work/contract work

There are options beyond traditional
full-time employment. These include part
time work, having a couple of part-time
jobs, job sharing, temporary jobs and
contract work. These jobs can offer
experience, variety, money and flexibility.
Depending on your circumstances they
may be worth considering either on a long
or short-term basis. Get in touch to discuss
this option in more detail.

4. Learning and training

The change that you are considering
or facing can provide an opportunity to
study or learn something new. This can
mean up-skilling to build on existing
skills and qualifications to enhance future
employment prospects. Or it could mean
re-skilling, learning new skills and gaining
new qualifications that could lead to
a change of career.
Learning opportunities today are very
flexible. You can learn on a full-time, part
time or open/distance learning basis. There
are courses at all levels from beginners
to advanced and everything in between!
Learning and training providers can be:
• colleges and universities
• private training providers
• community learning centres
• libraries
• at home – through open/distance learning
• on-line/e-learning.
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Networks

The Scottish Qualifications Authority also
oversees academic qualifications such as
Highers, Higher National Certificates,
Diplomas, Degrees and Postgraduate
qualifications. A Careers Adviser can
provide advice and support in identifying
appropriate qualifications.
If you want to get a better job, earn more
money or improve your computer skills,
then it’s worth thinking about whether
more qualifications might help you
achieve your goals.
Finding your way through the maze of
qualifications and ways to learn and train
can be off-putting, but don’t worry, help
is at hand! If you:
• don’t have any qualifications but want
to know how to get some
• want to add to current qualifications
but don’t know how to
• don’t know what different qualifications
mean and where they can lead
• need to find out about the range of
funding available...
…then please refer to the information in
this section. Here you will find details of
different types of qualifications and how
they can fit together as well as links to the
various sources of funding available.

There is a wide range of both vocational
and academic qualifications. Vocational
qualifications tend to focus on professional
and work based or work related skills
development. Many of these qualifications
are backed by the Scottish Qualification
Authority.
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In order to better understand the range
of qualifications that are available it is
important to have some knowledge of
the Scottish Credit and Qualifications
Framework (SCQF) www.scqf.org.uk
The SCQF brings together the main Scottish
qualifications offered by schools, colleges,
universities and training providers. It also
includes learning programmes delivered
in the community and in the workplace.
Qualifications and learning programmes
are awarded SCQF level and SCQF credit
points. The SCQF level gives an indication

of the difficulty of the learning programme
and the SCQF credit points represent how
long it takes on average to successfully
complete a qualification.
There are many different kinds of Scottish
qualifications including NCs, Highers, SVQs,
HNDs and Degrees. Each qualification has
a SCQF level and credit points so it is easier
for you to compare one with another. SCQF
levels and credit points now appear on all
Scottish Qualifications Certificates, so
individuals can track their progress as they
move forwards through their learning career.

Look at the framework above as you would a road map. You can now see different routes
that you can follow to reach your desired destination.

myworldofwork.co.uk 0800 917 8000
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Vocational training
Training support for people who are
unemployed and actively looking for work
is available to allow people to undertake
vocational training linked to local labour
market opportunities. Trainees receive help
from a network of training providers and
a wide variety of skills and occupations is
supported. There is also support to help
people find and get jobs or start up their
own business. The level of training will
depend on your background and work
history. Check your eligibility with your
local Jobcentre Plus.
Private training providers also offer a wide
range of work related training which can be
self-funded – see information in this section
on funding available.
Vocational training also covers learning
in work such as SVQs and Modern
Apprenticeships.
Community learning
Community-based adult learning includes
a range of learning opportunities such
as numeracy, literacy, languages, arts,
crafts, information and communications
technology, creative writing, dance,
walking, fitness, sport and courses for
personal development. It can be undertaken
in a wide variety of community settings.
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Your local council’s website will have
details of how to get in touch with your
local Community Learning Team.
Libraries
Your local library may offer tutor-led
computer classes as an informal way to
learn about computers from the basics of
switching on a computer and using the
Internet, to courses certificated by the
British Computer Society. Contact your
local library for details.
Further education
Further Education Colleges offer a wide
range of courses including:
• modules
• City and Guilds
• access courses
• National Certificates
• Higher National Certificates
• Higher National Diplomas
• Professional Development Awards.
They also offer different ways of studying:
• full-time
• part-time
• evening
• flexible and distance learning.

You can learn in a relaxed, friendly
atmosphere on a course to suit your own
pace of learning. Courses can be
certificated or non-certificated, interest
based or job related and you can use your
new skills and qualifications to move on to
more advanced levels of learning. Childcare
support and crèches are made available
where possible.
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Higher Education
Higher Education means studying for
a Postgraduate qualification, Degree,
Professional Development Award (PDA),
Higher National Diploma (HND), Higher
National Certificate (HNC), Diploma in
Higher Education (Dip HE) or a Certificate
in Higher Education (Cert HE) at a university
or college.
If you want to study at university:
• you must apply through the Universities
and Colleges Admissions Service (UCAS)
• you can use their online system to apply
for up to five courses
• for most courses the closing date is
15th January
• full details of courses and the application
process are available from UCAS
www.ucas.ac.uk
If you want to study for a Higher National
Certificate, Certificate in Higher Education,
Higher National Diploma, Diploma in Higher
Education or a Professional Development
Award at a further education college apply
directly to the institution.
Many HNC, HND, CertHE, DipHE and
PDA courses link with degree courses.
Completing one of these courses may
allow you to gain entry to a degree course
at university.
Access courses
Scottish Wider Access Programme (SWAP)
gives independent advice to adults about
opportunities to access higher education.
There are many adults who have the
potential to succeed at university but
missed out first time round for whatever
reason. Friendly staff can give advice if you
want to access higher education but lack
the necessary qualifications.

myworldofwork.co.uk 0800 917 8000

Many adults think that they can’t get into
university because they don’t have the
school qualifications necessary. You will
have built up a range of skills through
previous work experience or from bringing
up a family, and these may be the exact
skills that universities are looking for (e.g.
being able to communicate effectively with
others, work in teams and solve problems).
A Scottish Wider Access Programme
develops these skills and prepares you
to succeed in higher education.
You are never too old to learn. Even if
you have been at work (or out of work)
for years, or lack formal qualifications,
you can still get into Higher Education.
SWAP programmes run in colleges all over
Scotland. They are designed specifically
for adults and can lead to a wide range
of university and college opportunities.
Find out more at
www.scottishwideraccess.org
Pre-entry certificate
Some universities run this course which is
designed for students who have completed
school education and who have gained
some further life or work experience,
and who wish to undertake degree level
study but do not have the normal General
Entrance Requirements of the university,
or who have been away from study for
some time. It aims to equip you with the
necessary skills for undergraduate study,
as well as familiarising you with what
a university has to offer.
No formal academic qualifications are
required and the course tends to run one
evening per week over the academic year.
If the Pre-Entry Certificate is completed
successfully the student may, dependent
on the level of performance, be considered
for entry to a range of courses at degree
level at one or more higher education
establishments.
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Recognition of prior learning
This is the recognition of learning which has
been gained in the past. This could include
learning gained through experience or a
more formal learning programme such as
a course or qualification. RPL is an umbrella
term to describe the process used to
recognise learning from the past.
Depending on who you speak to and the
type of learning involved you may also
hear RPL called:
• accreditation of prior learning
• accreditation for prior informal learning
• accreditation of prior experiential learning
• credit transfer.
RPL may help a learner avoid having
to repeat learning already achieved and
can shorten the length of time taken to
complete a further qualification. You could
be awarded academic credit as a result of
formal qualifications, a course, self-directed
study or as the result of experience either
at work or in leisure pursuits.
It is often used in further education, adult
education and higher education for the
purpose of:
• entry into a course or programme
• advanced standing on a course or
programme
• credit against some of the outcomes
of a course or programme that will
count towards an award.
Arrangements for RPL will vary between
institutions and full details can be found
within institutions’ own guidelines. You still
apply to your chosen college or university
in the normal way but should contact them
first to discuss whether they have an RPL
policy and what evidence they will need.
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RPL for credit is mainly used to help
students progress onto a course where
their previous learning overlaps with the
area of study. It is more difficult to use
them between very different subject areas.
For more information on RPL go the SCQF
website www.scqf.org.uk
The Open University in Scotland
The Open University in Scotland
www.open.ac.uk is the leading supplier
of part-time higher education in Scotland
providing high-quality university education
to all who wish to realise their ambitions
and fulfil their potential. There is flexible
support, tailored to the needs of the
individual student and their area of study.
Location is no barrier to studying with
The Open University. There are OU
students in every postcode in Scotland
and, with no entry requirements for most
undergraduate courses, the OU is open
to everyone.
The Open University’s style of teaching
is called ‘supported open learning’, also
known as ‘distance learning’. Open learning
means that you will be learning
in your own time by reading course
material, working on course activities,
writing assignments and perhaps working
with other students. Supported means
support from a tutor and the student
services staff, as well as from centralised
areas such as the Open University Library
or Open University Students Association.
Some courses include a residential or day
school. These are held at various times
and locations.
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Adult residential college
Newbattle Abbey College is Scotland’s
only residential adult education college.
It is a national college designed specifically
to meet the needs of adults returning to
education looking for a second chance to
learn. Students go on to study at university
and college, or directly into employment.
A full-time Arts and Humanities Award is
offered as well as various part-time short
courses. Find out more at
www.newbattleabbeycollege.ac.uk
Additional support needs
Colleges and universities in Scotland
provide specialist guidance and learning
support to students with disabilities.

Course choices
Use Course choices on
myworldofwork.co.uk to look for learning
and training opportunities across Scotland.
Sources of funding for learning
and training
If you’re thinking about starting a course
or some form of learning, it makes sense to
think about your finances and plan ahead.
Whatever your age, abilities or family
responsibilities, there are many sources of
funding available and one or more of them
may apply to you.

If you have additional support needs it
is useful to talk to college/university staff
before you apply. Most universities have
a Disability Co-ordinator who will arrange
departmental visits and advise on
equipment and support.

Funding can come as a grant or a loan or,
in some circumstances, as free course fees.
In most cases your income is assessed to
see what you are entitled to and there is
different support depending on the type
of course you want to do. The Funding
guide in myworldofwork.co.uk will give you
the full range of information but we have
outlined the most common sources below.

Lead (Linking Education and Disability)
Scotland www.lead.org.uk is a voluntary
organisation set up to widen access to
learning for disabled young people and
adults and carers across Scotland.

The Scottish Government’s guide to
funding Helping you meet the costs of
learning and training contains all of the
information you need to be sure you’re
getting all the support you’re entitled to.

A Lead Organiser can help you:

Funding information can be subject to
change so for the most up-to-date details
go to the relevant page on their site:
www.scot.gov

• with decisions about what, how and when
you want to learn
• find practical ways round barriers
• to talk to learning providers about
your specific requirements
• with support to learn from
trained volunteers
• gain access to the ICT home
loan scheme
• start learning in a way that suits you
• reflect on how things are going
• into further learning, employment
or volunteering.

myworldofwork.co.uk 0800 917 8000

Here you will find details of funding for:
• full-time further education
• full-time higher education
• part-time further education
• part-time higher education
• postgraduate courses
• learning while you work
as well as information on other sources of
funding such as educational trusts,
sponsorships and scholarships, and funding
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for people on benefits.
The Student Awards Agency for Scotland
also produces a guide: www.saas.gov.uk
Individual Learning Accounts
Individual Learning Accounts (ILAs) are for
people who are 16 or over and ordinarily
resident in Scotland and provide up to £200
towards the costs of learning or training.
You can apply for a Skills Development
Scotland ILA if you:
• Have an income of £22,000 or less, or are
in receipt of a qualifying benefit
• Do not hold a UK degree or postgraduate
qualification or overseas equivalent
• Are not enrolled in any form of secondary,
further or higher education
• Are not on training through the
Employability Fund or a Modern
Apprenticeship or participating in the
Community Jobs Scotland programme
It’s a great way to pay for learning new skills
and, because the money isn’t a loan, you
don’t need to worry about paying it back.
Skills Development Scotland ILA learning
providers – including learning centres, local
colleges, universities and private training
companies – offer a wide range of courses.
Employability fund
A range of training is available through the
Employability Fund. This can cover industry
specific courses and qualifications as well
as other vocational training, work
experience, employability skills and
personal development. Skills Development
Scotland or Jobcentre Plus can confirm
your eligibility for this provision.
Professional and Career Development
Loans (PCDL)
Professional and Career Development
Loans are bank loans to pay for courses and
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training that help with your career or help
get you into work. You may be able to
borrow between £300 and £10,000. Loans
are usually offered at a reduced interest
rate and the government pays interest while
you’re studying.
This would be worth considering once you
have explored other funding options. You
can use the loan to supplement other forms
of support such as grants or bursaries.
Find out which banks offer the loan and
order an application pack by calling the
National Careers Service on 0800 100 900.

5. Development in the workplace

The opportunities on offer have never been
greater. The notion of lifelong learning has
become a reality and many employees and
employers embrace learning as a means for
personal career advancement and as a way
to meet business objectives.
What options are open to employees?
An employer may have a staff development
scheme in place but, increasingly,
employees are expected to take
responsibility for their own learning and
development. Updating qualifications or
gaining new ones can enhance long-term
employability in an ever changing job
market.
Qualifications and skills may be enhanced
through:
• on-the-job training through Modern
Apprenticeships or SVQs
• higher and further education e.g. evening
or weekend classes
• in-house training
• distance learning
• flexible learning.
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6. Starting your own business

This can be an attractive option for some
people and an opportunity to take charge
of your working life. Starting a business is
not easy and there are various questions
that you need to consider:
• What service/product will you offer?
• Is there a demand for it?
• Can you afford the risks?
• Do you have the necessary skills?
If you are considering starting you own
business, Business Gateway can support
you with practical help and advice and
can be contacted on 0845 609 6611.
You can also access their website
www.bgateway.com
Business Gateway will assist you in
identifying the key factors that can help you
successfully start up and run a business.
They will show you how a well-thought out
business idea, with the right support and
advice, good business planning and proper
sourcing of finance can drive your business
to succeed.
They offer free workshops and will support
you to:
• work on your business idea
• develop your business structure and
business plan
• access sources of finance
• develop an effective survival strategy
• minimise costs and maximise efficiency
• identify other sources and contacts to help
you start a business.
If you are considering self employment you
should let HM Revenue & Customs (HMRC)
know www.hmrc.gov.uk. You may be fined
£100 if you fail to register within three
months of becoming self-employed. There
is no fee for registration.
myworldofwork.co.uk 0800 917 8000

7. Voluntary work

Working in the voluntary sector can
help you and other people. There is an
enormous demand for volunteers and some
projects may offer training which could be
valuable in itself or within the job market.
You may learn new skills or gain experience
that could help you find paid work. It can
give you an interest and a focus in your life
that you may miss while going through this
period of change. There are certain
occupational areas where it is really useful
to have gained some voluntary experience
particularly before moving into paid
employment e.g. social and caring
professions.
Volunteer Scotland can help get you started
www.volunteerscotland.org.uk

8. Retirement/active leisure

There are a wide range of activities to get
involved in outside of work and training.
You could:
• get involved in the community –
information will be available from
local community centres, information
resource centres and libraries on
what’s happening in your local area. Local
papers are also a good source
of information
• learn for fun. Leisure and education classes
are available through universities, colleges,
school and
local learning centres
• get fit. Sport facilities and leisure
centres often have structured programmes
of events with reduced
fees for those not in employment
or for over 50s
• travel.
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You should have hopefully identified potential options that are worth further
investigation, list these below.
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Barriers to change
This is one more thing to consider. When facing change many people can see barriers
in their path – barriers that prevent progress.
Barriers may be practical or emotional. Either way, if not overcome, they can prevent us
from fulfilling our full potential.
What are the barriers that you feel prevent you from achieving your goals and making a
positive change in your life? Write down your thoughts below.
Practical barriers – childcare, transport, lack of qualifications, finance etc.

Emotional barriers – lack of self confidence or belief, negative self-image, fear of
change, etc.

Now be positive and confront the barriers
What strategies can you create to overcome these obstacles? Remember that nearly
all problems will have a solution. Jot your ideas down in the space below.

This is the end of the section ‘Where next?’. If you still feel uncertain about
the options available to you or are unsure how to overcome any barriers,
you may find it useful to review this section or get in touch to discuss
things further.

myworldofwork.co.uk 0800 917 8000
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SECTION 4

Setting goals
Having identified potential options and what
could be a way forward, you need to set goals
to help you achieve what you want.
This section asks you to think about what matters
most to you in life and provides some tips about
putting plans into action.
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Moving on –
you need clear goals
Most people do not have clear goals in
life. The jobs people do and the things
they achieve are often dictated as much
by circumstance as by choice.
If you have clear goals and make plans to
achieve them you are much more likely to
succeed. Understanding the importance
of work in your life and what motivates you
is an essential part of identifying your next
steps. These things are worth reflecting on
when you are thinking about your goals
in life.

Why do I come to work?

In the previous sections of this book, you
have identified what you can offer work.
Now it is time to consider what work can
offer you. You will be aware of times when
you have felt highly motivated at work and
other times when you have felt really
demotivated. Do you know what makes the
difference between the two? What changes
in your working environment cause changes
in your attitude to work? What aspects of
work motivate you? What is it about work
that can demotivate/discourage you?

Think of a time when you felt highly motivated at work and list the factors which
created that motivation.
1
2
3
4

It is helpful to think about what matters
to you most in work. When asked, most
people will say “money”. Of course, what
you are paid is important but there is much
more to it when it comes to working out
what leads to job satisfaction.

myworldofwork.co.uk 0800 917 8000
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Rank the following factors in order of importance to you in your work where
1 is most important and 5 is least important. Circle your answer:
Good communication between workers and managers
1

2

3

4

5

Access to training and education
1

2

3

4

5

4

5

4

5

4

5

Positive relationships
1

2

3
Travel from place to place

1

2

3
Promotion prospects

1

2

3

Opportunities for flexible working
1

2

3

4

5

4

5

4

5

4

5

4

5

4

5

4

5

4

5

Bonuses/reward systems
1

2

3
Challenging and rewarding work

1

2

3
Team working

1

2

3
Good holiday entitlement

1

2

3
Regular working hours

1

2

3
Commuting distance

1

2

3
Socialising with colleagues

1

2

3
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Sum it up

Take some time to think about the four main needs you hope will be met by
your new job and write your thoughts below:

1
2
3
4

Accident or opportunity? You might
regard the present change as just another
accidental occurrence in your progress
through life.
Or you can see this time of change as an
opportunity to review where your career
is going and plan how you would like it
to develop.
To achieve a positive change you need
to know:
• how important you want work to be
in your life
• what you have to offer
• which opportunities you would like
to consider
• what a job or course demands.
This book has taken you through this
process. The next stage is to set goals
to help you achieve what you want.

How to set your goals

Discover your area of excellence. Everyone
has at least one area in which they can
excel. If you wish to set goals for your life
then start by asking yourself which is your
strongest skill or main interest. It may help
to refer to your answers in the previous
section “What have I got to offer?”
myworldofwork.co.uk 0800 917 8000

• Can you say what really gets your
attention?
• Do you know what interests you most?
• What is the subject that fascinates you?
• What work has interested you most in
your life?
• What work have you most enjoyed?
If you can answer these questions then you
can probably point to an area of work or
interest in which you would excel and this
may give you a clearer sense of direction
in your working life.

Be SMART about setting your goals
• To be Smart your goals need to be
Specific. A vague objective is not an
objective at all. What you are aiming
to achieve must be tangible and
clearly defined
• To be sMart your goals need to be
Measurable. If the aim is measurable then
you can tell whether you have achieved it
or not
• To be smArt your goals need to be
Achievable. That is, you have some
confidence that you will get to where you
want to be
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• To be smaRt your goals need to be
Realistic. They need to be practical and
relevant to your present life. When you set
aims it is useful to get a ‘reality check’ on
them by talking them over with a friend or
your Careers Adviser
• To be smarT your goals need to be
Time bound. Set time limits within
which you expect to achieve each aim.
If the time taken is too long, you may
get discouraged. Achievement times
will be different for different goals.

Set your No.1 goal

During career or job change your top goal
might be, for example, to find a job where
you can really use your skills, knowledge
and experience, that is geographically close
to home, and which you will find fulfilling
and financially rewarding.
Having a main goal in life will help you to
have purpose and focus. Other goals may
be set as a result of your No.1 goal.
Such a goal should be a SMART goal.

Task

Horizons

Networks

Specific – requiring my skills, knowledge
and experience.
Measurable – which pays within
an acceptable income range for
my financial needs.
Achievable – which is a job I can do, offers
opportunity for advancement, and will be
challenging and fulfilling.
Realistic – is located within one hour’s
travelling distance from home.
Time bound – which I can find within the
next three months.
Example: If you are retiring your No.1 goal
might be to find work which is part-time to
supplement your pension and will not be as
stressful as your last job. You plan to start
looking for work after a month’s holiday
in Australia. You are keen to use your
knowledge of SAGE Accounting systems.
You are restricting yourself to looking for
jobs within a certain geographical area.

Consider what your number one aim in life might be.
Make sure it is a SMART goal.
My No. 1 goal is:

47

Set balanced goals
Our first thought is usually to set goals for our working life but we need to be
more balanced than that. If we believe in setting goals then we should be setting
them for our family and social life and we should also be setting goals for our own
personal development.

Task

Write down your goals in these boxes. Indicate a time scale for each achievement.
As you think about each goal check that it is SMART.
My working life goals

Timescale

My family/social life goals

Timescale

My personal development goals

Timescale

1.
2.
3.
4.

1.
2.
3.
4.

1.
2.
3.
4.

myworldofwork.co.uk 0800 917 8000
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Action planning
Once you have set your goals it might help to write down a plan of action.
Some people find it helpful to jot down their plans and lay out clearly how
they will achieve them.
An action plan can help keep things clear in your head as you consider your next steps.
It does not have to be detailed. It could just contain some brief bullet points outlining ideas
or issues you want to consider – and things you would like to find out.
It could look like the following examples.

Action plan (example 1)
My current situation
• Facing redundancy from my job
• I have worked in this company for 20 years
• I would like to consider new areas of work.
What would I like to do?
• I want to move into care work
• I would also think about working with children in a nursery
• I have always enjoyed working with people and volunteer at the local Mothers and
Toddlers group when I can.
How can I achieve this – what do I need to do?
• I need to consider re-training
• I need to find out more about what type of training is available, where it is and how
long it lasts
• I need to look into finance for college/training
• I need to discuss this with my family to look at what it would mean financially for us
• I need to make an appointment to discuss my plans with a Careers Adviser.
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Action plan (example 2)
My current situation
• I work as an Administrator with the local council
• I am not really enjoying my current job but don’t want to leave this organisation
as I have good working conditions and have been contributing to a pension
• I want to find out how I can move into other council jobs.
What would I like to do?
• I enjoy dealing with customers on the phone and trying to sort out any problems
they have
• I don’t mind dealing with paper work but would like to do this less than I do just now
• I think I would like to work more closely with the public: I do speak to customers on the
phone but I don’t see them face-to-face.
How can I achieve this – what do I need to do?
• I need to start looking at all the internal vacancies
• The council is setting up a new call centre where customers access a ‘one-stop shop’
for all council services. I will arrange to speak with my line manager to see if I would be
suited to the work. I need to find out if there are any customer facing roles available
• I need to consider my own training needs e.g. customer care, computer skills.
Is there training that the council offers or should I look for training at a college?

myworldofwork.co.uk 0800 917 8000
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Action plan (example 3)
My current situation
• I am looking to return to work after a break from the labour market
• My previous experience was as a translator/interpreter
• I have two children at primary school and I am their sole carer.
What would I like to do?
• I would like to work part-time
• I want to be able to use my language skills, perhaps as a private tutor and/or tour guide
• I need to be able to get work using public transport.
How can I achieve this – what do I need to do?
• I need to find out about local after school care
• I will arrange to speak to an adviser at Business Gateway to find out about support into
self-employment
• I will find out about voluntary opportunities for tour guiding to help enhance my CV.
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Action plan (example 4)
My current situation
• I am taking early retirement from my job as a Mechanical Engineer
• I have a fairly good pension but I want to keep working
• I want to consider a new job area
• I have some responsibilities for training in my current job and really enjoy this
• I also coach a local football team and enjoy working with young people.
What would I like to do?
• I have been looking into two types of work: teaching (technical) and training
• I want to try to identify other jobs/careers that I can do.
How can I achieve this – what do I need to do?
• I have looked into qualifications in teaching – but I need to find out more about funding
and entry requirements
• I need to check how my pension may affect funding for any course at university
• I have heard about a training qualification but need to know if it is the most appropriate for
the job I want to do
• Would I need to pay for this qualification?
• I would like to speak to a Careers Adviser to discuss my options further.
The previous sections of this book will have helped you to move through the changes you
are facing and hopefully identify your next steps by looking at the options available to you.
If you have decided to find work the remaining sections of this book should help you.

This is end of the section ‘Setting goals’. If you are still unclear about
your goals or how to arrive at a plan to achieve them you may find it
useful to review this section or get in touch to discuss things further.

myworldofwork.co.uk 0800 917 8000
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SECTION 5
Get sorted

This section helps you take your first steps in
the job search process, building on what you have
learned in the previous sections of this book. It looks
at where to find vacancies and how to keep track
of what you achieve during your job search.
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Looking for a job
By working through the previous sections
of this book you will have developed self
awareness by finding out how important
you want work to be in your life, what you
want from work and what you can offer
work, and also opportunity awareness –
what opportunities you would like to
consider, what work can offer you and
what work demands. Now you are ready
to begin job hunting.
Looking for a job is a job in itself. You will
improve your chances of finding work by
using a wide range of methods. It is also
helpful to keep a daily log of job seeking
activities. An example of a job seeking log
is included in this section. However, don’t
spend every hour on your job search.
Timetabling other activities into your day
will give you a better balance e.g. exercise
improves physical and mental resilience.
Also, you can use the time to build on
your skills, qualifications and experience.
Volunteering allows you to explore new
career areas as well as develop particular
expertise that may be of interest to
a potential employer.
Work shadowing is a good way to improve
your knowledge of a particular job if you
are unable to make a regular commitment
to voluntary work. A relevant education or
training course can add to your
qualifications as well as help keep you
motivated and confident. Consider short
term contracts and temporary jobs as a
stepping stone to more permanent
employment.

myworldofwork.co.uk 0800 917 8000

Know the labour market

Labour market information (LMI) helps
you understand the workings of the labour
market and the factors that influence it.
It informs you about current and future
demand for jobs which enables you to target
your learning and job search effectively.
It is important that you are familiar with
the labour market local to where you wish
to apply for work. The job situation will
change from area to area and is influenced
by local, national and global economic
trends. LMI can be obtained online, via
social media, in newspapers and from
television reports.

Use the internet

The internet is a very cost effective way
for employers to advertise vacancies.
Get to know the recruitment websites
or job boards that work for you. A good
starting point is the Job Search facility on
myworldofwork.co.uk. Other sites will give
you access to employer and recruitment
agency jobs. Make the most of the help
available by uploading your CV to relevant
job sites and registering for job alerts.
Increasingly, the Internet can be used as a
tool for you to market yourself to employers
e.g. by having a portfolio of your work on
your own website or a link from your CV to
a webpage with detailed information about
projects you have undertaken.
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Employer/specialist websites

Some employers advertise vacancies
directly on their own website. Many
encourage you to apply online and they
often list a contact person so you can easily
follow the progress of your application.
Some organisations only recruit at certain
times of year and details can be found on
their website. You can find the web
addresses of companies by using a search
engine e.g. www.google.co.uk or a
business finder such as www.yell.com
Specialist websites can cover particular
industries or career sectors e.g.
www.myjobscotland.gov.uk for
Scottish jobs in local government or
www.goodmoves.org.uk for job vacancies
in the voluntary sector.

Recruitment agencies

Agencies handle all types of vacancies
and can specialise in a particular career
area. Many will advertise in the Yellow
Pages www.yell.com under ‘Employment
Agencies’. You can search the Recruitment
and Employment Confederation website
www.rec.uk.com for lists of agencies
dealing with your chosen field and location.
Generally agencies are looking for people
with a proven track record in a particular
area which can easily fit the specific
requirements of a vacancy.
Your initial contact could be by telephone,
email or via their website. You may be
asked to come in for an interview or
simply to send in your CV. Try to build a
relationship with the agency and keep in
touch to remind them that you are still
actively looking for work. It is worth
remembering that agencies work on behalf
of the employer not the job hunter and you
may need to shop around to find the right
agency for you.
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Newspapers

Newspapers can be a source of vacancies.
National and local newspapers tend to have
regular jobs sections on particular days.
Save money by looking in the papers at
your local library or browsing the online
version of the newspaper. Business
sections and general articles can also
be useful as sources of information about
growth sectors, organisational structures
and contact names.

Speculative approaches

Target appropriate organisations/
companies with a job specific CV and
covering letter. Find out the name of the
person who fields applications and address
your letter to them as, this way, your CV is
more likely to be read. Tell the employer
what you can do for them and why you are
suited to the job. Also, let them know if you
are willing to consider a range of options
such as a job, work experience, work
shadowing or a visit/meeting. For further
information on using a speculative
approach look at ‘How to explore the
hidden job market’ in this section.

Networking

Use networks that already exist by
contacting friends, family and ex colleagues
to let them know you are looking for work.
They may be able to give you useful contact
names, recommend you to someone in
their organisation or provide general advice
and information about their industry.
Word of mouth is an excellent way to find
out about opportunities. Consider using
social networking sites to widen your
network e.g. contact someone working
for an organisation of interest to you. For
more information on networking look at
‘How to explore the hidden job market’
and ‘Social media’ in this section.
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Social media

You can use social media to boost your
career prospects. Social networking sites
are increasingly being used by job seekers to
network and develop relationships with staff
in targeted employers. LinkedIn one
of the most commonly used sites, but also
check out Twitter and sites that are exclusive
in terms of membership e.g. your
educational alumni or professional institutes.
Start making the most of your online
networks by following these steps.
1. Create an account at
www.linkedin.com and get to work
on your LinkedIn profile.
This is like an online CV but you have
the advantage of being able to add
presentations and documents as well as
links e.g. to YouTube videos, your Blog or
Twitter feed. As with your CV, check that
the spelling and grammar are correct. Make
sure your profile is open for people to look at
you experience. Word every section carefully
as choosing the right key words can make
sure your profile shows up in searches.
Upload a photo of yourself looking smart,
professional and friendly.
Your professional headline is a short
statement about you. Include your job –
or the job you want – and something about
your skills or interests.
You can use your summary to highlight
some of the things you’ve worked on, what
you’re good at and what you would like to
work on. Be enthusiastic.
In Experience and Education, put down
what you would on your CV. Go into more
detail about projects or tasks you’ve been
proud of, and which demonstrate the skills
and knowledge you’ve picked up. Be
selective – focus on experience and skills
which relate to what you want to do.
myworldofwork.co.uk 0800 917 8000

Recruiters and employers use key words
to search LinkedIn for job candidates. Fill
in the Skills & Expertise section with key
words which are most relevant to people
hiring in your industry.
2. Start to network
Allow the site to search your email contacts
to find people you already know who have
a profile – you may be surprised by how
many of your friends and contacts are
already signed up. Connect with people
you’ve done business with, studied with
or know socially. On LinkedIn, ask former
employers or colleagues, or anyone you’ve
done work experience for, to give you a
recommendation or endorse your skills.
If you’re keen to work for a certain company,
search for their employees. Don’t be afraid
to send them a message asking to connect,
but make sure that you add a personal note,
letting them know who you are and your
area of professional interest.
Join groups relevant to the industry you
want to work in and take part in discussions.
Take part in the “answers” forum, which
allows you to answer fellow members’
questions – this is a great opportunity to
showcase your expertise. You can also
‘follow’ companies on LinkedIn – so you’ll
see any vacancies posted.
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3. Keep personal and professional
accounts separate
If you’re using a social media account
professionally, ensure that all of your
content is just that – professional! For
many people Facebook is for personal
friends only, not professional contacts.
If your Facebook is personal, make sure
that your profile is private and that potential
employers can’t look through anything
you wouldn’t want them to.

Jobcentre Plus

Find a job with Universal Jobmatch. Go to
www.gov.uk/jobsearch to register to apply
for jobs and for services including saved job
searches, email alerts and keeping track of
your past applications. You can also search
and apply for jobs without an account.

Help for disabled people

The Disability Employment Adviser (DEA)
based in the Jobcentre Plus office offers
specialist advice to disabled people looking
for a job, advice to employed disabled
people worried about losing their job and
advice to employees and employers on all
work related matters.
The Access to Work programme helps
disabled people and their employers
overcome work related barriers resulting
from disability. Access to Work advisers
provide information and guidance on
whether you are eligible for a grant.
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Trade journals

Most occupations have a professional
association which publishes trade journals,
periodicals or other magazines which are
useful for finding jobs nationally but they
may only occasionally advertise local
opportunities. You may find it easier
and more cost effective to access this
information online via the professional
body’s website.

Peer support

Do you know anyone else who is looking
for work? Support from someone who
understands your situation can be very
beneficial. Why not meet up once a
fortnight to discuss progress as well as
swap tips about job search techniques?
This can really help with keeping your
motivation levels high.

Careers and jobs fairs

Various organisations arrange events which
give jobseekers the opportunity to speak
directly to employers about opportunities
available. Jobs fairs are an excellent way to
find out about job recruitment in your area,
pick up application forms and even secure
an interview there and then. At the very
least, these events will help you build useful
contacts as well as gain industry and
company knowledge.

Other places to look for jobs

Don’t forget radio, television, adverts
on buses and trains, cards in local shop
windows and supermarket job vacancy
display boards.

Tip: Follow up – Maintain a polite and positive approach at all times when dealing
with employers whether applying for a job or carrying out research into potential
vacancies. Use any contact you make to enhance your understanding of the work
you are interested in and actively seek out tips and information on ways to improve
your job hunting. Don’t underestimate the power of a follow up telephone call,
letter or email: it shows an employer you are interested and can further enhance
your chances of gaining access to useful information or a job vacancy.

myworldofwork.co.uk 0800 917 8000
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Job Seeking Log
Keep records

It can be helpful to record details of which jobs you apply for and when. Hold on to copies
of adverts, letters, application forms, CVs and note down what you applied for and when
– these help you keep track of the process as well as provide proof of your job seeking
activities e.g. for Jobcentre Plus.
A useful tool for keeping track of your job searches is a Job Seeking Log. We have included
an example below for you.
Date:
Job Title:
Method of application:
Company:
Contact:
Telephone number/email address:
Address:
Action/follow up:

Date:
Job Title:
Method of application:
Company:
Contact:
Telephone number/email address:
Address:
Action/follow up:

Date:
Job Title:
Method of application:
Company:
Contact:
Telephone number/email address:
Address:
Action/follow up:
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How to explore the hidden
job market
What is the hidden job market?

The hidden job market consists of
opportunities that, unlike the open
job market, are not widely publicised.
This means that jobs are not advertised
in newspapers, recruitment agencies,
Jobcentre Plus or on the internet.
You should consider exploring the
hidden job market if:
• you are finding it difficult to get
an interview when applying for
jobs by application form or by CV
• you are looking in newspapers,
Jobcentre Plus, recruitment websites
or on the internet but are not finding
the right job vacancy for you.

What are the benefits of exploring
the hidden job market?
Since opportunities are not widely
publicised, you will face less competition.

Additionally, your job searching can be
more specific and targeted. You are also
more likely to find highly skilled and
specialised jobs when searching the hidden
job market since employers often find it
cheaper and faster to recruit for these
jobs by this method.

myworldofwork.co.uk 0800 917 8000

How can I access the hidden
job market?

It is estimated that up to 80% of all jobs
are never advertised. These jobs exist
for people who come to the employer’s
attention through employee
recommendations, referrals from reliable
associates or by direct contact from the
public. They can only be accessed by
‘networking’ or ‘cold calling’.
• Networking involves developing a list
of personal and professional contacts,
informing them you are job searching
and asking them to point you in the
direction of anyone they know who
may be able to help you
• Cold Calling involves contacting an
employer without a referral or connection.
Cold calls may result in an interview but
you will have to work harder to impress
and you should expect more rejections
than you would by networking.
These techniques are amongst the most
powerful and effective ways of finding
a job. It requires solid career planning
and practice but, once perfected, it will
increase your confidence and self esteem.
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How do I get started?
Stage one
Before you start to contact employers,
ensure you have done, or are able to do,
the following:
• list at least five skills which you are good
at and enjoy
• prove each of those skills to an employer,
e.g. by explaining or demonstrating how
tasks are/were done and providing
examples of your work. You can use
the STAR model detailed in Section 7
to help you
• develop good answers to any possible
difficult questions
• identify three things that motivate
you to work
• identify the areas of work that
interest you
• identify your preferred jobs within
those areas
• develop personal telephone scripts to (a)
research information from an employer
about a specific job and (b) sell yourself to
employers. Practice using both the scripts
with a Careers Adviser, friend or mentor.

Stage two
• Complete a list of your own network,
including your family, friends and
neighbours. Use social media such as
LinkedIn and Twitter to make contact with
people you have worked or studied with:
in fact, any named person who may be
able to give you a lead!
• Complete a list of ten employers you
are going to cold call. This information
can be gathered from:
– Internet research
– Yellow Pages www.yell.com
– Thomson Business Directory
– Local Business Directories
– Local Chamber of Commerce
– Newspapers to check out who is
recruiting, which industries are
expanding, which organisations have
been awarded contracts or development
grants etc.

61

Stage three
At this stage, you can decide the best way
to make contact with the employer, using
any or all of the following methods:
1. Telephone call/email
You may feel anxious about getting
in touch with people you do not know.
The best way to overcome this is to make
‘research calls’ first. These will give you
confidence when making the marketing
calls in the future. Research calls will also
help you to identify the skills an employer
is looking for. You can then use this
information to tailor your CV and
speculative letter to match what the
employer is looking for.
2. Sending a CV and speculative letter
You should ensure that:
• your CV is targeted to the needs of the
employer and/or potential vacancy
• you address the application to
a named contact (found out during
the research call)
• in your letter explain why you want
to work for them and what you can
do for them not what the employer
can do for you.

myworldofwork.co.uk 0800 917 8000

3. Personal Visit/Informational Interview
This is very powerful. An informational
interview isn’t like a job interview. It’s a
discussion with someone working in the
type of job you want to get in to. You could
ask about the industry, and how people get
into it. This can help you to target your
future applications more effectively and
find out about any skills gaps you may have.
You’ll also make a new contact.
By this stage, you should have a good idea
about the employers you would like to work
for. Use tools like LinkedIn to find names of
people who work in these organisations
along with their job titles. Contact them
and ask if they’d be willing to meet you to
discuss their role. When you’re going to
your meeting, dress smartly and make sure
you are punctual. Bring a list of things you
want to ask about.
Ensure that:
• you are ready to hand over your CV and
speculative letter
• you have good answers to any questions
which you might be asked there and then
• you are ready to highlight your skills with
stories, examples or demonstrations.
After your discussion, send a thank-you note
or email. Keep in touch and let them know
how you’re getting on. Ask them to keep
you in mind if anything comes up.
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Action plan for the hidden
job market
Name and address of employer:
Date of contact:
Type of contact e.g. letter, phone, email:
Information received e.g. useful contact, job vacancy:
Date for Follow up:
Name and address of employer:
Date of contact:
Type of contact e.g. letter, phone, email:
Information received e.g. useful contact, job vacancy:
Date for Follow up:
Name and address of employer:
Date of contact:
Type of contact e.g. letter, phone, email:
Information received e.g. useful contact, job vacancy:
Date for Follow up:

Sum it up

• Use a wide range of methods for seeking opportunities and follow up when you can
• Keep a daily log of job seeking activities
• Use any spare time to build on your current skills, qualifications and experience
• Consider short term contracts and temporary jobs as a stepping stone to more
permanent employment.

This is the end of the section ‘Get sorted’. If you still feel you are
uncertain how to organise your job search, you may find it useful
to review this section or get in touch to discuss things further.
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SECTION 6

Get noticed
Now you have spent some time working through
setting goals both for your future and for your job
search, you now need to look at the ‘tools’ which
will help you get noticed.
CVs, application forms and covering letters are the
main tools you will use to apply for opportunities.
This section helps you to develop your skills in this
vital aspect of jobsearch.
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CVs
What is a CV (curriculum vitae)?

The words ‘curriculum vitae’ are Latin
for ‘course of life’ and a CV is traditionally
a summary of your experience, skills,
personal qualities and qualifications.
However, it is not simply a list of what you
have done in the past: it is a specifically
targeted marketing tool to help you get
to interview.
There is no ideal CV that will suit every
job you are likely to go for. It should
be tailored to the job you are applying
for by matching your skills, experience
and qualifications to the employer’s
requirements.
Putting this information together can be
a big job. However, once it’s done, you
will have all the core information you need
to write different CVs. You can change
the content, style, layout etc and easily add
or remove information in the future.
Today, job vacancies often attract a large
number of applicants so it’s important
your CV makes a good impression.
Your aim is to convince the employer
that you are worth inviting for interview.
The CV should look good and provide
the employer with as much relevant
information about you as possible in
a clear, concise and logical way. It should
be a positive statement about you.

A CV can be used:
• when applying for a job or when planning
for a future change of career
• as the basis for a letter of application
or in combination with a short letter
of application
• as a reference document to help you
answer questions about your experience
and skills e.g. when telephoning
an employer
• when canvassing employers for
vacancies – you can leave them a copy
as a reference
• when completing application forms
• as a way of remembering important
information at an interview.
In order to achieve maximum success,
you need to have a specific job in mind
so that you can focus your thoughts and
target your efforts!

Why do you need a CV?

If you are facing redundancy, it can help
you to consider your skills and what you
have achieved to help you target potential
employers effectively.
If you are in employment, you may be
seeking promotion or considering moving
to a different job within your own company.
Your CV can help you to keep a ‘tab’ on your
skills and training, and is a useful tool when
applying for jobs.
If you are shortly coming up to retirement
but want to remain in the job market or are
perhaps considering voluntary work,
a CV can be useful in promoting your skills,
abilities and achievements.
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CV types

Chronological
This is the most traditional CV format.
It emphasises your experience and
career development. The main part
of the CV lists the jobs you have held
in chronological order, usually with
the most recent information listed first.
It’s useful when you are staying in the
same field of work. Your career history
shows natural progression, growth and
self development.
Functional/skills based
This is a CV which emphasises your main
skills and strengths rather than who you
worked for or what job title you had.
It’s useful when you want to emphasise
skills and strengths not necessarily acquired
through paid or most recent employment,
and transferable skills when you want to
change career.
However, you may find that a lot of CVs
are a combination of both chronological
and functional.

Tips for completing a CV
• Don’t make it longer than two sides
of A4 paper. The average time an employer
spends reading a CV can be less than 30
seconds so keep to the point.
• Consider font size and type. The CV should
look professional but, more importantly, be
readable. It should be word processed and,
if printed, be on good quality paper.
• Always check for spelling, grammar
and punctuation errors.
Then check again! Use the computer
spellcheck or a dictionary if you are unsure.
• Make it relevant.
Engage the reader immediately by
highlighting what makes you suitable
for that specific job.
• Don’t lie.
Always be truthful while presenting
yourself in the best light. Accentuate
the positive.
• Keep your CV up-to-date.
Store your word processed CV on a
removable storage device so that it can
be easily updated and tailored to each
job you apply for.

Examples are provided later in this section
but bear in mind that professional opinion
differs about what makes the perfect CV.
Use as many sources of information as
possible to find the format that works for
you i.e. secures you that all important
interview!
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Getting started
Building up a CV should be a structured
task. Approach it logically and with care,
remembering that each job applied for
is different. Reflect these differences in
each CV.
It’s a good idea to keep an ‘open folder’,
paper or electronic, that gets updated
all the time. Keep an ongoing record
of experience, skills, qualifications
gained etc. with all the details you might
otherwise forget. Use this to select the
relevant and important information that an
individual employer should know when you
apply for that specific job. Your CV can be
part of this ’folder’.
A genuine interest in the job will help your
application to succeed. You should really
feel, “I can do that!” and “I want to do that!”
Check over the details of the job
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very carefully and match what you
can offer against what the job requires.
It is important that you highlight those
experiences, skills, qualifications and
personal qualities point for point –
demonstrating clearly how you fit the bill.
A close look at the demands of the job
will help you to decide on the relative
importance and order of what you have to
offer and where it will appear in your CV.
Consider making informal contact with the
company and check out the kind of person
they are looking for and the level of detail
they prefer. If you know someone who
works in the company, ask them
for information about the organisation
which you could use when putting your
CV together.
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CV content

Here are some of the headings you may wish to include in your CV. Their sequence and
order of importance on the page(s) of your CV will be determined by the specific job you are
applying for and the information you want to get across. Use the following sheets to write
down information under the various headings, You can then use this information to begin
building your own CV.
Personal details
Name

Address

Telephone number/mobile

Email address: Try to use a personal email address rather than a work one if you are
in employment. Make sure the address is named suitably as it will be one of the first
things an employer will see on your CV.

Personal profile/career objective

Many CVs start with a personal profile or a career objective. This is a marketing technique
that seeks to capture a potential employer’s interest right at the start of the CV. A personal
profile or career objective must be well written, focused and succinct; we suggest no more
than five lines on your CV.
You only need about 60 words as long as they match the demands of the job. If you find
it difficult to compose sentences, you can convey the same information in bullet points if
you wish.
You should familiarise yourself with this statement as it can form the basis of your ‘sales
pitch’ during a job interview. For example if asked the question:
“Is there anything you’d like to ask us?” you might reply, “No, I think we’ve covered most
issues extremely well, but I would just like to emphasise…” adding points from your
personal statement.
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Examples of personal profiles/career objectives
• A proactive, adaptable Project Manager with fifteen years’ experience in the construction
industry. Resolves problems through an analytical and questioning approach, drawing on
wide ranging industry experience. An articulate and diplomatic communicator with strong
people management skills. Consistently works to the highest professional standards with
a proven ability to deliver results on time and within budgets
• A Project Engineer and Senior Systems Professional with fifteen years’ experience
in the oil and gas production and exploration industry. Project managed areas such
as development, support and training in technical systems. Also managed systems
migration, integration and implementation of third party software
• An experienced, computer literate Human Resource Manager with expertise in industrial
relations and human resource management. Proven leadership skills, including managing
and motivating staff to achieve company objectives. An effective communicator at all
levels within an organisation. Good problem solving and analytical skills
• A realistic, reliable and open minded Media Researcher. Experienced in providing
accurate briefings to programme producers, directors, journalists and presenters. Jointly
responsible for developing ideas and topics for current affairs programmes working as
part of a team. Strong communication skills having research and written materials for
a number of television programmes’ websites
• An astute, knowledgeable and professional Architect with significant experience gained
with major construction industry employers. Providing solutions to complex problems
and ensuring effective project management of contracts from the earliest stages through
to completion. Proven ability to deliver results on time based on a thorough
understanding of tender and planning applications
• A Business Development Manager with twenty five years’ experience in the Oil and
Gas industry, ten years at senior management level. A geologist by training. Extensive
knowledge of operational and commercial management of exploration and appraisal.
Diligent and disciplined in applying rational and realistic approaches to potential
business opportunities
• A commercially aware Commis Chef with ten years’ experience working within large
kitchen teams. Passionate, creative, using flair and imagination to deliver high quality
catering services. Able to work a variety of shift patterns including weekends. Previous
roles have involved developing other team members and ensuring legal compliance in
all food production areas
• A talented Salesperson with eight years’ experience in personal insurance sales with
the ideal skills for a Senior Sales Advisor position. I’m very keen to broaden my sales
experience and make a greater contribution to a growing business. Last year I exceeded
my annual sales targets by 22% and am confident I can use my skills and knowledge to
make a real difference to your company’s sales results
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• A results-driven Team Leader with a track record for delivering projects under
budget and ahead of schedule. I can use my proven management methods to
make a significant contribution to your project success as Project Team Coordinator
• A Retail Assistant with 15 years experience working in varied store settings including
fashion, electrical and homewares. Excellent interpersonal skills ensure high levels of
customer care. Well developed problem solving abilities in the resolution of customer
issues. A flexible approach to undertaking varied shift patterns including weekend
working. Reliable and trustworthy individual with keyholder responsibilities. Calm and
professional working under pressure
• A Care Assistant with a mature and responsible attitude. Sound background delivering
home support services to a diverse client base including older people
as well as those experiencing learning/physical disabilities and mental health issues.
Dedicated to promoting independent living. Comfortable undertaking personal care.
Skilled in managing challenging behaviour whilst ensuring the health and safety
of clients at all times
• An efficient Call Centre Adviser with the proven ability to offer first class customer service
via incoming and outgoing calls. Fast and accurate typing skills and database expertise
ensures calls are handled within allocated timeframes. Strong aptitude for resolving
customer issues, processing and managing high volume of calls, as well as meeting
and exceeding targets
• An ICT Design and Development Consultant with extensive experience in programming,
databases, ICT support and technical communication. Experienced in providing solutions
to complex business problems ensuring that they are completed within scope, budget and
to tight schedules. Looking to make a significant contribution within a design and
development department by leading a technical team on a permanent management basis
• A Health Services Graduate with experience in health service management and
management information systems seeking to combine work and academic experience
in management consultancy in health care industry
• A Law Lecturer with excellent analytical skills and a strong interest in researching
European Community law, in particular, EC environmental law. Several papers published
on the interplay between European and international obligations, particularly in the
regulation of climate change. Extensive research experience will complement and add
to your faculty’s international reputation for research, particularly in areas such as EU
law and regulation, environmental law and international law
• A self-motivated and well organised Systems Analyst/Designer with excellent design
and planning skills. A background in developing detailed systems designs and redesigning
business processes. Interested in a position where my skills can be used to improve
your company’s systems and overall efficiency.
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Use the space below to start jotting down possible ideas for your 60 words.

Key skills

Areas of experience or activities can be broken down into key skills. These are the things
that you can do learned through work, hobbies or life in general e.g. communication,
IT/computing, listening, customer care etc. Use bullet points to highlight your skills that
are relevant to the job. Refer to the Skills Check exercise in Section 2 and also to the
tables below.
Areas of experience/activities
Taking bookings over telephone
switchboard
Sending booking confirmations and
requesting deposits
Updating computer records
Logging deposits onto computer
system
Welcoming customers on arrival
Registration of guests on arrival
Issuing keys and showing guests
to rooms
Dealing with enquiries and complaints

Organising reception rota
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Skills used
Written and verbal communication
Telephone techniques
Switchboard operation
Word processing
Email communication
Computer literacy
Accurate record keeping
Basic accountancy/numeracy
Computer literacy
Accurate record keeping
Basic accountancy/numeracy
Communication/interpersonal
Retrieval of records
Checking records
Administration
Customer service
Communication
Customer service
Communication
Negotiation
Diplomacy
Customer care
Communication
Working accurately
Checking details
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Areas of experience/activities

Skills used

Recording of takings

Basic book keeping
Communication
Negotiation
Organisation
Cash handling
Banking
Communication
Negotiation
Persuasion
Record keeping
Cash handling
Communication
Telephone techniques
Record keeping

Money raising activities

Contacting potential sponsors
Paying bills for playing fields
Hiring of transport for away games

Use the table below to jot down some of your key skills.
Areas of experience/activities

Skills used
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Strengths

A strength is something you are good at and enjoy doing. Knowing your strengths
and being able to describe them is important to allow an employer to understand
your natural abilities and what these allow you to do.
Refer to the results of the My Strengths activity on myworldofwork.co.uk and note
them down here. Try to thinks of examples of when you have put each strength
to good use.

Achievements

These are things you are proud of either in work or your personal life. It also provides the
evidence that you have the skills and experience that you claim to have.
Refer to the task ‘What have I achieved?’ you completed in Section 2 then use the space
below to write down your achievements.
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Employment history

At its simplest, this is who you have worked for and your job titles. It is generally accepted
that you can include dates (month and year is preferable) although this is not necessary.
There are different ways of presenting this information. This approach will help
to get you started.
Name and location of
company
RRR Hotel, Glasgow

Job title

Date from – date to

Receptionist

2001 – present

Norton Ltd, Cardonald

Receptionist/typist

1999 – 2001

Name and location of
company

Job title

Date from – date to
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Relevant experience or work activities

These are the activities you have been involved in which equip you to do the job you are
applying for. It could include things like paid employment, voluntary work, running a
household. On a chronological CV, this information can be included in your ‘Employment
History’ under each job title. On a functional CV, this information can be included under
a separate heading such as ‘Key Experience’.
Look at one of your jobs or voluntary activities and break it down as in the examples below:

Example 1 – Hotel receptionist
Areas of experience/activities
• Taking bookings over telephone switchboard
• Sending bookings confirmation and requesting deposits
• Updating computer records
• Logging deposits onto computer system
• Welcoming customers on arrival
• Registration of guests on arrival
• Dealing with enquiries and complaints
• Organising reception rota.

Example 2 – Treasurer of local football club
Areas of experience/activities
• Recording takings
• Money raising activities
• Contacting potential sponsors
• Paying bills for playing fields
• Hiring transport for away games.
Job title

Areas of experience/activities

Job title

Areas of experience/activities

Job title

Areas of experience/activities
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Education/training/qualifications

This can be formal and informal education at all levels, and can include full-time, part-time
and open learning, as well as on-the-job training. If you have attended a number of training
courses you may wish to summarise them, highlight only the most relevant, or list them
fully on a separate sheet.
Quite often you may only need to put your most recent or highest level of qualification.
For example if you have an HND or degree you may not need to include school
qualifications unless they are recent or demonstrate additional skills essential to the job.
Many people also complete training in work – remember to include this information if
relevant e.g. health and safety, food hygiene, forklift operation, customer care, IT packages.
Example
Date
1985
1983

Qualification/training
HND Communication
Studies
Four Highers including
English at grade A

School/college/
university/work/other
Scottish College, Dundee
Scottish Academy,
Dundee

Complete this table with your own education and training qualifications as well as details of
non-certificated courses.
Date

Qualification/training

School/college/
university/work/other
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Additional information

This is anything you feel is worth mentioning and may be relevant to the job but the
information does not fit under any other heading on the CV. It could include such things as
car ownership, driving licence, and hobbies and interests. You can also include details of
time out of the labour market e.g. to raise your family.
Check the job description/person specification and make sure you have matched every
point that you can, but leave out irrelevant information and don’t lie.
Use the space below to jot down any additional information you think is relevant.
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References

These should include your current or most recent employer if possible. Ideally you should
have two people who are willing to provide a reference for you. If you are unable to provide
two work-related references, then it is possible to give a character reference and a business
reference. Neither of these should be a member of your immediate family unless you work
in a family business.
When providing references include telephone and/or email contact details for your referees.
Companies often choose to check references quickly and informally if they want you to
start immediately.
Note: It is not a requirement that you must provide references on your CV. It is common
practice to end a CV with the statement “References available on request.”
Use this space to write down the names, job titles and contact details of at least two people
who are willing to give you a reference. Check with them beforehand that they are willing to
do this.
Name

Job title

Address/telephone/
mobile/email
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Words for CVs, applications etc
This section provides useful phrases and words which you can use when producing
a CV, completing an application form or writing a good covering letter.
These lists are not exhaustive, but will provide a good starting point for you!
Quality words to use in your CV
Ability

Cooperation

Innovate

Stretched

Accomplished

Collaboration

Key

Studied

Accelerated

Counteracted

Knowledge

Substantially

Accurate

Determination

Legalised

Succeeded

Achievement

Diplomatic

Moderate

Successfully

Acquired

Discipline

Motivated

Sufficient

Advanced

Effective

Notable

Superseded

Appointed

Enhanced

Opportunity

Tact

Approach

Ensured

Performance

Technique

Businesslike

Enterprising

Phased

Terminated

Benefited

Enthusiasm

Potential

Traded

Capable

Established

Practical

Transferred

Challenging

Exceeded

Procedures

Uncovered

Channelled

Excelled

Professional

Undertook

Commended

Expertise

Profitability

Unified

Commitment

Experienced

Qualified

Utilised

Communication

Extended

Reconciled

Vacated

Competitive

Feasibility

Resourceful

Versatility

Concise

Flexible

Responsible

Volunteered

Continuity

Fulfilled

Satisfied

Widened

Contribution

Foundation

Selected

Won

Conscientious

Gained

Significant

Worth

Consistent

Geared

Skilful

Worked

Constructive

Incentive

Solely

Converted

Increased

Specialised

Conversant

Informed

Stimulated
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Examples of words that describe a skill
Accounting

Co-ordinating

Expanded

Liaising

Adopting

Collating

Fielding

Listening

Advising

Counselling

Formulating

Making

Allocating

Conceiving

Formalising

Maintaining

Amending

Creating

Financing

Managing

Analysing

Deciding

Fixing

Manufacturing

Appraising

Defining

Following

Mediating

Approving

Delegating

Guiding

Minimised

Arbitrating

Delivering

Guaranteeing

Monitored

Arranging

Demonstrating

Gathering

Motivated

Assigning

Designing

Handling

Negotiated

Assembling

Detailing

Helping

Operating

Assessing

Devising

Illustrating

Observing

Assisting

Developing

Incorporating

Organising

Auditing

Diagnosing

Implementing

Originating

Authorising

Directing

Increasing

Performing

Briefing

Discussing

Initiating

Piloting

Budgeting

Displaying

Informing

Planning

Building

Distributing

Inspecting

Predicting

Checking

Documenting

Installing

Preparing

Clarifying

Drafting

Innovating

Presenting

Classifying

Encouraging

Investigating

Prioritising

Coaching

Editing

Instructing

Producing

Combining

Eliminating

Integrating

Programming

Commissioning

Enabling

Instigating

Problem-solving

Communicating

Encouraging

Interpreting

Projecting

Compiling

Enforcing

Introducing

Promoting

Completing

Engineering

Issuing

Proposing

Composing

Establishing

Judging

Providing

Conducting

Estimating

Justifying

Publicising

Consolidating

Evaluating

Launching

Purchasing

Constructing

Examining

Lecturing

Quantified

Controlling

Executing

Leading

Recording
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Examples of words that describe a skill (continued)
Rectifying

Resolving

Stabilising

Supplying

Recovering

Restoring

Stipulating

Training

Recruiting

Restructuring

Starting

Transforming

Redesigning

Reviewing

Structuring

Translating

Referring

Revised

Streamlining

Typing

Reorganising

Selecting

Strengthening

Uncovering

Repairing

Simplifying

Studying

Upgrading

Reporting

Selling

Summarising

Using

Representing

Spearheading

Supporting

Verifying

Researching

Solving

Supervising

Writing
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Individual characteristics list
Accurate

Constructive

Gentle

Original

Active

Cooperative

Goal-Oriented

Patient

Adaptable

Courageous

Helpful

Perceptive

Adventurous

Creative

Honest

Persistent

Affable

Curious

Humanistic

Persuasive

Aggressive

Daring

Humorous

Polite

Agreeable

Decisive

Idealistic

Positive

Alert

Deliberate

Imaginative

Practical

Ambitious

Dependable

Independent

Precise

Amicable

Determined

Industrious

Productive

Analytical

Diligent

Informal

Prudent

Animated

Disciplined

Ingenious

Punctual

Articulate

Discreet

Inquisitive

Purposeful

Artistic

Dominant

Insightful

Quick

Assertive

Eager

Intellectual

Rational

Attentive

Economical

Intelligent

Realistic

Bold

Effective

Kind

Reasonable

Business-like

Efficient

Likeable

Reflective

Calm

Encouraging

Logical

Relaxed

Capable

Energetic

Loyal

Reliable

Caring

Enterprising

Mature

Reserved

Cautious

Enthusiastic

Methodical

Resourceful

Cheerful

Ethical

Meticulous

Responsible

Clear-sighted

Exacting

Modest

Responsive

Compassionate

Faithful

Motivated

Self-assured

Competent

Farsighted

Natural

Self-confident

Competitive

Firm

Neat

Self-controlled

Concise

Flexible

Nurturing

Self-directed

Confident

Forceful

Objective

Self-reliant

Congenial

Formal

Obliging

Self-starting

Conscientious

Frank

Observant

Sensible

Considerate

Friendly

Optimistic

Sensitive

Consistent

Generous

Organised

Serious
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Individual characteristics list (continued)
Sincere

Tactful

Trainable

Warm

Sociable

Talented

Trustworthy

Well-groomed

Stable

Tenacious

Unassuming

Wise

Strong

Thorough

Understanding

Witty

Sympathetic

Thoughtful

Unselfish

Systematic

Tough

Versatile

You are now ready to build a CV
By now you should have all the information you need to start building your own CV.
It is generally recommended, if you can, to create your CV as a Word document.
If you would like to use a template, try the CV builder on myworldofwork.co.uk. It is easy
to use and contains advice on what to enter section by section. You can also add details
through your My World of Work account. Update your contact information, education or
experience and they will appear automatically in any CV you create. You can save up to
ten different versions on your account, and email or download them.
Note that templates can be a useful starting point for building an initial CV, but need
to be carefully customised to your own circumstances to work effectively.
On the following pages you will find example CVs which you can use to help you
produce your own CV.
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CV examples
Warehousing CV

Gerald Scotsman
11 Times Street, Glasgow G0 0NN
Tel: 0141 000 1000, Mob: 07000100100
E-mail: paperboy@mail.com
A logical and methodical Warehouse Operator with an excellent health and safety record
and extensive experience in warehouse work. Conscientious, with the ability to maintain
a consistently high standard of work. An adaptable team worker also willing and able to
take responsibility for efficient team productivity. Reach and Counterbalance certificated.
Employment Summary
1993 – 2016
Production Charge Hand/Forklift Driver
Whisky Bonded Ltd
• Production Charge Hand – Responsible for the setting up of fifteen production lines prior to start of
production operations in a busy bonded warehouse.
• Ensured that products were labelled correctly and placed in correct storage bays for onward shipping.
• ‘Disgorged’ spirits from faulty bottles (poor glass quality, imperfections, incorrect labelling etc) into
barrels for re-blending.
• Cleansed stainless steel troughs and barrels to strict hygiene codes in accordance with company
specifications.
• Carried out random quality checks on spirits, measured temperature, recorded hydrometer
readings to monitor alcohol levels.
• Forklift Driver – Unloaded vehicles and transported raw materials to warehouses.
• Transported raw materials from warehouse to production facilities.
• Transported completed products to warehouse for onward despatch.
• Regularly carried out Health & Safety checks on truck, checking oil levels, tyre condition, gas
bottles etc.
1971 – 1993
Stock Controller
Premier Logistics Ltd
• Took delivery of new stock
• Checked that stock matched the delivery sheets
• Logged deliveries onto computerised system
• Ensured stock was stored in the correct locations
• Checked stock levels, tracked orders and carried out stock checks on a regular basis
• Ordered new stock when levels dropped below company prescribed levels
• Checked that paper work and orders were accurate.
Training
2013

2012

WB Ltd In-house training courses
Health & Safety at Work Course
Safe Manual Handling Course
Barlow Training
Refresher Counterbalance Forklift Licence

Additional Information
Car owner, full, clean UK driving licence.
Interests: Keen angler, member of Anytown Angling Club. I own a touring caravan and regularly
caravan to different locations, mainly in the north of Scotland.
References Available on Request
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Vi King
123a North Street, Glasgow G37 4GT
Tel: 0111 222 3333 Mobile: 09799799799
vikinginvasion@yahoo.co.uk
Personal Profile
An experienced Hotel Manager with a professional manner and a hands-on approach. Confident
decision maker with a genuine desire to help and please others whilst balancing customer and
business priorities. Productive communication and administration skills, and meticulous attention
to detail.
Key Skills
• Excel at supervising and motivating others
• Skilled in planning, numeracy and organisation
• Talented presenter and trainer
• Solution based approach at all times
• Proactive as part of a team or on own initiative
• Able to meet strict deadlines and prioritise high work loads
• Fluent French speaker
Employment History
Sep 11 – Dec 15
Hotel Consultant Top Travel Services, Glasgow
• Request all hotels, tours and transfers booked by Far East Reservations Team.
• Aim to achieve 48 hour confirmation on all requests.
• Call Far East suppliers regarding any outstanding confirmations or problems.
• Report any reservation errors and any loss they have incurred the company.
• Update travel agents with supplier responses to requests.
Dec 09 – May 11 Duty Manager
Heather House Hotel *** Lochearnhead
18-bedroom hotel with 40-cover restaurant, conference room, function hall, bars and coffee shop
area catering for 500 guests in on-site caravans and lodges.
• Scheduled and managed the work activities of multiple support staff groups.
• Coordinated and supervised weekly dinner dance for 150-200 guests.
• Liaised with conference guests to ensure suitable set-up and provision.
• Demonstrated continuous effort to improve operations and turnaround times.
• Streamlined work processes to provide quality seamless customer service.
Jun 08 – Nov 09
Duty Manager
Kingsbury Hall **** Englandshire
42-bedroom Country House Hotel with 80-cover A rosette restaurant, conference facilities for
80 delegates and four approved civil ceremony venues.
• Interviewed and inducted new employees and supervised staff of 70.
• Assisted Sales Manager with conference bookings, set-up and provision.
• Conducted wedding show rounds, handled all relative correspondence and coordinated weddings
on the day from the Civil Ceremony to evening function.
• Organised seating, pre-dinner drinks and table d’hôte orders for up to 80 residents.
• Assisted Restaurant Manager with training and maintaining service standards.
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Vi King
Employment History continued
Jan 06 – May 08
Assistant Manager
H.L. Shreddings ***Hotels
Completed Trainee Management Scheme at hotels in Dornoch, Braemar, Fort William, Oban and
Loch Lomond catering for 120-250 guests.
• Appraised existing departmental service standards and introduced improvements.
• Adhered to and enforced company policies and procedures.
• Assisted with busy bar and restaurant service.
• Performed daily cash banking, monitored stock control and period budgets.
Further Experience
2005
2004
2002/2004
1999/2002

Trainee Manager
Waitperson
Assistant Manager
Bar Supervisor

Aye Holidays, Isle of Yews
QE2, Cunard Seabourn
Buckie Café/Bar, Buckie
Leo’s Café/Bar, Lille

Education and Qualifications
2016
2009
2009
2006/2007

1999
1996

Working towards Scottish Certificate for Licensed Premises Staff (SCLPS)
W.S.E.T. Wine Course
Basic Food Hygiene (Refresher Course)
H.L. Shreddings Workshops including;
Recruitment Skills, Supervisory Skills, Customer Care,
Bar Operations, Intermediate Food Hygiene (Credit Pass)
Management of Health & Safety
Bachelor of Arts in Marketing (2:1 with Honours)
Higher National Diploma in Business Administration

References
Moira Stewart
Team Leader, Top Travel Services
Moira.stewart@tts.co.uk
Tel: 0141 200 0000

Trevor MacDonald
General Manager, Seaside Hotel
TmacD@seaside.co.uk
Tel: 01490 000000
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Penny Farthing
17 Billiard Place, Erskine, Renfrewshire PA1 5CS
Tel. 0141 888 1234
Mob. 07891011121
myself@yahoo.co.uk
A highly trained and experienced Personal Secretary, most recently as a secretary to
Glasgow City Council’s Director of Education. A loyal, discreet and supportive professional,
used to prioritising a demanding workload under pressure. An effective communicator
and motivator. Experience of working with staff, the public, partner organisations and
a wide range of agencies has taught the value of tact and diplomacy as well as a degree
of assertiveness.

Key Skills
• strong interpersonal and communication skills
• excellent command of the English language and grammar
• very strong organisation and communication technology (ICT) skills
• able to work to tight deadlines and manage several projects at any one time
• able to communicate with members of staff at all levels
• attention to detail
• flexible, able to use my own initiative
• discreet, honest, reliable and committed
Employment History
2004 – Present

Personal Secretary

Glasgow City Council
Education Department

• Personal Secretary for the Director of Education
• organising the director’s diary and personal timetable and arranging appointments
• managing the director’s workload and deadlines
• dealing with correspondence and taking minutes at meetings
• preparing presentations and written reports
• organising and attending meetings
• screening phone calls
• managing an administration team and taking on some of the responsibilities of an office manager
• looking after visitors, organising conferences and sales meetings
• doing confidential work for the director and other service managers
• managing a budget and submitting expense claims on the director’s behalf
• arranging the director’s travel plans, booking hotel rooms, restaurants etc, for corporate entertaining
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1998 – 2004

Customer Services Officer Glasgow City Council Benefits Office

• dealt with customers, when necessary operated a ticketed queuing system, calling up each
customer by number
• processed payments made to the council
• where necessary, asked for and checked official identity documentation
• researched information for the customer on computer
• dealt tactfully with complaints from members of the public
• circulated any new information to other colleagues as soon as it was received
• checked the accuracy of all information before passing it on
• assisted customers with any extra benefits or entitlements they may not have known about
• sought assistance if necessary from colleagues, managers or other departments
• liaised with members of staff at all levels and with various officials from external agencies,
such as the Inland Revenue, Job Centre+, Social Work etc
• provided assistance to a wide range of members of the public
• where necessary, referred customers to another department or outside organisation.
1991 – 1998

Administration Assistant

Glasgow City Council Land & Environment

• dealt with internal and external correspondence, including distributing and franking post
• word processed letters, memos, agendas, presentations and reports
• monitored stationery supplies and reordered when necessary
• maintained office equipment, such as printers, computers, scanners and photocopiers
• answered the telephone and provided switchboard cover
• set up and maintained filing systems and updated databases
• took minutes at meetings
• photocopied documentation and provided ICT support to other staff
Training & Education
2009

Glasgow City Council
Front Line Management Course

2006

Institute of Qualified Professional Secretaries
IQPS Category A

2004

Glasgow College of Commerce
HND in Business Administration

2000

Reid Kerr College
SVQ Level III Customer Services

1994

Reid Kerr College
SVQ Level II Business Administration

Additional Information
Member of the Institute of Qualified Professional Secretaries
Car owner with full, clean UK driving licence
Interests: Badminton and swimming. Member of the local Operatic Society
References Available on Request
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William Hurt
10 Sycamore Street, Five Oaks, New Town N3 4RT
0119 229 3339
w_hurt@coolmail.co.uk
Experienced Social Care Worker with particular knowledge of working in community
care settings in accordance with the Scottish Social Services Council Codes of Practice.
Effective team player with a flexible approach and the ability to perform well under pressure.
Committed to ongoing personal and professional development.
Relevant Work Experience
Day Care Officer
Jan 2010 to present
Hazelbank Day Care Centre (Older People), Renfrewshire Council, Paisley.
• assisting in the day-to-day organisation and running of the day care centre and its activities
• implementing a programme of events which takes into account the needs of individual attendees
• creating, reviewing and recording, with guidance, care plans for individual attendees in
consultation with the attendees and their carers as appropriate
• assisting attendees to self administer their medication; in the safe use of oxygen; dental care;
with continence; catheter and stoma care; with specialist feeding; with mobility; and on transport
• providing activities in terms of the policies and procedures of the Council
• promoting the individual rights of older people, with particular emphasis on privacy, dignity,
respect and personal choice
• ensuring that high standards of care are maintained
• maintaining effective links with carers
• promoting and maintaining positive communication links with representatives from other sections
or departments of the Council, external agencies and the wider community
• participating in staff meetings
• assisting attendees with any physical and emotional needs that they may have
• undertaking keyholder responsibilities
• adhering to the Council’s commitment to Health and Safety and maximising attendance.
Social Care Worker (Trainee)
Jan 2009 – Dec 2009
Rowanbank Day Care Centre, Renfrewshire Council, Johnstone.
• working as part of a team to support adults with a profound learning disability
• assessing centre users abilities
• devising and implementing individual and group training programmes to maximise their potential
for independence
• liaising with carers, staff and other agencies
• recording and evidencing work, and participating in reviews
• advocating on behalf of centre users and encouraging disability awareness.
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William Hurt
Relevant Work Experience (continued)
Escort/Attendant (Voluntary)
May 2008 – Dec 2008
Day Centres for Older People, Renfrewshire Council, Paisley.
• escorting service users from their homes to the day centre in accordance with local authority
practice and procedures
• ensuring the safety, security and comfort of the service users while they are on transport
• carrying medications and communicating effectively between service users, carers, and centre
staff and management.
Training
SVQ Level III Social Care
Jan 2010 – Dec 2011
Renfrewshire Council, Paisley.
• social care theory and practice; social policy; social services provision
• psychological and social perspectives in human development
• promoting individual rights and responsibilities in a care setting
• dealing with health emergencies
• management of aggression.
SVQ Level II Health and Social Care
Jan 2009 – Dec 2009
Top Training Provider, Paisley.
• social care theory and practice; social policy; social services provision
• kinetic lifting and handling
• work placement (Rowanbank Day Care Centre)
Other Work Experience
MOT Inspector/Motor Vehicle Technician
Super Garage, Paisley.

Jun 1994 – Mar 2008

Car Mechanic/Apprentice Car Mechanic
Excellent Car Garage, Johnstone.

Aug 1989 – Jun 1994

Additional Information
• Car owner with full, clean driving licence.
• References available on request.
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Ann O’Nimus
Flat 99, 9 Noname Street, Bononess B0 0NO
07676 767676
annon@messin.com
Career Objective
Highly motivated and enthusiastic graduate committed to pursuing a career in Health and Safety.
Having recently completed relevant training, NEBOSH National General Certificate in Occupational
Health and Safety (Pass with Distinction), I am now ready to apply my skills within the workplace.
Key Skills and Knowledge
• a high standard of written and spoken communication skills in order to explain health and safety
processes to a wide range of people and to give presentations to groups;
• negotiating skills, to convince managers of the need to implement and maintain safety standards
that may compromise speed or efficiency in the organisation;
• patience and diplomacy which ensure a collaborative approach;
• the ability to understand and analyse complex information and present it simply and accurately;
• confident and positive manner with an investigative mind;
• attention to detail;
• an interest in the law and the ability to understand regulations;
• knowledge of computer applications for preparing reports and recording and analysing statistics.
Relevant Work Experience
Engineering Placement (5 months) Big Firm, Glasgow.
2011
• Communicating information to relevant professionals.
• Researching ways to improve efficiency.
• Collecting and analysing information, writing technical reports.
• Estimating project costs and timescales, drawing up project designs.
• Attending meetings and delivering presentations.
Education
Training Provider, Glasgow
Mar 2015 – Jun 2015
NEBOSH National General Certificate in Occupational Health and Safety (Pass with Distinction)
University of Engineering, Glasgow
Oct 2007 – Jul 2012
Bachelor of Engineering: Mechanical Engineering with Aeronautics
High School
Aug 2001 – Jun 2007
Highers: Maths B, Physics B, Human Biology B, English C, Music C
8 Standard Grades
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Ann O’Nimus
Flat 99, 9 Noname Street, Bononess B0 0NO
07676 767676
annon@messin.com
Other Work Experience
Waitress Café, Glasgow
Nov 2014 – Present
• Taking orders, bussing tables, taking payments, serving food and drinks.
Office Assistant Brisbane Publishing, Australia
Aug 2013 – Sep 2014
• Filing, data entry, providing clients with business and procedure correspondence.
General Assistant Brisbane City Backpackers, Australia
• Reception duties, housekeeping and cleaning.

Aug 2013 – Sep 2014

Front of House Team Member Restaurant, Glasgow
Jun 2011 – Jun 2013
• Meeting and greeting customers, serving food and beverages, cleaning and bussing tables,
taking bill payments, bar work, cleaning duties.
• Training staff in all duties and procedures associated with a busy city centre restaurant.
Waitress/Supervisor Café, Glasgow
Sep 2009 – Apr 2011
• Setting up and closing the restaurant, counting and distributing tips, drafting the front of house
staff rota, staff training.
• Profit taking, till balancing, stock taking and ordering new stock.
Additional Information
Interests: I have a strong interest in travel and have backpacked around Australia, Europe and
Morocco. I am now a keen tennis player. I also enjoy cooking, learning about history and going
to the theatre.
References: Available on request.
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Arthur Rabbit
8 Watership Down, Warrenville BU65 8UN
0141 111 0000
07777 123456
Myemail@bobtail.com
Facilities Manager with strong leadership and administrative experience, and a firm
understanding of budgetary controls. Highly skilled in negotiation and prioritisation of tasks.
Key Skills
• Always interested in facing new challenges and taking a fresh attitude to problem solving.
• Real understanding of good customer service with the aim to provide this at all times.
• Genuine interest in taking a proactive and flexible approach in order to achieve goals for the good
of the organisation.
• Excellent organisational and administrative skills for keeping up-to-date records.
• Outstanding leadership qualities and team working abilities.
Key Experience
Property Management
• Dealing with the day-to-day running of a large centre ensuring effective communication between
all levels.
• Planning property maintenance and repair.
• Resolving any disputes and responding to challenging situations quickly and amicably.
• Using numeracy skills for dealing with budgets.
Health and Safety
• Understanding of the need for a commitment to adhering to the highest Health and Safety
standards in all work that is carried out.
• Complying with all Health and Safety Regulations.
• Keeping up-to-date with new legislation and policy.
• Providing a clean and secure environment for customers, clients and staff.
• Maintaining a thorough approach to ensure accuracy of information.
• Carrying out emergency evacuation procedures as required.
Communication
• Dealing with people of all ages, backgrounds and status, including effective liaison with a range
of other agencies.
• Advising on issues and queries from a full range of customers i.e. members of the public, other
agencies, police and tenants.
• Providing workable solutions when faced with complaints from customers whilst remaining polite,
tactful and firm.
• Carrying out recruitment procedures including creating job advertisements and interviewing
suitable applicants.
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Arthur Rabbit
Employment History
The Big Shopping Centre, Burrow-in-Furness.
Mar 2002 – Jan 2016
Centre Operations Manager
• Overseeing the work of all contractors for security, cleansing and waste management.
• Organising events such as police seminars regarding shoplifting and credit card fraud.
• Chairing committees made up of tenants and Strathclyde Police.
• Purchasing and supplying communications equipment for contractors.
The Big Shopping Centre, Burrow-in-Furness.
Security Operations Manager
• Worked for Surname Security, previously Secure Security.
• Overseeing all aspects of security for the centre.
• Training security officers in site specific issues.
• Devising and submitting staff rotas.

Feb 1994 – Feb 2002

Secure Security, Burrow-in-Furness.
Security Officer/Supervisor
• Providing security at various locations.

Oct 1993 – Jan 1994

Education and Training
• IOSH Certificate – Managing Safely in Facilities Management
• Aims Certificate – Health and Safety for Site Staff
• Fire Training Certificate
• Passenger Lift Emergency Release Certificate
Additional Information
Pre 1993: My previous work history includes construction, security and bar work. Further details can
be provided as required.
References: Excellent references are available on request.
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Guy Mill
62 Nice Street, Suburbia G1 0SS
0133 339 9393
07000 700700
millguy@coldmail.com
Energetic, professional and self-motivated joiner, project manager and owner of a small
construction company with twenty eight years experience in the construction industry.
Seeking a position where professional experience and expert knowledge can be exploited
to the full. A high level of commitment and professionalism offered in return for challenge
and the opportunity to build on existing experience.

Achievements & Key Skills
• owned and project managed a small construction company with ten full time staff
• on occasion employed and supervised up to fifteen sub contracted building workers;
plumbers, joiners, electricians, plasterers, general labourers etc
• annual turnover of between £500,000 and £1 million pounds sterling
• thorough understanding of building techniques and materials
• able to plan work carefully and accurately and carry out a variety of tasks quickly and
in the right order
• proficient at following detailed construction plans and drawings
• reliable, accurate and responsible
Employment History
• Construction Contractor – estimated contract costs; equipment, plant, materials and labour
• ensured bids were calculated in detail to arrive at overall prices that won contracts and made
a profit
• bought materials at the best price and quality to reduce costs and ensure profitability of contracts
• worked from architect’s drawings and agreed alterations and amendments to plans and drawings
if required
• ensured materials were delivered as planned to meet building schedule
• checked materials on arrival on site
• attended meetings with architect, building inspectors and clients
• measured and prepared site for construction
• supervised a range of different trades
• co-ordinated the programme of work
• constantly monitored timing and progress and resolved problems quickly and effectively to ensure
contracts were completed on time
• thorough understanding of the legal requirements of building, construction and health and safety
legislation and practice
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Employment History continued
• Joiner – created temporary shuttering to support and shape wet concrete building foundations
• followed detailed construction plans and drawings
• built wooden frame for external and internal walls
• measured, cut and fitted floorboards
• prefabricated staircases from drawings and positioned on site making alterations as required
• fitted prefabricated window frames and doors into place, both wood and PVC products
• installed skirting boards, door surrounds and shelving
• fitted door handles and locks
• erected scaffolding
• worked carefully and accurately
Employment Summary
1994 – Present

Construction Contractor

AnyHome Builders Ltd

1983 – 1994

Joiner/Apprentice Joiner

Various construction companies

Training & Qualifications
1983 – 1987

Reid Kerr College
City and Guilds Parts I, II and III Carpentry and Joinery Skills

2013

Construction Skills Certification Scheme
CSCS –construction site health and safety certification

Additional Information
Driving: Car owner, full, clean, UK driving licence
References: Available on request.
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Abraham R. Dean
11 Whereabout Crescent, Aberdeen AB0 0TS
Tel: 0790000 0001
E-mail: abraham@mail.com
A Quality Control Inspector and skilled, time served Mechanical Fitter with extensive
experience in inspection, manufacturing, assembling, testing and refurbishing deck
machinery and gear boxes for naval, merchant marine shipping, power stations etc. Also
experienced in the servicing and maintenance of heavy engineering plant. A self motivated
team player with the ability to organise and prioritise work on a day-to-day basis and ensure
that production targets are met.

Key Skills
• attention to detail and the ability to work to high degree of accuracy
• the ability to read engineering drawings
• good numerical skills
• good practical ability and hand-to-eye coordination
• high level of concentration
• able to work on own initiative and problem solve when required
Employment Summary
1999 – present

Quality Control Inspector/Mechanical Fitter

Any Engineering Ltd

Responsibilities included the inspection, manufacturing and assembling of all types and sizes of
gear boxes, winches, windlasses and capstans for naval and merchant shipping. Also manufacturing
and assembling traction gearing for Inter City’s high speed trains and large girth rings for industrial
driers and rotary kilns for the cement and heavy duty process industries.
• Quality Control – checked goods inward and ensured parts corresponded to purchase orders
• issued reject and rectification notes for non-conforming items and materials
• obtained concessions forms from customers if required
• quarantined suspect goods until quality control issues were resolved, in accordance with customer
specifications and ISO 9001
• issued drawings and job cards for start of manufacturing operations
• performed dimensional checks on machined components
• carried out visual and non destructive testing i.e. Dye Penetrant inspection on used parts
• produced test procedures and oversaw load tests on a range of units
• prepared and issued conformist certification and test reports
• maintained condition of and carried out regular calibration of inspection equipment
• ensured that all production and refurbishment work was carried out in accordance with company
quality manual, customer specifications and ISO 9001
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• Manufacturing – assembled deck machinery for naval and merchant marine shipping
• set up and conducted performance checks as per customer and international specifications
standards (Lloyds, MOD etc)
• supervised installation of gear boxes on site
• set up gears between centres to check alignment
• carried out load tests
• pressed/heat shrank gears onto shafts
• fitted all types of rolling element bearings
• ‘marked off’ components for machining
• Refurbishment – assessed condition of used parts/equipment/machinery
• prepared reports on condition
• ordered new parts to return gear boxes to original condition
• hand scraped bearings to tight tolerances
• manufactured replacement parts to return equipment to ‘as new’ condition
• Maintenance – diagnosed faults, serviced and maintained a range of engineering machinery
i.e. turning lathes, milling machines, horizontal borers, gear cutting machines, worm hobbers,
cranes etc.
• on occasion carried out basic machining operations to replace faulty parts
• produced accurate maintenance reports
• tested machinery before returning to production
Training
1998

Aberdeen College
HNC Mechanical Engineering Production

1997

Aberdeen College
City & Guilds Part III Mechanical Engineering Maintenance

Additional Information
Car owner with full, clean UK driving licence
References Available on Request
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Lynn Lithgow
2 Queen Mary Street, Midlothian P41 4CE
0111 333 4444
07891 234567
lynn.lithgow@chainmail.com
Personal Profile
I have a range of financial services administration experience. I am an excellent communicator
both orally and written, I am experienced and confident in dealing face to face or by phone with
clients, partner organisations and staff at all levels. A methodical, thorough and numerate individual,
I understand the importance of attention to detail, accuracy of analysis and presentation of
information. Used to working within a pressured environment and to deadlines set by clients,
key partners and other external organisations, I am seeking to secure a role in the financial
administration market, using my existing skills and experience.
Key Skills
• Administration: highly skilled in all admin duties including completion of forms and
correspondence, the ability to complete all tasks to complex specification and experienced in
maintaining and producing a consistently high and accurate standard of paperwork. Aware of the
importance to adopt and follow systems in order to improve efficiency and assist record keeping.
Capable of dealing with the demands of administration at all levels of the process and all the
partners and key individuals involved
• Communication/Interpersonal Skills: Able to build good working relationships and rapport with
all organisation and individuals leading to improved co-operation and working practices. Ability to
communicate effectively with individuals of all professional and social strata and relate to people in
a confident and friendly manner
• Organisational Skills: Responsible for the setting up of a Glasgow office including finding
premises, recruiting and training of administration staff and supervising additional mortgage
consultants based in Edinburgh satellite office. Able to prioritise work to achieve desired outcomes
on time
• Numeracy: Proficient and accurate with the use of financial information, understanding the
importance of this at critical key stages of different processes
• Financial Skills: Advising clients on all aspects of financial planning from pension planning
and provision to investing and creating capital. Specialising in advice on all aspects and stages
of residential property purchase and remortgage, including Buy To Let
• Customer Service: As a graduate trainee I worked in hotels in London, Luton, Gatwick,
Dunfermline and Glasgow, training in all aspects of hotel operations and achieving Youngest
Deputy Manager in the Company at the age of twenty four. Continuing after this to work in
Financial Services and understanding the benefit great customer service brings to individuals
and organisations
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Employment History
2008-2016
Mortgage and Protection Adviser
Mort Ltd
• Advising clients on all aspects of mortgage application
• Creating records on database enabling access to major lenders
• Ensuring safekeeping of records in accordance with Data Protection Act
2005-2008
Mortgage Adviser
Self Employed
• Advising clients on all aspects of mortgage application
• Creating records on database enabling access to major lenders
• Ensuring safekeeping of records in accordance with Data Protection Act
• Communicating effectively with clients and key partners verbally, written and
electronically to ensure all parties were regularly updated
• Competent in all aspects of administration including maintaining a methodical filing
system, use of spreadsheets and databases and telephone communication
2001-2005
Mortgage Consultant
Gage Ltd
• Working with clients of third party financial advisers, developing my communication skills
to interact with clients of various degrees of financial experience
• Providing a professional and confidential service to both clients and partners
Education & Training
HND Catering and Hotel Keeping and Institutional Management
Financial Planning Certificates – 1, 2 and 3
Advanced Financial Planning Certificate – Supervision and Sales Management (H15)
Certificate in Mortgage Advice and Practice – CEMAP
Additional Information
In my spare time I enjoy keeping fit and participate in a variety of outdoor sports such as running,
golf and hill walking. I also enjoy photography, travel and eating out.
References available on request
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Application forms
Some companies and organisations will ask
you to fill in an application form rather than
submit a CV. From both the applicant’s and
employer’s point of view, application forms
can have certain advantages.
For example, all candidates will be
submitting their information in exactly
the same format, enabling the employer
to make straightforward “like with like”
comparisons, and recruiters won’t
be distracted or swayed by differing
CV formats.
By using specially designed application
forms asking specific questions, employers
know that they are only collecting
information relevant to the post.
All application forms will differ slightly,
but here we guide you through some
general tips for completing the application
form successfully.

Basic guidelines
Planning – if you can only get hold of a
hard copy of the application form, don’t
just go straight ahead and fill it in. Take
a few photocopies first, so that you can
practice filling it in neatly and judge how
much space is available. Check your
answers for correct spelling, grammar,
punctuation, completeness and accuracy.
Keep a copy of the completed application
form for future reference.
If the form is online, draft your application
offline first in a word processing package
like Word and save it to your computer.
This way you’ll be able to run a spell check
before you copy the information into the
online system. It also means you’ll have a
back-up if there’s a problem with the form.
More and more sites offer the option of
storing your application online and coming
back to it. If you do this in more than one
sitting, keep a record of any usernames
and passwords so that you can get back in.
Employers may use the application form
to judge how well you follow instructions.
If you are careful about doing this on your
application form they will be more likely
to think that you will be a conscientious
employee. Do not under any circumstances
simply attach your CV to the form and refer
the employer to that for the information.
As mentioned above, employers have
good reasons for using application forms;
simply referring them to the CV is lazy
and suggests that you will not be a
conscientious employee.
Presentation – read the instructions
carefully and fill in all the appropriate
sections. Write clearly and use a black
ballpoint pen. Better still type or word
process if possible. Most application forms
are now available online which helps makes
it look more professional. Keep your master
copy of the application form clean, and send
it in an envelope big enough for you not to
have to fold the form.
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Content – many application forms will
ask specific questions and expect you to
give examples to back up your answers.
Describe your skills and abilities, targeting
the job description and/or job
advertisement.
Use a range of examples – using the same
one over and over again will make your
experience appear more limited. Use
concrete examples and use words or
phrases which mirror those in the job
advert/description.
Ensure that the information is correct and is
consistent with information on your CV,
especially important if you are attaching
a CV with the application form.
Job post – Always ensure that you make
clear the job you are applying for. Specify
full-time, part-time, shift patterns or no
preference as well as the date you can start.
Personal information – list your name,
address, post code, telephone number
and e-mail address if you have one.

Education, qualifications and training –
list academic, vocational and professional
qualifications. Link the qualifications to the
school, college, university or training
provider that provided the learning or
training. Do not underestimate in-house
training courses and qualifications provided
by a previous employer, especially if they
directly relate to the job you are applying for.
Personal Statement – the form should
include instructions, usually something
like ‘please use this section to explain why
you feel you are suited to this job and what
you can bring to it’ or ‘please include any
further information relevant to the person
specification, such as which skills,
knowledge and experience you have’.
The employer will have seen which
qualifications and work experience you
have in the previous sections on the form,
so the purpose of this section is for you to
show you’re motivated to do the job and
that you have carefully considered why
you feel you would be good at it.

Employment history – start with your
most recent job, detailing job title, dates
of employment and employers’ names.
Describe your duties clearly, concentrating
on skills that will most interest the
prospective employer. Job descriptions
(if supplied by the employer) and job adverts
often provide clues about the skills that the
prospective employer will be most
interested in.
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Preparation for the
Personal Statement
Before you start, make sure you
have the following in front of you:
• the Job Description
• the Person Specification (if available)
• the Application Form
• your CV.
You will be able to refer to these while
writing in order to include as much detail
as possible.
Begin by making a list of the important
information you want to include, such as;
titles of jobs, job duties, qualifications,
personal qualities, skills, achievements.
But remember don’t simply repeat
information you have given elsewhere
in the application form.

Format of the Personal Statement
Although personal statements differ,
it is generally the case that they follow
a particular format. They should have
an introduction, followed by detailed
supporting information and end with
a clear conclusion.

Introduction: You should begin with a
strong opening that clearly demonstrates
your suitability for the post and your reason
for applying. You need to immediately gain
the employer’s attention and interest.
Remember to connect your experience
and skills to the post that you’re applying
for. Whichever way you structure your
introduction, you should always mention
the post that you are applying for in the
first paragraph.
Supporting information: Subsequent
paragraphs should refer to positions
of responsibility you have held which
demonstrate your relevant experience, skills
and abilities. Try not to have one paragraph
that has a number of different messages.
Break this section into a number of smaller
paragraphs with each paragraph focussing
on an individual key message that highlights
your suitability for the job. Remember, if
you do include examples to show previous
experience and ability they must be relevant
to the post you are applying for.
Conclusion: Link together the various issues
you’ve raised in your statement and once
again stress your enthusiasm for the post.
You might also want to mention how this
role would fit in with your long-term career
development goals.
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What to include in the Personal
Statement
To complete the Personal Statement
successfully, always read the notes
at the top of the section and carefully
refer to them as you draft your profile.

Answer the question – always provide
specific examples that demonstrate your
ability and/or aptitude to undertake the
duties of the post. If you simply detail your
qualifications, with no mention of what
attracted you to the post, you will probably
not be successful. You must emphasise the
skills you have developed from previous
work roles, provide evidence of past
achievements and list competencies that
you’ve developed.
The “I” issue – this is a personal statement
so using the ‘first person’ is not only
acceptable but recommended. Using the
word ‘I’ tends to give your content more
impact and personalises it. However,
although you and your experiences are the
focus of this statement try to avoid starting
every sentence with “I”.

Avoid unnecessary duplication – it is
easy to fall into the trap of repeating
information in this section that is already
included in another part of the application
form. If you’ve already detailed
qualifications in another section of the
application form you do not want to repeat
this information in the same format in the
Personal Statement section.
For example, you have given details
of an SVQ Level II in Social Care and
an HNC in Social Care in another section
of the application form. In the Personal
Statement section you may wish to say that
you ‘have both vocational and academic
qualifications in Social Work’.
Make your statement distinctive – try
and make your personal statement unique
or distinctive as a way of making your
application stand out. One way to do
this is to describe an achievement or
provide evidence of how you have used
or developed skills and competencies.
Try to link these to a specific situation/
scenario. Ensure that the examples you give
are related to the requirements of the post.
This will make your statement distinctive
and memorable.
Keep it brief – personal statements tend
to be between 250 and 500 words, so be
concise while providing enough relevant
detail. Make sure that each paragraph is
focused on a single topic. You may want
to include paragraphs on topics such
as vocational, academic or professional
qualifications that relate to the post,
or highlight your key achievements
and abilities.
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Reviewing your draft Personal
Statement

Disclosing convictions

Given the importance that employers
place on this section it is vital that you
allow yourself adequate time to review
your personal statement thoroughly.
You should check the following:

Some employers may require you to
disclose previous convictions. In such
cases most employers seeking disclosure
will supply a separate envelope for you
to submit any information regarding the
disclosure of convictions. This is to
ensure confidentiality.

Content
• Did you address the question?
• Is there enough detail?

Points to remember

Format and language
• Is the writing clear?
• Is the structure/format correct?
• Is the punctuation correct?
• Have you checked the spelling?
While computer ‘spelling/grammar checks’
are helpful during revision – don’t rely on
them. You must read the draft thoroughly
and, if possible, get someone else to check
it over before you send it off.

References

Most employers will ask for references from
two referees. At least one should
be an employer or an academic referee.
Current or most recent employers are
preferable. Remember to provide names,
business addresses, telephone numbers
and e-mail addresses of referees.
If you do not want your present employer to
know that you are applying for jobs, state in
an accompanying letter that ‘references are
available on request’ or that you would
prefer your referees to be contacted only
if your application is successful.
It is important that you speak to your
referees beforehand to check that they
are willing to give a reference.
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• Read the form first, and carefully follow
all the instructions
• Practise on photocopies or blank paper
• Work out what kind of skills the employer
will be looking for and highlight those that
you have
• Look for opportunities to mention relevant
experience, achievements and strengths
• Answer all the questions or write
‘Not Applicable’ if that is appropriate
• Don’t tell lies. You could lose your job
if found out
• Keep it tidy and check you have no
spelling or grammatical errors
• Do not forget to sign and date the
application
• Get someone to check over the form
before you send it
• Keep a copy of your completed application
for future reference and do not forget to
review it before your interview
• If appropriate, enclose a covering letter
with the form.
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Online applications

Preparation and planning – when
completing an online application form don’t
just go ahead and start typing. Have all your
information to hand and make sure you’ve
looked at the form first so you know how to
navigate round it and which sections to fill
in. Pay attention to detail and be careful –
one click of a button and you could send
a half finished form through cyberspace
to the employer of your dreams!
Allow yourself plenty of preparation time –
computers, servers and links can all crash,
and unlike a hard copy form, you may not
have the original data to fall back. Bear in
mind that if you have to log in to a site to
complete a form, there may be a time
limit after which your connection expires.
Presentation – even though it is online,
format and presentation still matter.
Make sure you lay out your information
clearly. Sometimes you might not have
much control over this if the form has
its own formatting, but still pay attention
to this and spell check rigorously!
Screening – increasingly employers use
specially programmed software to screen
applications submitted online for certain
key skills. These are often referred to in the
advert or selection criteria. Read the advert
or job description carefully before you apply,
and make sure that you reflect the language
used in it and target skills to meet what the
employer is looking for.

Competency based questions

Some recruiters will have an application
form (on paper or online) made up of
competency based questions. These ask
the applicant to provide detailed answers
based on personal experience to
demonstrate a skill required in the job.
An example might be: ‘Think of a time
when you were involved in a change to
working practices and how you influenced
colleagues to do something they were
reluctant to do’.
Use the STAR model to answer this
and other scenario/competency based
questions:
• Situation – what was the situation?
• Task – what were you tasked to do?
• Action – what actions did you take
personally to take the situation forward?
• Result – what was the outcome?
Often there will be a word limit attached
to the answer. The employer is looking for
a clear, succinct and disciplined answer.
For this question you should try to:
• briefly outline the situation
• explain what was expected of you, your
team or your department and how you
used your skills to influence or lead your
colleagues to a positive outcome
• describe the positive outcome.
Refer to Competency Based Interviews
(in this book) for more detailed advice.
Avoid using the same scenario twice.
Provide a spread of evidence in your
answers, drawing on the breadth of
your work, life and study.

107

Covering letters
Covering letters are a way of introducing
yourself to a potential employer. Sending
a covering letter with your CV or
completed application form gives you an
extra chance to highlight relevant points
and to expand on particular skills and
experience. It also gives you the
opportunity to provide the employer with
additional information which would be
difficult to fit into a CV or application form
e.g. information on recruitment incentives.
A covering letter can also be used to
accompany a CV when you are making a
speculative application i.e. when you write
to a company asking them to consider you
for any vacancies which might exist or
arise in the future.
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Golden rules for a covering letter

• Remember a covering letter is the first
impression the employer will get of you
and may determine whether they read
your CV or application form.
• Keep your letter short – no more than
one side of A4
• Word-process your letter to make it
easier to read. When emailing include
the covering letter in the main body of
the email. Think about the font you will
use so that it is readable and note that
these may differ between your printed
and online versions
• Use uncomplicated language
• Always proof read, or get someone else
to do it for you, to check for spelling and
grammar mistakes
• Try to address the letter to a specific
person. If you don’t know their name, call
the company to find out. Don’t be afraid to
pick up the phone as wrongly addressed
letters commonly mean the application
form or CV will go unread.
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What should be in
a covering letter?
Introduction
• What is the purpose of the letter?
• Why are you writing it?
Motivation
• Why do you want this particular job?
• Why you are interested in this
particular company?
Suitability
• Why are you a suitable candidate for
this position?
• Why should the employer choose you?
Conclusion
• An opportunity to thank the employer
• What do you want to happen next?

When you might send
a covering letter

• For an advertised post – enclosing a CV
• For an advertised post – enclosing
a completed application form
• To make a speculative application –
enclose a CV.

Advertised post – CV/completed
application form

• State clearly where and when you saw
the advert
• Quote any reference number given in
the advert
• Use any information from the advert
or job description and match this to
your skills and experience, to show
that you have exactly what is required
for the post.

Speculative application

In this type of letter you must be clear
about the kind of work you are looking for
– try not to state that you are interested in
any available work – be more specific.
See “How to explore the hidden job market”
in Section 5 for tips.
It is also very important to show that you
know what services/products the company
provide and relate this to your knowledge
and expertise.
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Cover letters – examples
Covering letter accompanying a CV for an advertised post

12A Main Street
Anyville
AY4 4YA
a_a@workmail.co.uk
03/03/16
Mr Fred Jobs
Service Manager
XYZ Ltd
12 That Road
Anyville
AY1 1AA

Dear Mr Jobs
Service Engineer (Ref: SE43)
I wish to apply for the above vacancy as advertised in the Anyville Herald last week. I enclose my
CV in support of my application.
As you will see from my CV, my experience includes working with electro-mechanical equipment,
pneumatics and gas storage. I also have a working knowledge of current Health and Safety
regulations gained through in-house training at work.
My approach to work is flexible and I am happy to consider a range of working patterns including
shifts. Previous employment has involved travelling around Anyshire to meet suppliers and
customers on their own premises which has allowed me to develop a thorough understanding of the
road system in this area.
I enjoy working as part of a team and with the public and I have dealt with people in their own homes
whilst assisting on a ‘meals on wheels’ round. As a result my confidence and interpersonal skills
would be of benefit when delivering customer services.
I believe that I have the skills and personal qualities required for the post of Service Engineer with
your company and would welcome the opportunity of an interview to discuss my application in more
depth. I look forward to hearing from you.
Yours sincerely,

Ann Applicant
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Covering letter accompanying a completed application form

121 Main Street
Mytown
MP3 7LP
01111 222 333
andy.other@coolmail.com
1st April 2016
Mr John Smyth
General Manager
Mytown Processing
Mytown
MP1 3EP

Dear Mr Smyth
Ref 2020: Warehouse Manager
I would like to be considered for the position of Warehouse Manager as advertised in the Mytown
Gazette on 25th March 2016.
I am an experienced Warehouse Manager with a proven track record of implementing tracking and
ordering systems within a large retail organisation.
Recent projects undertaken include:
• developing a multi-site distribution and warehouse system in four of our depots,
• reducing stock holdings by 9% leading to cash flow improvements,
• installing an automatic customer ordering system which generated profit from increased sales.
I enclose a completed application form and look forward to hearing from you soon so that I can
discuss the position further with you.
Yours sincerely,

Andy Other
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Covering letter accompanying a speculative CV

5 Any Street
Any Town
Z99 9ZZ
Tel: 07152 123456
teddy@email.co.uk
13 April 2016
Ms Anne Thorpe
Operations Manager
Any Company
1 The Street
Any Town
A10 2BQ

Dear Ms Thorpe
I am enquiring whether you have a vacancy in your company for a Quality Assurance Manager.
Please find enclosed a copy of my CV for your consideration.
As you will see from my CV, I am currently working for Industrial Power Ltd as the Senior Quality
Assurance Technician. In my present position I am responsible for overseeing all quality control and
quality assurance in Industrial Power Ltd’s Glasgow factory.
Working closely with production management, I ensure that any problems are identified and
resolved at an early stage so that they do not affect production deadlines. I have successfully
introduced and embedded ISO 9001 throughout our factory. This involved updating many of the
company’s procedures to ensure compliance.
With a proven track record managing and maintaining the highest Quality Assurance standards and
at the same time minimising cost, I believe that I would be able to make a significant contribution to
your company’s management team.
I would be pleased to discuss things further with you and will contact you within the next two weeks
to arrange a convenient time to do so.
Yours sincerely,

Ted Edward

This is the end of the section ‘Get noticed’. If you still feel you are
uncertain how to complete an application form or create a winning
CV and covering letters, you may find it useful to review this section
or get in touch to discuss things further.
myworldofwork.co.uk 0800 917 8000
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SECTION 7

First impressions count
This section covers interviews, presentations and
other selection methods.
You’ve overcome the most difficult hurdle and the
employer wants to find out more about you.
This section of the pack takes you through some
of the common selection methods. It explains:
• different types of interviews
• how to prepare for interviews
• what to do during and after the interview
• assessment and testing.
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Interviews
Why do employers want to
interview applicants?

Preparing for successful interviews

Now you have to prepare for the interview
so that you can sell yourself well in
a face-to-face situation.

Prior to interview
• Research the company and the job
• Identify your own skills and match them to
those required for the job
• Rehearse answers to the questions you
may be asked
• Think of questions that you may wish
to ask
• Practise interviews to improve
your technique
• Make sure you know the route to
the interview.

If you have got to the interview stage then
you have attracted the attention of the
employer and they want to find out more
about you.

People ask why they have to be put through
the ordeal of an interview. Here are a few of
the reasons employers use interviews to
select applicants:
• to see what you look like. Is your
appearance, dress style etc appropriate?
• to gain an impression of your personality
• to verify points from your application
• to see if you will fit into the workplace
• to ensure you are aware of the job and
what it requires
• to find out if you have researched
the company
• to give you the chance to ask questions
about aspects of the job that you are not
sure about
• to find out how well you communicate and
also how well you can sell yourself.
Remember the interview is a two-pronged
tool. You can use it to help you to decide
if you want to work for the company.
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Preparation prior to an interview is vital for
success. It is important to note that proper
preparation is one of the best things for
instilling self-confidence and reducing
nerves.

Research the company
It is important to prepare for the interview
by finding out as much as you can about the
company and the job you are being
interviewed for. There are a number of ways
of doing this.
• Check the company’s website
• Find them on social media
• Look for news about the industry
• Talk to people who already work there.
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What can you find out about
the company?
• What products or services do
they provide?
• Who are their customers?
• Who are their competitors?
• What is their reputation?
• The size and structure of the company.
Know about the job
It is important that you know yourself and
the skills that are required for the job that
you are being interviewed for.
Review your CV or application form – what
you have said about yourself has obviously
made an impression. You should consider
the following questions and reading over
your CV, the job description and the job
advert can help you obtain answers:
• why have you been invited along for
the interview?
• what are your unique selling points?
• what are your achievements?
• what are your motives for applying?
• what is your potential contribution
to the position?

Travel to the interview
Make sure you know where and when the
interview is taking place and how you will
get there.
Check that you know how long the journey
takes and give yourself plenty of time in
case of delays.
To ensure you know exactly where you are
going and how long it will take, do a trial
run. Doing this may help settle your nerves
on the day, as travelling to the interview can
often be as stressful as the interview itself.
Prepare for the journey beforehand and you
will arrive cool, calm and collected on the
day.
Dress code
Decide in advance what you are going to
wear. Remember, first impressions count –
decisions are often made in the first few
minutes of your entering the room.
It is important to be smart but comfortable.
It is acceptable to wear colour in your outfit
but make sure that there is nothing to
distract the interviewer e.g. strong perfume/
aftershave or excessive jewellery.
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Stress busters
Most people suffer from interview nerves.
Nerves cause perspiration, fear, tension,
rapid speech, a dry throat, forgetfulness
and mental blocks. There are various ways
to reduce nerves prior to the interview:
Breathing exercises
Take a series of long slow deep breaths.
This will reduce your pulse rate and calm
you down. With practise you will be able
to do this unnoticed.
Facial exercises
Nerves often lead to people’s faces freezing
in an unnatural position, a frown or a grin.
To relax your facial muscles try miming
the vowel sounds A E I O U. Finish with a
big grin.
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Visualisation
For the week before the interview or longer
if possible, imagine yourself going through
the whole interview, entering the room,
greeting the people, being able to answer
questions, being confident. Do this just
before you go to sleep or whenever you
can and it should help to reduce your
nerves on the day.
Affirmations
Tell yourself inside your head what a
successful and confident person you are,
and that you are the best person for this job.
Repeat this every morning and night.
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Interview techniques
A common worry is that, with so
many possible questions, how can
you effectively prepare? Although the
questions may vary, there are three main
areas that are almost always covered
in any interview. Nearly all interview
questions can be recognised in terms
of these three key areas.
1. Can you do the job? = skills and
experience
2. Will you do the job? = motivation
3. Will you fit in? = personality/qualities
For example, “Tell me about yourself”
is an ideal opportunity to impress in all
three areas. Do not start talking about
your life history or family. Instead, you
should explain how and why you will
do the job and how you would fit in.
Do not underestimate the value of
“Will you do the job?” and “Will you
fit in?” since the best qualified candidate
who may appear unmotivated will lose
to a less qualified, trainable candidate.
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Interview questions – what is the
employer looking for in an answer?
Always remember to promote your skills,
strengths, experience, knowledge and
personal qualities when answering
questions at an interview.

Tell me about yourself
Do not mention everything you have ever
done. Focus on the skills, experience and
achievements relevant to the job you are
applying for.
Can you tell me about your last job?
Talk about areas relevant to the job you are
applying for. This is a good opportunity to
sell yourself so be sure to mention any
achievements/successes.
Why did you leave your last position?
Be positive in your answer. For example you
might say “to take up a more challenging
position” or “to develop my career.” Do not
complain about your previous boss or
company as this gives the impression you
did not fit in. Do not say you left to get a job
with more money as the interviewer will feel
you may do exactly the same thing to his/
her organisation.
What have you been doing since you
left your last job?
If you are unemployed, the interviewer
will want to see that you have been
constructively filling your time. Mention any
training courses or voluntary work you have
been doing and be prepared to give details.
What has been your greatest achievement?
Your answer should cover some of the
main qualities required by the job you are
applying for. For example, if the job requires
good selling skills you might talk about a
big order you had helped secure. If it
involved organisational skills you might,
for example, point to your part in the smooth
installation of a new computer system.
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Can you tell me about a problem at
work you’ve dealt with?
The interviewer wants to assess your
general approach to problem solving and
to see that you have worked through to
a satisfactory conclusion for all involved.
What are your strengths?
This is a chance for you to shine. Before
the interview, list your strengths and think
of a work related example for each. For
example, “I am calm and enjoy working
under pressure. I am flexible and can work
to deadlines. In my current job, I have to
produce reports under tight deadlines.
I prioritise my workload and plan my
time to help me do this.”
What are your weaknesses?
Do not mention any real weaknesses
as no-one will employ a person who can
rhyme off a list of faults. Any “weaknesses”
should actually be strengths, for example,
“I tend to be very flexible and will do the job
no one else wants to do” or “I take my work
very seriously and will stay late to get
something finished.”
Where do you see yourself in five years’
time?
Interviewers do not want to hear that
eventually you would like to train as a deep
sea diver or set up your own business.
They want to hear that you would like
to be working for their organisation,
hopefully in a promoted post. An answer
like this will demonstrate your reliability
and long-term commitment.

Strengths

Horizons

Networks

Self

Why should we employ you rather than
another candidate?
This question is another invitation for you
to focus on your strengths. In your answer
you should say why you want the job
(career progression/a challenge etc)
and how the company will benefit from
employing you (they will gain a skilled
flexible worker etc). Try to let your
enthusiasm for the job show.

How do you go about planning
for large projects?
Effective planning requires both forward
thinking (Who and what am I going to need
to get this job done?) and backward thinking
(If this job must be completed by the 20th
what steps need to be taken and at what
time to achieve this?). Effective planning
can require contingencies and awareness
of budgets.

What do you know about
this organisation?
If you have done your background research
answering this question should be easy. The
more you know the better, especially if you
have in-depth knowledge of the particular
section or department you are applying to.

Give an example of a positive change you
have made in your working or personal life
This need not be a major change – it could
be having decided to study, give up
smoking, take up a new hobby or an
improvement made at work. The interviewer
will be trying to find out something about
you as a person.

Why do you want to work here?
You should have researched the company
so you should reply with the company’s
attributes as you see them.
What kind of experience do you have
for this job?
This is a golden opportunity to sell yourself
but, before you do, be sure you know what
is most critical to the interviewer. Only by
asking will you identify the areas of greatest
interest to the interviewer. You should go on
to outline how your skills will fit into this job.
What did you like/dislike about your last
job or your current job?
Do not be critical about your last employer.
Keep your answers short and positive,
highlight the things in your current job
that you like which are similar to the kind
of things you will be doing in the job you
are applying for.

The following questions are similar to the
one above. Again you should make sure you
focus on the kind of skills you have and try
to think of an example before going for your
interview.
• Can you describe a positive contribution
you have made in your previous job?
• Can you give an example of a difficult
situation you have had to deal with?
• What have you done that demonstrates
your initiative?
What characteristics do you think make
someone a good team player?
Examples could be willingness to contribute
to organisational goals, listening skills,
interpersonal skills, perseverance, ability
to see the wider picture for the benefit of
the group, rather than yourself. Again, try
to think of a situation where you have
demonstrated these characteristics.
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How would your manager describe you?
Pick out the skills you have which will make
you attractive to your new employer.
What would be your definition of
excellent customer service?
Potential responses to this question could
include identifying what the customer wants
and then providing it for them or measuring
service by asking customers and reviewing
your service. Think of a situation/time when
you provided excellent customer care.

Preparing answers for likely
interview questions

It is only by asking questions that the
employer will be able to see if you are
a suitable candidate for the job. They will
be looking to see if you have the skills and
qualities, experience and attitude that they
are looking for.
How you answer the questions is
therefore very important.
The way to prepare yourself for this
is to try to work out answers to the
most commonly asked questions.
This will give you a head start when
you are at the interview.

Before working out your answers,
do the following:
• re-read your CV/application form
• re-read any information connected
with the job position i.e. job description,
job advertisement
• make a list of things (skills, experience,
qualifications etc) the employer is
looking for
• work out what your main strengths are
(refer to previous sections of this pack
to help you if you are unsure)
• write down the main points you would
like to get across at the interview.

My interview

This feature on myworldofwork.co.uk
will help you prepare and understand what
to expect when you go for an interview.
My Interview goes through a number of
questions and you select the answers you
think are the most impressive. There is a
mix of questions which as you go through
will help you build your confidence and
develop your interview skills. There is also
advice on how to handle interview nerves
and mistakes to avoid.

Thinking on your feet

Although you should aim to prepare for
most of the questions, there may be some
which require you to think on your feet.
Be prepared to adapt your responses
to different kinds of questions. Actively
listening to the interviewer will help
ensure you give the best possible answer
rather than providing a practised but
wrong answer.
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Sample questions
Task

Prepare responses to the questions below to help you prepare for interview.
Ask yourself what is unique about you, and why the employer should choose you
over the other candidates. Use the STAR model to help you produce well formed
answers. These are just some examples so try also to anticipate other questions
and formulate answers to them too.
Why do you want this job?

What do you know about this organisation?

Why did you leave your last job?

What attracted you to this particular job?
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Can you tell me about yourself?

What do you think a job like this involves?

What sort of skills would you need to do this job?

You seem to have little experience (in a certain aspect of the job). How would you get
round that?

What do you know about us?
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What are your strengths?

What are your weaknesses?

What relevant work experience do you have?

Have you any other experience that might be useful?

Did you have any problems in your last job?
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Why did you leave your last job?

What have you been doing since your last job?

How would your last manager describe you?

What do you do in your spare time?

Would you move to another location if the job required you to do that?
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If we were to offer you the job when could you start?

Where do you want to be in five years time?

What are your major achievements?

What type of salary are you looking for?
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Use this space to write down any other questions you anticipate being asked and jot
down your answers
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Types of interview
There are a number of different interview
formats you should be aware of:

One-to-one

This is when it is just you and the
interviewer together. This can be less
nerve wracking because there is only
one person for you to concentrate on and
fewer people to impress. However, that
person’s opinion of you will determine the
outcome of the interview. It can therefore
be a less reliable method of selecting
a candidate.

Panel interviews

These can be good because views on
you are spread across more people. If one
interviewer doesn’t like you, their views may
be outweighed by others. However, this
type of interview can be very demanding
for you, as you need to try and keep the
attention of all on the panel.
It is worth mentioning that some companies
will also ask for a short presentation, which
they will let you know about beforehand
(see information on presentations in this
section).

Interviews by telephone

Increasing numbers of companies are
using the telephone in the first stage of the
interviewing process. Telephone interviews
are done in several ways:
Fully automated: you may receive a letter
giving a freephone telephone number
to ring. You hear a list of statements/
questions and press a number on
the telephone keypad to indicate
your response.
Structured: a mutually convenient time
is fixed in advance for the interview. You’re
taken through a series of questions that
are recorded and analysed by trained
interviewers. The questions are designed
to establish whether or not you have the
required skills for the job.
Screening: you’re questioned on various
aspects of your CV to decide whether you’ll
be invited to a personal interview.
A sales exercise: you’re given the
opportunity to sell a product over the
phone. This technique is used for recruiting
sales, marketing or telesales staff.
The advice that follows about personal
interviews later in this section applies
just as much to telephone interviews,
but some things are especially important:
• do you speak loudly enough?
• is your voice clear or do you have
a tendency to mumble?
• do you sound confident and interested,
or monotonous and tentative?
• don’t forget to smile when you’re talking
on the telephone, as you would when
talking to someone face to face. The smile
won’t be seen but it can be heard
• standing up when talking can make you
sound more confident.
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Competency based interviews
This type of interview is growing in
popularity with companies, organisations
and recruiters.
Competency based interviewing is
based on the belief that past behaviour
is the best predictor of future behaviour.
The interviewer will be seeking information
about your past behaviour in certain
situations.
These interviews are structured with
questions that relate directly to specific skills
and competencies that are required for the
post that you are applying for. All candidates
are asked the same questions and notes are
taken during the interview to evaluate each
candidate’s suitability.
Whilst each interview may vary in terms
of the questions that will be asked there are
general competencies that tend to be
assessed. There are five general themes
that are widely accepted as being covered
in these types of interview.
1. Individual competencies – these refer
to personal attributes:
Influencing, communicating, personal
development and decision making.
2. Managerial competencies – these
relate mainly to a person’s ability to
manage others:
Leadership, project management,
collaboration and forward planning.
3. Motivational competencies – things
that drive you and qualities that will be
required to succeed in the role:
Attitude, motivation, initiative, flexibility
and innovation.
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4. Analytical competencies – the ability
to make decisions:
Analytical skills, problem solving and
attention to detail.
5. Interpersonal competencies – these
refer to how a person relates to others:
Communication, supporting others, open
minded and the ability to work as part of
a team.
These general themes are the basis
that many organisations adapt when
determining competencies that meet
their own specific service requirements,
their aims and objectives. Companies
and organisations determine their key
competencies and often rank them –
Level 1, Level 2 and Level 3. These levels
are determined by the responsibility and
the nature of the duties of individual staff.
The interviewers will base their questions
on the specific needs of the post being
applied for, utilising the competencies that
have been identified by their company.
It is important to recognise that the answers
you give should correspond to the level of
the post that you are applying for. This
involves demonstrating competencies at the
relevant level. For instance, the level and the
nature of the answer should correspond to
Level 3 for Senior/Medium Level
Management posts, Level 2 for Supervisory/
Lower Level Management posts and Level 1
for the remainder of staff.
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Normally in a competency based interview the interviewers will measure how well
you have answered each question (taking account of the level of the post you are
applying for) and will allocate a score against each answer. These scores will be
totalled and the candidates with the highest total score will generally be considered
for the post.

Example of a scoring system
A score of 4

A score of 3

A score of 2

A score of 1

The candidate has shown a full awareness of the
competencies required for the post and demonstrated
that he/she has the right combination of skills, qualities,
personality, qualifications and experience to match the
requirements of the post.
The candidate has shown a good understanding of the
competencies required for the post and demonstrated
that he/she has many of the skills, qualities, personality,
qualifications and experience required for the post.
The candidate has shown some understanding of the
competencies required for the post and demonstrated
that he/she has some of the skills, qualities, personality,
qualifications and experience required for the post.
The candidate has little understanding of the competencies
required for the post and has not demonstrated that he/she
has the right combination of skills, qualities, personality and
experience for the post.
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What interviewers are looking for at a competency based interview

The interviewers will be looking for specific examples describing exactly what you
did in certain situations. You can choose relevant examples from your current job,
a previous job or a situation outside of work altogether. It is likely that the interviewers
will then follow with some probing questions. They will be interested in the outcome
of the situation and whether there was anything you learned from the experience.
The STAR model will provide a structure to your answers:
• Situation – describe a situation or problem that you have encountered.
• Task – describe the task that needed to be accomplished.
• Action – describe the action you took, obstacles that you had to overcome.
• Results – highlight outcomes achieved.

Hints

Situation – Be as descriptive as possible in as few words as possible. The more concise
your description of the situation the easier it will be for the interviewer to follow and
understand the situation. If you ramble, even if your answer is very good, the
interviewer’s attention will fade.
Task – This is an opportunity to display your ability to assess situations and read people.
Do not over complicate the task. Try not to always give obvious answers. Where possible
give answers that show personal initiative and evidence of original thought.
Action – What was your approach to the problem? Here you have the opportunity
to show yourself as a doer, a person of action. Be concise. Your actions should
be uncomplicated. This is also an opportunity to show decisiveness.
Result – This is the part of the answer where you get to sell yourself by describing
the results of your work. This is your chance to shine, interviewers want to see how
confident you are in the work that you do.
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Description of how a company’s key competencies might look
Individual
competencies
• Influencing
• Communicating
• Personal
Development
• Decision Making
Managerial
competencies
• Leadership
• Project
Management
• Collaboration
• Forward Planning
Motivational
competencies
• Attitude
• Motivation
• Initiative
• Flexibility
• Innovation
Analytical
competencies
• Analytical Skills
• Attention to
Detail
Interpersonal
competencies
• Communication
• Supporting
Others and
Team Work
• Open Minded

Your personal attributes.
Getting other people to take on board your ideas.
Ability to communicate in a clear and concise way, so that
others understand you.
A willingness to continuously develop your knowledge
and skills.
The ability to judge situations, make decisions and take
responsibility for the decisions you make.
Your ability to manage staff and situations.
Playing a leading role and ensuring the future success
of your company.
Managing projects, setting and meeting targets, objectives
and priorities.
Working together with colleagues and partners, within and
outside the company, to meet customers’ needs.
Anticipating future needs, taking appropriate action, and
being prepared for contingencies.
The things that drive you and the qualities that you need in
order to succeed.
Responding positively to change, being flexible and open
to new ways of working.
Being focussed and driven to succeed.
Always looking for better ways to deliver results and
improve performance.
Open to new ideas and willing to change the way that
you work.
Looking for new ways to adapt services and products to meet
customers’ needs.
The ability to make decisions.
Able to analyse situations and adopt measures that resolve
problems and lead to improvements in performance.
Making sure that the work you do supports your company’s
objectives and priorities.
How you interact with others.
Ability to communicate in a clear and concise way, so that
others understand you.
Supporting and working in a collaborative way with other
members of your team.
Prepared to take on board other peoples’ ideas.
131

As with general interview questions, it is worthwhile preparing answers to possible
competency based questions. The good news is that normally companies will inform
you of the competencies on which they will base their questions so you can have 2
or 3 examples prepared using the STAR Model for each competency. Producing good,
well formed answers using the STAR Model takes practice and the next exercise will
help get you started.
Consider the questions below and answer using the STAR Model:

Task

1. Tell me about the biggest change that you have had to deal with. What did you do
to cope with it?
Situation:
Task:
Action:
Result:

2. Describe a situation where you had to lead a group to achieve a specific outcome.
Situation:
Task:
Action:
Result:

myworldofwork.co.uk 0800 917 8000

Strengths

Horizons

Networks

Self

3. Tell me about a situation when you were under a great deal of pressure.
How did you remain positive and achieve your goal?
Situation:
Task:
Action:
Result:

4. Tell me about a time when you identified a new or different approach to
addressing a problem or task. How successful were you?
Situation:
Task:
Action:
Result:

5. Give an example of a situation where you were able to influence others on
an important issue. What approaches did you use?
Situation:
Task:
Action:
Result:
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PREP
It might be worth thinking about using PREP
– it is a bit like a “soundbite” that would be
relevant to an interview situation but can
also work in applications forms and CVs.
PREP can be introduced at the Action stage
of STAR or used on its own.
PREP stands for:
Point – Introduce your main point. Focus
on one point at a time, so it’s easier for your
audience to comprehend.
Reasons – Tell the audience why you think
the point is true. Back this up with research
and statistics to add credibility.
Example – Highlight an example (or several)
that supports your main point and your
reasons. Again, back this up with data if
you can.
Point – Wrap up by reiterating your main
point so that it sticks in people’s minds.

Here is an example:
Point: My main strength is my written
communication skills.
Reasons: I know how to structure a written
document to influence and persuade my
audience and I’m skilled at empathising with
the people I write to so that I appeal to their
wants and needs. I also take time to plan
what I’m going to write so that I know my
overall objective before I put pen to paper.
Example: For instance, I recently put
together a project initiation document for
a new assignment that my department was
working on. I knew that we’d need approval
from the executive board, so I took the time
to find out about board members objectives
as well as the company’s overall strategy.
I then structured the report so that it
focused on how implementing the project
would help board members meet their
goals. They approved the project shortly
afterwards.
Point: This is why my main strength is
my written communication skills
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Presentations and other selection
methods
We have established that most
employers use interviews as a selection
tool even although they have their
limitations and do not guarantee that
they will recruit the best candidate.
Therefore, employers increasingly use
selection methods in addition to an
individual interview in order to assess a
candidate more fully. These are described
in detail below.
Making presentations
A number of employers expect applicants
to give presentations as part of the selection
process. Here are some points to help you
prepare.
Topic
If you are given a topic, it is likely to be
something relevant to the job in question.
If you have to choose your own topic, pick
something relevant which has at least one
key memorable message.
Content and structure
Note down all the points you wish to cover
(mind maps can be useful). List three or four
key areas in a logical order with bullet points
under each area.
Cut out anything that is not absolutely
necessary. You should have an introduction,
explaining what the purpose of you
presentation is, and a conclusion
to summarise what you have said and
to state what action if any, needs to take
place. Plan the actual words for your
opening, closing and link points.
Notes
These should be clear and minimal – use
colours etc to make words stand out.
Dealing with questions
• Remember to invite questions from
the audience
• Try to anticipate likely questions and
plan your answers.

Visual aids/PowerPoint
• Should either illustrate or summarise
what you are saying
• Make them simple, clear and big enough
to be read easily
• Do not simply stand and read from them.
Make sure you add relevant detail to the
points listed.
Style
• Speak slowly and clearly
• Use simple, direct language
• Eye contact – look at the audience rather
than at your notes
• Use natural movement and hand gestures
• Try to notice and avoid nervous habits like
‘ums’ and ‘ers’ or playing with hair or pens
• Smile!
Practise
• Run through the presentation several
times to check the timing and to ensure
that you don’t have to rely on your notes
• If possible find an audience who can
give constructive criticism
• If you know you are going to have to
give a presentation but do not know
what the topic will be, think about
some obvious topics of relevance to
the job. Then practise going through
the process above.
If you are doing a presentation, make
sure you have checked any equipment
for the presentation is working. If it is
to be supplied by the interviewer ask
to have it checked beforehand. If you
are using PowerPoint™ it is worthwhile
having printed copies on hand should
the technology fail.

135

Assessment and testing

Employers use a variety of selection
tests and ‘assessment centres’ as a way
of preselecting potential employees.
Assessment centres are currently the fastest
growing selection method for managerial,
professional and technical posts, though
they are also used for clerical and manual
jobs. Around a quarter of recruiters use
them for at least some of their vacancies.
We look at this in more detail here outlining
why employers choose to use this method
and what to expect if you face this when
applying for an opportunity.
Group selection – tends to involve
a group of candidates (typically 6-10)
undergoing a mix of tests and exercises.
These can last from a few hours to several
days. They do not follow the traditional
question and answer interview format.
Instead, candidates take part in a number
of problem-solving activities.
Group activities – These are used by an
employer to see how you interact with
others and how you contribute to the group
reaching its objectives. You will be observed
during the activity and assessed on a
number of criteria. This might include:
• whether you take on a leadership role
• how good you are at influencing
and persuading
• how well you work in a team setting
• the effectiveness of your
communication style
• to check if you listen to and involve others
• how well you function under pressure.
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Your reaction to the group leader can
also be revealing – are you supportive,
constructive, argumentative? If you are
appointed leader the employer will want
to find out if you can:
• plan and manage the task
• delegate job roles within the group
• involve the whole team including quieter
group members
• take feedback and alter solutions in the
light of new ideas
• listen and ask relevant questions
• give encouragement to the group.
Some companies use role-play scenarios.
For instance, one candidate might act as
an angry customer while another plays
a staff member trying to resolve the
situation using a solution devised by
the group.
Candidates might also be asked to tell the
rest of the group a bit about themselves
and why they believe they are suited to
the vacancies on offer.
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Tips for group sessions
• Express your opinion but don’t try
to dominate the discussion
• Don’t over-react to candidates who are
aggressive or who make any personal
remarks
• Try to avoid getting into one-to-one
conversations
• Generally it is better to be one of the
leaders of the tasks or discussion
• If you’re not chosen to be leader just
accept it and don’t sabotage the leader’s
performance in protest
• If you are not a natural leader, that’s ok.
But you must be an active participant in
any discussion or activity.
Follow these tips and your experience
will be a positive one. You’ll come across
as mature, confident, professional
and competent.
Remember group activities are not usually
the final stage in the selection process.
Successful candidates will usually go
on to have an individual interview.
Presentations – preparation time will
be allowed. This can be a test of your
communication skills, how you relate to
a group, and how well you present issues
to an audience. See previous information
on ‘Making presentations’ in this section.
Case studies – assessing information to
draw conclusions or answer questions.
The information will generally be similar
to the type of data you would need to deal
with in the job. So, for instance, you might
be given a complicated report or various
pieces of information and asked to make
recommendations on what action to take.

‘In-tray’ exercises – as the name suggests
present candidates with the sort of written
information, requests, memos and so on
that they would need to deal with in the
job and ask them to prioritise and plan
appropriately.
Role plays – generally recreate some aspect
of the job such as dealing with a difficult
customer or member of staff.
Interviews – either one-to-one or panel.
Written tests – numerical, verbal,
personality etc completed individually
on paper or computer.
Although they may seem quite
overwhelming, assessment centres
are much fairer to applicants and more
reliable for employers than the usual
straightforward interview because
they give a broader picture of
candidates’ abilities.

Selection tests

Recruiting staff is a very costly exercise
for businesses so more employers are
using a combination of interviewing
and psychometric tests in their
recruitment process.
Selection tests may be taken:
• prior to an interview
• after an interview.
You will generally receive some notification
of this but there is no guarantee that will
happen.
At the end of the test, or once the results
have been assessed, you should be given
some feedback on how you have
performed.
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Who uses selection tests?
Some employers give selection tests to
all applicants, for example fire, ambulance,
police and prison services. Others ask only
selected candidates to sit tests.
You might be asked to sit entry tests for
some training courses, for example a
computing aptitude test if you are thinking
of a computing course.
Tests are more likely to be carried out by
large employers where there are trained
personnel departments with staff specially
trained to administer them. Small employers
sometimes test for a particular task, for
example word processing or numeracy.
Although tests are available for many types
of job, they are most frequently used for
clerical or administrative vacancies,
technical and computing posts and graduate
vacancies. Personality questionnaires are
often used for senior management level
positions or for jobs where personality
factors can be important.
Selection tests fall into three main groups:
Aptitude tests
These aim to predict how well you’re
likely to perform in a particular type of
job or task by testing aptitudes needed
for it. For example, a test that looks at
your aptitude for spatial awareness could
indicate how well you might perform as
an engineering technician where you
would be dealing with diagrams and three
dimensional shapes. Other examples
are tests that measure your aptitude
for reasoning with words, numbers or
diagrams, problem solving or following
complex instructions. They could be
keyboard, touch screen or ‘pencil and
paper’ tests. They are mostly multiple
choice which means you are given several
possible answers to each question and
have to choose the right one.
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For some jobs (such as electronic assembly)
you might be given a practical test to
measure your manual dexterity (how
you work with your hands).
Aptitude tests are strictly timed and you
would be working against the clock, often
with very few minutes for each task.
Few people get through all the questions
so don’t waste time over something that
you can’t answer.
Attainment tests
These tests aim to find out if you have
the skills and knowledge for the job in
question. For example, a word processing
test measures keyboard skills, arithmetic
tests measure your skill in dealing
with figures.
Personality tests
These can look at factors such as your
ability to deal with ambiguity or
susceptibility to stress. They feature
questions that ask about your thoughts,
feelings and ways of behaving. For example,
they measure whether you tend to be a
leader or follower, introvert or extrovert,
cautious or impulsive or perhaps look at
how assertive you are. There are no right
or wrong answers but the employer is likely
to compare your profile with the
specification for the job in question.
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Preparing for tests
Research has shown that practising
for tests may lead to an improvement
of several points. You won’t continue
to improve beyond a certain point but
familiarity with types of test and getting
used to working under tight timescales
will help improve performance.
Some organisations send information about
the test with the application form. There are
web sites available that give examples of the
sort of questions you will find in tests. It is a
good idea to work through some examples.
Time yourself carefully to get an idea of
what it will be like on the day.

Currently, there are many websites offering
free testing on the internet. You can use the
following words in search engines like
www.google.co.uk to find helpful sites:
• personality test
• situational judgement test
• aptitude test
• IQ test
• verbal/numerical/mechanical/spatiality
reasoning test
• self-assessment.

On the day you will be given clear
instructions about what is expected and
you are usually given the chance to try
some practice questions. Here are some
useful hints:
• listen carefully to the instructions
• ask if you do not understand what you
have to do
• don’t waste time puzzling over a question
you cannot answer – move on and go back
if you have time
• don’t worry if you do not have time to
finish the test but try to balance speed
and accuracy for the best results.

139

The final furlong!
Have you any questions for me?
A good sign! The interview is probably
drawing to a close but don’t relax
too much!
Possible questions you might ask include:
• what would you consider to be the
main challenges of the job in the next
six months?
• what system of performance appraisal
is in operation within the company?
• what type of training will be required?
• is the training we are to do certificated?
• what is the likelihood of progression
in the company?
You might also want to find out why
the job has become vacant. Was there
a reorganisation? Was your predecessor
promoted?
Another good idea is to use the information
you should have found out about the
company to construct questions e.g. ‘I read
that you are expanding into Europe – are
you considering any further expansion in
the next few months? How successful a
move has that been?’
If the interviewer answers all your potential
questions during the interview say so, rather
than awkwardly trying to make one up on
the spot. Tell the interviewer that all the
questions you had and all the important
issues have been covered.
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Hints and tips for the big day
Body language
It is important at the interview to create
the right impression as this is a strong
influencing factor. Your body language
can say a great deal about you: convey
a positive, confident picture to the
employer.
• Walk and sit with good posture
• Shake hands firmly and briefly
• Smile! This is the most positive signal
you can give
• Avoid fidgeting and keep your hands
away from your face
• Don’t fold your arms
• Maintain good eye contact with the
person you’re speaking to
• Try to adopt an open, honest and
confident attitude.
Speech and its importance
• The way you talk – delivery, speed, tone
and pauses – indicates what you feel about
what you are saying. Try to speak in a clear
steady voice. If you hesitate and stumble,
or rush, you will appear nervous and ill
prepared
• Sound as if you have confidence
in yourself
• Speak clearly. Don’t drop your voice
towards the end of the sentences
• Use plain language. Avoid jargon
and slang
• Speak concisely and judge when you’ve
said enough. Observing the interviewer’s
behaviour will give you clues
• Convey the right enthusiasm, warmth,
friendliness and sincerity
• Avoid negative statements.

Listening
You must avoid falling into potential
traps at the interview such as:
• failure to listen to the questions
• annoying the interviewer by answering
questions that were not asked
• providing too much information
or information not asked for.
These blunders can reduce your
chances of receiving a job offer.
DO
• Arrive in plenty of time
• Dress appropriately
• Switch off your mobile phone.
DO NOT
• Criticise others, especially previous
employers or colleagues
• Talk too much or pass on irrelevant
information
• Interrupt or argue
• Press for an early decision. Instead, ask
“When will I know your decision?”
• Ask for an immediate evaluation for your
interview performance – this will put the
interviewer under pressure.
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After the interview
Take a note of the questions and
your answers
If possible, do this as soon as you can
after the interview has taken place as the
information will be fresh in your mind.
You can then refer to it at a later date
if need be, for example to review your
performance or to check how you could
improve your answers. This can help
you determine the best way to approach
future interviews.
Write a thank you letter or email
Stand out from other applicants by showing
you are polite, courteous and have good
written skills. Thank the employer for their
time and highlight your key attributes.
A letter will help you be remembered by
the employer when they come to make a
decision about the candidates so send it as
soon as possible after the interview. Even if
you are unsuccessful this time it will show
you in a good light should you apply to the
same employer in the future.

The second interview

This is an opportunity for recruiters to find
out more about the candidates or to enable
someone more senior to become involved
in interviewing the shortlist of candidates.
It is not going to be a repeat of the first
interview.
Why have a second round of interviews?
The employer wants to find out more about
shortlisted candidates before making a final
decision. It is likely that more time will be
available so expect to be asked detailed/
different questions about your past
experience and be prepared with a list
of your achievements.
Your job is to reassure the interviewer
over any concerns: you are the right person
for the job and you have the evidence to
prove it.
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Unsuccessful? What next?
Keep going!

If you felt you did well at interview
and had all the required skills, then it is
perfectly acceptable to request feedback
from the interview. A telephone call or email
is quick and informal. You may prefer to
write a letter. You could say something like:
“I was disappointed not to be offered the
position as I felt I had a good interview and
I have the relevant experience and skills
required for the job. Was there anything
in particular that let me down?”
Not all employers will be prepared to give
feedback or they may have a company
policy not to; however, you have nothing
to lose by asking and you might just
get some feedback that you can use
in future interviews.
If you know you made mistakes at
interview try to learn from these for your
next interview. Remember you did well
to get an interview so you must have got
the application right – keep going! Learn
from any mistakes you made from the
interviewer or through discussion with
a friend or Careers Adviser. Use the notes
you took about how you answered the
questions to help you think about any
improvements you could make. Don’t
feel you have to do this alone – ask for
help if need be.
Remember:
• the key to your success is preparation
• it is necessary to plan and organise
in order to succeed
• failing is easy – it requires no effort.
Being successful in job search or in
securing an opportunity involves
hard work.
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Been offered the job? Great!
Now what?

• Do you want to take the job? Have you
got enough information regarding pay and
conditions etc to be able to make a proper
assessment of the job? If not, contact the
company and ask any required questions
before writing your acceptance letter
• You may be made an offer via the
telephone, in which case you could
confirm there and then. You can ask for
some time to think things over if need be
• If all is fine and you are keen to accept,
write a short letter of acceptance stating
the position you are accepting, when you
will be starting (you should ensure you
have taken into account the notice period
requirements of your current post) and at
what location
• If you decide to decline the offer, write
a letter telling them that you do not wish
to accept, and thank them for the offer
(you may wish to apply to them in the
future). Unless you wish to, you do not
need to give reasons for non-acceptance

• Once you have accepted an offer you
need to inform your current employer,
if you have one, that you are resigning
from your post. Ideally, you should
wait until you have an offer in writing
from your new post even if you have
accepted verbally
• You should inform your line manager,
in writing, as soon as possible of your
intention to leave. A simple resignation
letter need only contain the date, the
name of the person it is addressed to,
notice of termination of employment,
when this is effective from and, finally,
your signature. If you wish to add any
personal comment make sure it is positive.

This is the end of the section ‘First impressions count’. If you still feel
you are uncertain how to prepare for and succeed at job interviews or
other forms of selection process, you may find it useful to review this
section or get in touch to discuss things further.
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