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Example CV
Name
Town,
Postcode
Phone Number
Email

Personal Statement
This is the area where you should sell yourself to prospective employers. Include personal qualities such as good listener and punctual and skills such as computer literate. Think about what you can offer the company. 

Key Skills
· Bullet point your five main skills
·  
· 
· 
· 

Education and Training
Name of most recent school, college or training		Dates from-Till
I studied the following subjects:
E.g. Media Studies A- level (C)

Name of other school or college				Dates From- Till
I studied the following subjects at GCSE level:
E.g.
· Maths (B)
· English(C)
· Science(A)
· History (B)

Employment History
Most recent employment first					Dates From –Till
Give a brief explanation of the duties and tasks that you carried out whilst working there.	

Other employment/ work experience				Dates From- Till
Give a brief explanation of the duties and tasks that you carried out whilst working there.	

Hobbies and Interests
Detail what you enjoy doing in your spare time and any hobbies you take part in. 	

References available on request




Example Covering Letter


								Your Address,
								Your Telephone number
										

Employers Name and Address	

	
Today’s Date	


Dear/Sir Madam (unless you have their name)

RE: Name of the position you are applying for

I am writing to apply for the above vacancy as advertised in ……. and have enclosed my CV for your consideration.

As you will see from my CV I have a year’s experience in retail which included customer service, performing till transactions, cash handling, stock checking, and restocking shelves. I am a team worker who is responsible and hardworking. I work quickly and accurately, show initiative and am able adapt to new situations.

I would be pleased to come and see you to discuss this further and I look forward to hearing from you.

Yours faithfully/Yours Sincerely (If you know their name)

Your name

			
















Example Speculative Letter

										Your Address
Your phone number


Employers Name and Address 

Today’s Date

Dear Sir/ Madam (Unless you have their name)

I am writing to ask if you have a vacancy for a …………. in your company and have enclosed my CV for your reference. 

As you will see from my CV I have a year’s experience in retail which included customer service, performing till transactions, cash handling, stock checking, and restocking shelves. I am a team worker who is responsible and hardworking. I work quickly and accurately, show initiative and am able adapt to new situations.

I would be pleased to come and see you to discuss this further and I look forward to hearing from you.

Yours faithfully/Yours Sincerely (If you know their name)

Your name
























Advice for Sending Emails and Letters

· If sending cover letter by email make sure you remember to attach the CV to the email before you send.
· Use spell check to make sure you haven’t’ made any mistakes.

· If posting the letter make sure you use the correct size envelope.

· Make sure your CV and Covering letter is sent off in good time in order to meet the deadline.

Example Speculative Phone Call

Hello my name is…


I have previous retail experience and I am looking for work.
Do you have any vacancies? 


Example of a Phone Call Responding to an Advert

Hello my name is ….


I have seen your advisement in/on …….and I would like to apply.

Advice for Making Phone Calls

· Stay calm and take a minute to prepare yourself
· Make sure you have a pen and paper to note down any other details.

How to Fill In an Application Form
Some jobs will require you to fill in an application form. As this often your first contact with the employer, it is important that it should give a good first impression. 

Before you start
· Read the instructions carefully, look at what else you will need to complete the form such as the job description or personal specification this will help you to know what the employer is looking for. 

· Make sure that if the application tells you it takes a certain amount of time that you have that time free or there is a way for you to save it.

· Make sure you understand all the questions, if not ask someone to help you.

· Write your answers on scrap paper first on in a separate word document.

· Keep the form clean and tidy if it is on paper. 

Filling in the form 
· Use black biro unless specified otherwise

· Write neatly; make sure it is easy to read.

· Make sure you check your spelling is correct. 

· Keep your answers to the point; avoid repeating yourself.

· Use an additional piece of paper if you need more space. 

· If you have relevant experience for the job you are applying for don’t forget to mention it. 

· Experience gained in your spare time can also be mentioned if relevant to the role.

When you have finished
· Check through all your answers carefully to make sure you haven’t made any mistakes and all the dates are correct.

· Make sure you have made it clear which vacancy you are interested in.

· If posting the application make sure you use the correct size envelope.

· Make sure the form is sent off in good time in order to meet the deadline.

· Keep a copy of the application for yourself by photocopying a paper form or printing off a copy from online. 
How to Succeed at Interviews

Before the interview

· Make sure you know the date, time and the location of your interview.
· Think  about what you are going to wear in order to give a good impression (jeans and trainers are not suitable) Be aware of personal hygiene (Avoid smoking before an interview)
· Look up the location and plan how you will get there. 
· Allow plenty of time for getting there. If possible go there in advance to work out how long the journey takes.
· Research information on the company and the role that you are applying for.
· Make sure that you have everything that you may need, such as a CV, copy of your application form and any certificates. 

At the interview

· Try and stay relaxed whilst waiting to go in.
· Switch OFF your phone.
· Be polite and friendly to everyone.
· Listen carefully to all the questions you are asked and speak clearly when answering.
· If you are unsure of what is being asked, then say so.
· Eye contact is very important. Sit up straight, do not slouch.
· Do not criticise your previous employers
· Do not interrupt
· Do not interview the interviewer
· Rather than show an interest in the salary show interest in the work; ask about your duties, conditions and prospects.
· Do not draw any attention to your weaknesses; think positive
· Always thank the employer for seeing you but never ask if you have got the job. You might ask how or when you will hear the outcome of the interview.

After the interview

· Think back over the interview and how you think it went.
· If you need to, decide on what you could improve on in the future.
· Never anticipate you have got the job. Carry on applying for other vacancies until you hear the outcome.
· If you do not get the job, try to get feedback from the employer. This will help you with future job interviews.





Examples of Common Interview Questions and Answers

What did you do in your last job?
Give an account of what your last job involved and emphasise the following:
· The skills you used in your job
· Machines or equipment used
· Responsibilities you had
· People you dealt with
· Length of service ( if good)
· Career progress if you were promoted
· Duties that would help in the job you are applying for

Why did you leave your previous job?
People leave jobs for a range of reasons. Mention only those that make you look good. Don’t say you were sacked or dismissed and don’t say you had an argument. If you do mention a problem, tell the interviewer that it would not occur in the job you are applying for. 
Some common reasons for leaving a job:
· The job was only temporary/seasonal or you came to the end of your contract
· It was part time and you wanted more hours
· You wanted a job with more responsibility
· You were made redundant 
· It was too far away/ you want to work closer to home
· You decided on a career change

Have you done this type of work before?
Always try and answer YES. Then go on to describe experience you have which shows knowledge of the work and your ability to do it. If you don’t have much experience, describe other work experience you have. Choose examples which show your ability to learn new skills quickly and successfully. Or stress you have a keen interest and that you are enthusiastic.
Mention:
· Related previous experience
· Other work experience
· Qualifications/training you have
· Relevant interests and hobbies
· Appropriate personal characteristics
· How quickly you learn
· How enthusiastic you are 
Example: You want to work in admin but have no previous administrative experience. You could mention any paperwork aspects of a previous job and any Maths or English qualifications. You could also mention typing skills, keeping records or familiarity with computer programmes you may have used at home. You could also mention that you get on well with other people, like dealing with figures, learn new skills quickly and are a hard worker. You can state that you have always wanted an office job and how keen you are to pursue a career in that sector.



What types of machines or equipment can you operate?
Some jobs will require you use equipment and machinery on a regular basis. Talk about any experience you have which may be used in the job you are applying for. Whenever possible use the name and type of equipment.
Mention:
· Any certificates or special training you have had in using certain equipment or machinery
· Relevant equipment connected with your hobbies and interests.

Why do you want to work here?
Employers want to hear positive reasons which suggest you are likely to stay with the company for some time if you get the job. This gives you the chance to talk about anything that you have learnt about the company whilst preparing for the interview. 
Mention:
· The good reputation of the company has as an employer
· Its reputation as a forward looking company
· That the job appears I deal for you

What type of salary would you require?
Normally you would be told the salary in advance in exact or fairly accurate terms. Sometimes however the salary will be negotiable. This means if you mention a salary they believe is too high you may not get the job. If you state a salary that is too low you may be getting underpaid for the work you are doing. 
What to do:
· Don’t mention any figures
· Ask what the salary/wage scales are. You can then state where you consider yourself to be on the wage scale.
· If you unsure of the minimum wage for your age or what the average salary for that job is ask a member of staff for help or research online.

Why should we hire you instead of somebody else?
Answer this question quickly and clearly. If you are unsure how can you expect the interviewer to believe you are the right choice?
· Briefly list your good points even if you repeat things you have already said. Talk about your qualifications, experience and interests. Tell the interviewer you are efficient, hardworking and reliable.
· Say you can fulfil all the job requirements and explain how.
