Session 7 Effective applications

Overview

In this session we look at the job application process and the various ways you demonstrate to employers your suitability for the job.

What’s in this session?
PowerPoint presentation – Effective applications 

Self-assessment – am I ready to apply? 






Exercise

Writing powerfully









Exercise

Analysing CVs
/Resumes








Exercise
Find a graduate job vacancy and complete a CV and covering letter 


Exercise
What you will learn?
· Understand how to produce an effective targeted CV/Resume
· Learn how to construct a covering application letter

· Enhance your skills at completing application forms
· Gain some tips on completing online applications

· Find out about information resources

Exercise 1
Self-assessment – am I ready to apply?

Task

Imagine you are in your final year at university and see how ready are you to apply for jobs by answering these statements. 
‘I have analysed my skills, interests and personality in session 2 ‘Assessing yourself’ and can describe my strengths and weaknesses in relation to jobs.’  Summarise here what you found out: 
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
‘Having used session no. 4 ‘Career matching – what career suits you?’ I understand what motivates me, the type of environment, organisation, and sector I want to work in and would be able to generate a list of possible companies for me to contact.’ Summarise here what you found out:
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

‘Having used  session number 4 ‘Career matching – what career suits you?’ and completed the Prospects Planner exercise I now have a career/careers in mind and understand what the requirements are to gain entry into these.’  Summarise here what you found out:
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

‘I have used a variety of information resources in session no. 3 ‘Employability resources’ and know where to look for vacancies in the career(s) which interests me.’ Summarise here what you found out: 

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

‘I have read some sample job advertisements for the career(s) which interest me and understand the employer’s requirements and how to apply (i.e. by CV/Resume or application form).’ Summarise here what you found out:
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

‘I have researched employers and know about their likely locations, size, type of customers, products, services and philosophy.’  Summarise here what you found out: 
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Exercise 2
Writing powerfully
Task

You will find the following exercise useful when you compile your  CV/Resume in the activity below.  Using some of the power words and phases in the PowerPoint presentation in session no. 7 ‘Effective applications’, complete the following exercises. Here you are asked to give examples of achievements
1. Write three sentences identifying real examples to show evidence of your academic skills 
2. Write three sentences identifying real examples to show evidence of your work experience unpaid or paid

3. Write three sentences identifying real examples to show evidence of your leisure interests etc.

Exercise 3
Analysing CVs/Resumes 

Task
Have a look at these examples of CVs/Resumes below from two real students.  Using the checklist provided have a go at analysing how effective you feel they are.  When you have completed all the sections in the checklist write down the job or types of work you think they are aiming their CV/Resume towards.

Angela Green
Nicola Owens

CURRICULUM VITAE 

ANGELA GREEN 

Date of Birth 10th April 1980

Nationality British

Address 1 Open Lane, S93 7S1Y

Telephone 01233 445566

EDUCATION 

1998-Present BA(Hons) History of Art, Design and Film, Sheffield Hallam University

 During my degree course I have practised many skills; 

Communication, both written and verbal; Organisation; Research 

and Presentation. I have also worked in a team and as an individual. 

I would like to gain experience in a wide range of career options. 

1991-98 West College, Plymouth 

A Levels - Art (B) 

Sociology (B) 

English Literature (C) 

General Studies (E) 

GCSEs - English (B) 

English Literature (B) 

Integrated Humanities (B)

 Art (C) 

Maths (C) 

German (D) 

Technology (D) 

Science Double Award (D,D)

WORK EXPERIENCE 

1997 Sales Assistant, Richgifts, Plymouth 

I gained experience in dealing with customers, and developed interpersonal skills. I also worked as part of a team and as an individual. I improved numeracy skills by dealing with money and deliveries. 

1995 Sales Assistant, Top Shop, Plymouth 

I enjoyed working with the public, here I gained communication skills. I also learned how to do a stock check and enjoyed helping with deliveries and display work. 

HOBBIES AND INTERESTS 

From an early age I have taken an interest in Art. I still enjoy painting, 

especially abstract pieces. In my spare time I enjoy going to the cinema, 

socialising with friends and swimming. To relax I like to listen to music and 

read, especially late 20th century novels. 

ADDITIONAL SKILLS AND EXPERIENCE 

I am computer literate, and have completed the CLAIT certificate and a short 

IT course at University. I also obtained a certificate in Health, Hygiene and Safety at secondary school. 

References available on request. 
NICOLA OWENS 

Date of birth: 8 September 1979 

Nationality: British 

Address: 3 Quarry Lane, Sheffield S99 8QQ 

Telephone: 0123 96854 

I am an undergraduate in History of Art, Design and Film and after I have finished the course, I intend to work in the museums or art galleries. As part of my future career plans I intend to take a minor route in Arts and Media Management. 

EDUCATION 

1998-present BA Hons in History of Art, Design and Film (to complete 2001) 

I am currently in my first year of this course at Sheffield Hallam University. 

l996-1998 Lodds 6th Form College, Portsmouth 

3 A-levels in Art (D), English Literature and Language (C) and Spanish (E). 

I have also completed a one year certificate in Japanese studies. 

1991-1996 High School, Portsmouth 

9 GCSEs grades A-C. I also passed with Distinctions RSA Text Processing 

Part 1 Stage 1 and RSA Word Processing Part 2 Stage 2. 

WORK EXPERIENCE 

1995 - 1998 Conference Centre, Portsmouth 

I have worked for 3 years part-time as a catering assistant to improve my team-work and communication skills. With this job I had financial responsibility and prepared and served food. 

1997 City Museum, Portsmouth 

For 2 weeks I helped with the setting up of the museum, worked with the visitors to the museum, and helped the curators. This was my work experience in my first year at college. This work helped me improve my communication skills and I decided to make this my future career. 

1996 May's Transport, Portsmouth 

For 2 weeks I worked as an assistant in the office photocopying, answering the phone, and working as part of a team. 

INTERESTS 

I have achieved Grade 3 on the piano and continue to play both the piano and the 

keyboard. I also used to be part of a brass band (Portsmouth Schools' Senior Band) from 

1996-1999 where I played the part of Solo Horn on the Tenor Horn. 

I have been abroad many times and in December 1998 I went to New York to visit 

my brother for 2 weeks. During my time there, I visited many art galleries and museums, 

e.g. The Museum of Modern Art and the Natural History Museum. This summer (1999) I 

went to Holland with the brass band I played in and we did concerts every night for a week 

around the local villages near where we were staying. 

Checklist for ‘Analysing CV’ exercise 3
Write down a few brief points for each of the sections – try to cover both the positive and negative points

First impressions The application should look professional and be easy to read, ask yourself 

‘At first glance, would I want to read it?’ 

Visual appearance 

1. Is it neat?  (Look for mis-alignment of margins, poor print quality, inconsistent font types and  

    sizes).

2. Are there any large expanses of empty of space on any page giving the impression that the 

   application is not complete?  Remember a CV should ideally fit onto two sides of A4.

3. Is it too ‘cluttered’ with too many words?

4. Is the style adopted for dates and headings consistent throughout the CV?

5. Are there any unnecessary headings, eg Curriculum Vitae?

6. Is the CV 2 sides maximum with text spread evenly over both pages?  Note 3 pages could be ok 

if the student is mature with a lot of additional experience.  This would still need to be well presented and targeted towards the employer.

Content
1. Are the dates for the main activities included? Are any missing?

2. Consider the weighting of the information – does it give the most important qualifications and 

    experience the most detail and summarise the less relevant information?

3. Is the text mainly descriptive – ie just lists of facts or does it analyse experience highlighting 

    relevant skills and achievements gained?

4. Is there any unnecessary content eg things happened more than 10 years ago which are not 

    relevant to the job?  (Note things like this should be summarised or possibly omitted).

5. Is there enough detail provided on qualifications, employment where it would be relevant to do 

    so? Or, are these just mentioned with little or no detail provided?

6. If names of referees are included does it include full contact detail (address, phone, E-mail and 

    their job title).  Note the phase ‘References available on request’ is acceptable in lieu of the 

    above.

7.  Are leisure interests and voluntary work included?  Is there enough detail to create an

    impression of individuality and work/life balance? 

8.  Are there any spelling mistakes or problems with your grammar? Does the language    

     communicate clearly the message you are trying to put across?

9.  What job title or types of job do you think this CV is targeted towards?

10. How do you know this is the job or type of job the person wishes to apply for?
Now have a look at these CVs/Resumes from three Chinese students – how do you think they compare to the CVs/Resumes above? 
Note the similarities and differences.  
What are the strengths and weakness of each of the CVs/Resumes? 

Write down the job or types of work you think they are aiming their CV/Resume towards.
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Exercise 4 - Find a graduate job vacancy and complete a CV/Resume and covering letter 

For this exercise you are expected to produce a targeted CV/Resume and covering letter aimed at a graduate level vacancy.  Use the resources from session no 3 Employability resources to help you identify vacancy sources for graduate level jobs.  Try to find a vacancy which includes a detailed person specification and job description.  You need to think about how best to describe and present the courses, responsibilities, leisure activities, employment experiences which you have acquired and show their relevance to the work for which you are applying.  Make sure you save a copy of your work as a Word document which you should submit in a printed format to your Careers Advisor/Teacher.
Your CV/Resume should include the following content areas:

· Personal details (e.g. your name, address, contact details ………………………………..)
· Education including qualifications  (Schools attended, qualifications, exam results etc)
· Relevant Work/practical experience, gained from voluntary, paid work and/or self-employment 

· Responsibilities outside work such as Students' Union activities, membership of committees etc. 

· Interests and activities 

· Skills – languages spoken, personal (such as communication) and IT skills.  Make sure you provide evidence of examples of you using those skills.  Remember to select skills which are relevant to the post. 

· Referees

Your CV/Resume should be on no more than two sides of A4 and be your own design - i.e. you should not submit a CV/Resume you have obtained from a template.  You may use the resources in the package to give you ideas on the design of your CV/Resume however.

The Covering Letter should be:

· One side of A4 and accompany the CV/Resume for your chosen job 

· It should directly relate to the CV/Resume 

· In it you should aim to expand on information you have mentioned in your CV/Resume rather than repeat it. 

· Your letter allows you to make the CV/Resume convey more of your character and guide  the reader to the most important information in the CV/Resume. 

· It allows you to show your interest and knowledge about the employer, employment sector and job which the CV/Resume cannot do 

· Remember the letter is very often the first thing a prospective employer reads when they open your application. Making a good first impression is vital.  It must be written in a formal style and be a lively and enticing invitation for the employer to read on.
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