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1. Finding jobs and getting in touch

Where to Look...

M o N ST E R Find Jobs Company Reviews

Find Jobs ~ Career Resources v Upload CV Company Profiles what

where

‘indeed (

Unleash Your Job Search

Search over 200,000 jobs and get the job you deserve

Q_ Keyword: e.g. Engineering, Sales 9 £l ~ Place: e.g. City or Post Code Find Jobs

Advanced Search International Jobs

canT canTt

Monster Indeed

wWww.monster.co.uk www.indeed.co.uk

:::' MHIMMeKC You're Hired!

Upload your CV - It only takes a few seconds

Employers: Post a job - Your next hire is here


http://www.monster.co.uk/
http://www.indeed.co.uk/

1. Finding jobs and getting in touch

Where to Look...

rg‘e‘dgokuk Jobs  Courses  Careeradvice Register GV Signin ) Shortlisted jobs  Recruiting? Are You an Employer?

M

Acc illions of skilled tech candidates without the unqualified clutter
POST A JOB ( ! ) SEARCHING RESUMES

Bice Tech Careers Career Explores Insights Contact Sales  PostJobs  Talent Solutions  Logi/Register

Search 270,038 new jobs.- :

1 Jue

_ ikl

Sl Advanced Search

Search 83,701 tech jobs. Find yours today.

Find a job you love with the UK's #1 job site . Toch s acl insighie

Your next role could be with one of these leading companies. Apply today.

—w ﬁ\ Sainsburyv’s
asos GCHQ '

sainsbury's New Tool Detalls What a
Freelance Developer Should
Charge

Mondays Dice

www.reed.co.uk www.dice.com

Web Applications Developers, Advance in
4 Engineers Top Entry-Level % B S
Cybersecurity

Jobs
Apply today!

Median Salaries at Biggest
! Tech Companies: Officially
Insane

ASOS obs at GCHQ - Government Communications
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http://www.reed.co.uk/
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Writing a CV/resume and covering letter




2. Writing a CV/resume and covering letter

Speculative Application

‘I am writing to enquire if you have any vacancies in your company. | enclose

my CV for your information.”
“In my research, your company stood out...”
“| believe | could be a real asset to your organization.”

“I have excellent references and would be delighted to discuss any possible
vacancy with you at your convenience. In case you do not have any suitable
openings at the moment, | would be grateful if you would keep my CV on file

for any future possibilities.”

MHIrNeKc You're Hired!
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2. Writing a CV/resume and covering letter

Cover Letters

Cliches to avoid...

“I am applying for the role of [Title] at [Company]”

“References available upon request” — prepare them first

“I’m a fast learner” — show them, don’t tell them

“I’'m passionate about...” — Try “| am deeply committed to... / | have

a deep commitment to...”

“I believe | am the best person for the job” — can you prove it?

“This is exactly the kind of role I’'m looking for”

MHIrNeKc
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2. Writing a CV/resume and covering letter

The Ideal CV/Resume

MARTIN BOND

Dayfiob Lid, 120 Vise Street, Blemingbaim D15 SNF
1: 084 171 638 006

123 Marsh Street Toowomba, NSW
4567 (021)123-45678
jmiller@mail.com

AlexaDaniels

MARKET ANALYST

fimiller

PROFILE

Experienced, resourceful and effective retail manager with proven proficiency in all aspects of
boutique management. Cutting-edge merchandiser with expert ability in combining innovative
display techniques with visual standards and sales strategies in order to achieve optimal retall
success. Top-selling sales associate who regularly exceeds client expectations by building on-going
quality relationships.

EDUCATION

University of South Australia /2010

M Ec | Market Analyst

University of New South Wales / 2008

B.5¢ | Econamicz

COMPUTER SKILLS
Microsoft Office Suite

Adobe Photoshop Elements
Quickbook

Web 2.0 Marketing

MySQL Database

UPC Inventory Tracking System

EXPERIENCE

Retail Manager | Sydney, NSW

Belfo's Boutigue | 2010 - present

b Implement business goals and manage all aspects of a boutique store that specializes in high
end women's wear with an emphasis on ultra-feminine and European lines.

Utilize fashion expertise to select and order merchandise that will appeal to our clients.
Handse all purchasing and receiving by building on-going relationships with international
vendors

Sales Associate | Brisbane, QLD

Meissa House] 2009 - 2010

»  Utilized visual display talent on a weekly basis 35 the Primary Merchandiser for the Designer
Women's Wear department.

¥ Awarded Associate of the Year, 2000 and five-time Associate of the Month for sales volume
that was consistently 25-35% above average

» Coordinated bi-annual trunk shows to premier new collections which included marketing and
detailed event planning.

-
=

FINANCE MANAGER ot
Summory A highly motivated and results driven finance manager who has over three years of invatuable
{ in leading and ful finance teamn. Skilled in sumerous firandal and
g flelds, g annual budgets, monstoring koy acoounts and credis
control. Having the abibity to hande complex assigr & e
1o work as part of a tearn or independently. Martin i¢ presently lcoking for 3 suitable opportunity
position with & forward thinking company where he can excd, deiver & achieve his poteatial
Skilts Financial Management Personal
Cash Fiow control Predicting Nture trends Atterttion to detald
Management accounts Sepervisory skils Communication skils
Budget preparation Financal regulations Good IT knowledge
Financial forecasting Decision making Presentation shils
Economic ewareness Managing budgets Problem sciving
Imerpreting fnancial data Effective delegation Analytical mind
Austing Conflics resclution High levels of integrity
Strategic thinking Effactive dolegation Negotiating
Career FINANCE MANAGER May 2007 - Prasent
Accounting Company
Working s busy and high volume environment driving consistency and best practce across alf the
tor g the cash flow ng Its arrears by
keeping accurate records and ensuring payments are received on thme.
* Incharge of mansging and supporting the leciger team.
«  Providing accurste Snancal il &nd senlor
* Identifying arsas for cost cutting and improvernent.
*  Ensuring that sl finendial controls for the divition are met and adhered 1o at o times,
*  Glving advice, guidance and support an abl Ninencisl matter Lo the compary directors.
ASSISTANT FINANCE MANAGER Feb 2005 ~ May 2007
Recrultment Company
i 2003 - 2006
Accounting and Finance BA [Hons)
Nuneaton College 2001 -2003
Alevels:  Math (A) English (C] Physics (8]  Geography (D)
References Available on request.
MHIrMeKc You're Hired!




Language used in phone interviews and email
correspondence




3. Language used in phone interviews and email correspondence

First Impressions are Everything!

» Stand up and smile, even if you're on
the phone!

* Check your emails for simple errors and
typos, like not using articles correctly

* Small talk is common in English
speaking countries, especially talking

about the weather!

 Treat any correspondence as an

interview

I
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Interview preparation




4. Interview preparation

Getting ready...

Try and do a role-play with your
teacher or an English speaking
friend/colleague

Research the company

Memorise some good phrases for
the day

Have an Englex lesson to prepare!

::;" MHIMMeKC You're Hired!
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The most common questions asked and how to
answer them




5. The most common questions asked and how to answer them

The Interview

Answer the question they asked, not the one you want to answer!
What can you tell me about yourself?
Can you list your strengths? (What makes you different?)

What weaknesses do you have? (Self critical? Trying to please everyone?

Unfamiliar with software?)
Why should | consider hiring you? (How would they benefit?)
Where do you see yourself five years from now? (Be honest)

Why do you want to work here?

MHIrNeKc You're Hired!
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REALLY NEED THIS JOB

16



5. The most common questions asked and how to answer them

Dress to impress: what to wear for a job interview

& Trimmed Haircut

P é
e lean 5&@}&:{
- €—Warm Smile

€—Formal Dress

Firm
Handshake

%Cramar,t Bw{?
Posture

;:" MHIMMeKC

You're Hired!

Interviewing Attire

Dos Don'ts

Jewelry in moderation ——

Conservative 2-piece suit — — Necklace too large/distracting

-
vk'
> |
)
4

— No bright colors/patterns

\
Skirt: Knge-length ——

Capris: too casual

Hoisery at or near
skin color

— 0}

No open-toed shoes
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5. The most common questions asked and how to answer them

The star method

—_—

The STAR method is a structured manner of responding to a behavioural-based
interview question by discussing the specific situation, task, action, and result of the

situation you are describing.

Situation: Describe the situation that you were in or the task that you needed to
accomplish. You must describe a specific event or situation, not a generalized
description of what you have done in the past. Be sure to give enough detail for the
interviewer to understand. This situation can be from a previous job, from a

volunteer experience, or any relevant event.

Task: What goal were you working toward?

MHIMMeKC You're Hired!
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5. The most common questions asked and how to answer them

The star method

—_—

Action: Describe the actions you took to address the situation with an appropriate
amount of detail and keep the focus on YOU. What specific steps did you take and
what was your particular contribution? Be careful that you don’t describe what the
team or group did when talking about a project, but what you actually did. Use the

word “l,” not “we” when describing actions.

Result: Describe the outcome of your actions and don’t be shy about taking credit
for your behaviour. What happened? How did the event end? What did you
accomplish? What did you learn? Make sure your answer contains multiple positive

results.

MHIMMeKC You're Hired!
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INTERVIEWER : 50 WHY
DO YOU WANT THIS JOB?

v/*l A \"

WELL, I'VE ALWAYS BEEN REALLY
PASSIONATE ABOUT NOT STARVING TO DEATH.

You're Hired!
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B Questions you can ask the interviewer




6. Questions you can ask the interviewer

Now it’s their turn!

What challenges could | face?

What’s the working environment and culture like here?

Can people develop quickly here?

When can | expect to hear from you?

MHIrNeKc You're Hired!
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KOM®GOPTHLIM aHMIMNCKUN B «AHFNeKC»

AHrAnnckmn no Ckamny — 3T0 BO3MOXHOCTb 3aHMMaTbCA Mo y406HOMY
rpadumKy 13 nbon Toukn Mmpa. A eule B «IHFeKt» Bac *aeT:

©

Yenoseueckun nogxon CunbHble NpenogasaTen Pa3syMHble LeHbl
A
Oc
ObyueHue yepes lNMoHATHaA rpaMMaTmka MNepcoHanbHan
obLieHne nporpamma

Monpo6oBaTb Ha 6ecnnaTHOM BBOAHOM YypoOKe

www.englex.ru

e WHMEKC You're Hired!
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http://www.englex.ru/

Join us

http://englex.ru/webinars/

Q VKontakte Q Twitter
https://vk.com/englex https://twitter.com/englexschool
) Facebook € Telegram
https://www.facebook.com/englexschool https://telegram.me/englex school
Instagram © YouTube
https://www.instagram.com/englexschool/ www.youtube.com/c/EnglexTV

- UHINeKC You're Hired!
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https://vk.com/englex
https://www.facebook.com/englexschool
https://www.instagram.com/englexschool/
https://twitter.com/englexschool
https://telegram.me/englex_school
http://englex.ru/webinars/
http://www.youtube.com/c/EnglexTV

That’s all!

Dave Sowden

[lpernogaBartesib OHNaMH-LLKOMbI «IHFNeKC»

ask@englex.ru

-
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