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  Top tips for jobseekers 

 
 
Before you start 

• If you have a mobile, Facebook page or e-mail address, make sure it is suitable for employers to see 
or hear. 

 
• Use www.pipl.com to check what information employers can see about you – and change it if 

necessary. 

• Listen to your voicemail message and check your email address - will an employer find them 
business-like and sensible or do you want a new e-mail address for job search? 

 
 
 
 
 

Applying 

• Read the job description and minimum job requirements – only apply for jobs if you meet the 
requirement - the job may sound great but if the employer is asking for grades or experience that you 
don’t have, you are unlikely to get an interview.  If you are unsure, don’t hesitate to call the employer - 
or Youth Connexions if you heard about the job through the Youth Connexions team. 

• Show that you can follow simple instructions - if the employer has asked for a CV to be emailed, 
that’s what they want, so email it rather than sending by post. 

• Pay attention to detail … on everything you write to employers. Check spelling and grammar on 
your CV, letters and forms. If you haven’t already sent a CV, take 2 copies along to the interview: 
one for you to remind yourself of details, and one to give the interviewer. 

• Do it yourself! - if you need to call the employer, do it yourself. If someone else does it for you, it 
looks as though you lack confidence or are not very interested. 

 
 
 
 
Interviews (see Interview sheet) 

• Think about the journey - even if you get a lift to the interview, make sure you have checked how 
you would get to work on your own. Is it a reasonable journey by public transport? This website can 
help you plan your journey: www.intalink.org.uk 

• Be enthusiastic and open-minded - maybe you applied for this job because you couldn’t get your 
first choice. Don’t let the employer know. They will want to offer the job to someone keen.  

• Show an interest – do your homework – prepare your answers and make sure you know about the 
job you are applying for and find out as much as you can about the company and the industry. The 
company’s web site is a good place to start or Google them. This will allow you to show how much 
effort you have made e.g. “I see from your web site that you have other offices – would I have the 
chance to visit these?”  

 
 
 

 
Be organised 

• Keep a record of what jobs you have applied for with dates of each step e.g. when you applied and 
a copy of your application, any interviews with dates, places and times. This could stop you getting 
muddled and missing an important date.   



 
 
 

Writing your CV  
Writing your CV 

Do you need a CV but are not sure where to start?  You can produce one quickly 
and easily using the Youth Connexions online CV Writer.  It only takes about 15 
minutes and will look very well set out. 
 

 
 
 
 
 
• Go to www.channelmogo.org (Jobs and Careers section) 

 
• In the ‘Are you a jobseeker’ box click on ‘produce a CV fast’  
 
You will need to register with a user name and password – 
remember these so you can log in and update your CV at any 
time.  
 
You’ll be able to create your CV now. Complete all the 
information, remembering to press the ‘Save’ button at each 
stage.  
 
CV Writer has a great bank of words and phrases for you to use. Simply pick the ones that 
most suit you. The layout will be arranged for you. 
 
There are some helpful tips throughout the CV Writer – simply click on the word ‘TIP’.  
 
When you are ready to see how your CV looks, click on ‘Preview’. You can print out as 
many copies as you need, as long as you have access to a printer. 
 
Once you have prepared your CV, you can email it to Youth Connexions.  We will save it 
on our database and can send it to the employers for jobs you have chosen 
 
Try it today – it’s easy and it’s fast! 

 
 
         
 
 
 
 
 

Follow these steps to use CV Writer 

If you would prefer, you can use the CV Planning 
sheets to draft out your CV (ask your PA for a copy). 

 
You will need to have your CV typed - if you don’t 
have access to a computer, try your local public 
library or ask your Youth Connexions Personal 

Adviser to see if they can help. 
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Example of a CV  

 
This style is ideal if you haven’t got a great amount of work experience. Print on white 
paper and fit it onto no more than 2 pages of A4 size. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sarah Knight 
30 Kipling Road 

Addlestone 
Midshire 
MP1 3TP 

 
Home Tel: 01723 459076 Mobile Tel: 09778 562834 

Email address: sarahknightn@hotmail.com 
 

Personal Profile 
I am a hard working and motivated person. My attendance record at school was excellent and 
I was always punctual. I am skilful with my hands and have a methodical approach to work. I 
work well as part of a team or on my own initiative. Ideally I would like to work towards a work-
based qualification. 
 
Education 
Addlestone School. Left June 2006. 
 
GCSEs obtained:   Maths (D), English Language (D), 
          English Literature (D), Science (E/E), Technology (E) 
 
Employment/ Work Experience 
Jan 2007-present       Sainsbury’s, Addlestone 
(Saturdays)   General Assistant. 

My duties include filling shelves and helping customers to find 
goods. 
 

Work experience at  Framework Joinery, Addlestone 
School (1 week)  Duties included measuring and cutting wood 
    using detailed plans under supervision. 
 
Outside Interests 
I am a member of a fitness club where I help to organise the squash club night. I also enjoy 
mixing my own music and do DJ sessions at a local venue. 
 
References 

The Head Teacher   The Manager 
Addlestone School   Sainsbury’s PLC 
High Street    Briar Road 
Addlestone MP1 5JD   Addlestone MP1 8KL 
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The best way to prepare your CV is to use CV Writer.  If you don’t have access to the Internet, 
you could use this sheet to draft your CV. 
 

Name: 

Address: 

Telephone number home: 

Telephone number other: 

Email address: 
Personal statement 

 
Experience of work – Include dates and general duties.  Include part time and Saturday jobs 
and school work experience 
 

Company name Duties From To 
    

Continued over 
 

CV Planner  
CV Planner 
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Education 
 

Qualifications School/College Address 
Subject Grades 

Date left 

     

 
Outside interests/Other information – e.g. team sports, voluntary work, membership of clubs 
or organisations, driving licence, hobbies 
 

 

 
Names and addresses of 2 referees – Remember to ask their permission.  They should not be 
related to you.  An employer or teacher would be ideal. 
 

Referee 1 name and address Referee 2 name and address 
  

 
Ask the person preparing your CV to try to fit it onto 2 sheets of A4 if at all possible.  If your 
email address is too funky-sounding you may do well to change to a simpler, more ‘business-
like’ one. 
 



 

 
 

Employers may receive hundreds of applications, so you need to ensure 
yours makes a good impression.   

 
 
 
 
 
 
 
 
 
 
 
 
 

• Read the form right through before you start filling it in 

• Make a photocopy of the form to use as a draft. If you can’t do that, use pencil first. 

• Follow any given instructions exactly, for example ‘Use black ink’ 

• Fill in every box, answering every question unless it’s clear that you don’t need to. You don’t want 
the potential employer to think you can’t follow instructions. 

• Write neatly in the available space. It there is not enough space, use a separate piece of paper.  

• Check with referees that they agree to give you a reference before you put them on the form 

• Ask someone to check the draft before filling in the final version  

 
 

 

 

Application Forms 

Top tips 

What next? 

If employers ask you to fill out a pre-printed form you must complete 
all the boxes even if the information is also on your CV – do not write 

“see CV” 

• Always send a covering letter (see 'Application letters') 

• Put your name on any additional pieces of paper you are sending 

• Keep a copy of the completed application so you can remind yourself what you said in it if you are 
invited for interview 

• Use an A5 or A4 envelope – the form will look better with fewer creases 

• Send the application by first class post  

• Call at least 2 days before the closing date to check your form has been received 
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Application letters 

 
This may be the first thing an employer sees about you, and it will influence 
whether they decide to invite you to an interview.   
 
 
 
 
 
 
Here are some tips on writing the covering letter for your application: 
 

• Try not to duplicate information already shown in your CV or the application form 

• Keep it short and factual 

• State why you are writing and what you want (if the job was advertised, state the position you are 
applying for – if it wasn’t advertised, state the type of job you are looking for) 

• Use A4 sized paper, and keep it quite formal – no coloured inks, patterned or highly coloured papers 

• You can hand write the letter if your writing is easy to read as some employers like this 

• Make sure it is neat and without mistakes 

• Put your full name and address on both CV and letter as they can get separated 

• Keep a copy for later reference 
 

 
 

 

 

Top tips 

Examples of letters 
 
Different types of letters are required in different situations.  Here are some suggestions… 
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Continued over

Dear Mr Porter, 
 
I am writing to ask if I may be considered for  
any vacancies as a Trainee Motor Mechanic 
within your company.  
 
As you will see from my enclosed CV, I left school 
last summer and have been working as a 
………………………, but my main interest is in 
working with my hands. I am very keen to learn a 
trade and would like to attend college on a day 
release basis. I am a very hardworking person 
and would be a reliable employee. 
 
I look forward to hearing from you. 
 
Yours sincerely 

Example of a letter where no job 
has been advertised 

If you know the name of the 
person you are writing to, 

sign the letter with 
 ‘Yours sincerely’ 

 
If you don’t know their 

name, address it to  
“Dear Sir or Madam” and 
sign with ‘Yours faithfully’
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Example of a letter asking for an 
application form 

Amy MacDonald 
   6 Valley Way 

Anytown 
              Herts 

AL1 2AB 
Mr T. Townsend 
Personnel Manager 
Smith and Brown Limited 
Smith House 
32 High Street 
St Albans 
Herts.    
AL3 4NB                         19th January 2011 
 
 
Dear Mr Townsend 
 
Sales Office Administrator 
 
I am enclosing my CV and wish to apply for the above position, which I have 
seen in the St Albans Youth Connexions Centre. As you can see, I have had 
some experience working in a supermarket whilst at school, which I very much 
enjoyed. This has given me confidence when dealing with the public and useful 
customer service skills which I would like to develop further. 
 
I look forward to hearing from you. 
 
Yours sincerely 
 

Amy MacDonald 
 
Amy MacDonald 
 

This example shows a how to 
lay out a letter.  

 
Try to follow this format 

because employers are used 
to it and it helps them to read 

it more easily. 

Example of a letter which would 
be suitable to send with your CV 

Dear Ms Handley, 
 
Re: Vacancy for Retail Assistant  (Ref: AH /M 
123) 
 
I saw your vacancy in the Herts Advertiser for the 
above position.  
 
I am very interested in this and would be grateful if 
you could send me further details and an 
application form.  
 
I look forward to hearing from you. 
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Interviews 

 

 The Interview 
 

Be prepared - if you prepare in advance, you will feel more confident and relaxed 
during the interview.  Before you go, try to: 

 
• Look at the company’s web site and find out 

as much about them as you can. Google 
them! 

• Think about the questions they are most 
likely to ask you and prepare the answers 
you would give. 

• Practice with someone you feel at ease with. 
Being asked questions and replying out loud 
will help you judge how your answers sound, 
and you can adjust them if necessary. 

• Sort out some smart clothes and shoes to 
wear. Making a good impression is key to a 
successful job interview.  It is respectful and 
shows you are serious about the job. 

• If you are unable to attend the interview 
once it has been arranged, or you are going 
to be late, call the employer to let them 
know. 

• Arrive in plenty of time – allow for possible 
delays on the journey 

• Be nice to everyone you meet – they might 
get asked their opinion of you later! 

• Smile when you go in, look the person in the 
eye, and only sit down when asked to 

• Speak positively and enthusiastically; try not 
to mumble 

• Answer questions fully – aim to provide all 
the information that is relevant to the job 

• Think before answering – better to pause for 
a moment and say something sensible than 
rushing in with the first thing you think of 

• Don’t be afraid to ask the interviewer to 
repeat a question 

• Ask any questions you need to about the job 
– this shows you are keen.  It helps if you 
prepare questions in advance.  

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Continued over 

Frequently asked questions 

“Why do you want this job?” 

”What interests you most about this job?” 

“Tell me about yourself…” 

“What are your strongest skills?” 

“What is the achievement in your life that you are most proud of?” 

“Tell me about a difficult problem you’ve had to deal with…” 

“Give me an example of when you have worked as part of a team…” 

“What qualities do you think you would bring to this job (or company)

“What do you want to achieve in the future?” 

Q:  What if I feel extremely nervous when I get 
there? 

A:  Everyone feels nervous in this sort of situation.  
Just remember that the interviewer will be as 
keen for you to be right for the job as you are. 

Q: The questions I had 
have already been 
answered. 

A: You could say you were 
interested in knowing 
about (…whatever it 
was….) but that they 
have already told you. 



 

Extracted from the Youth Connexions’ Finding a Job publication 
© 2009 Youth Connexions Hertfordshire – all rights reserved 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Questions that you may get asked 

“What are your main dislikes?” 

“Describe yourself in 3 words” 

“When was the last time you were angry?....what  
caused it?” 

“How do you react under pressure?” 

“Do you mind criticism?” 

“How would your previous manager or teacher  
describe you?” 

“What skills would you like to develop, and why?” 

“What kind of people do you find difficult?” 

“Explain the gap in your work history” 
 

Some questions you can ask 

“What would be my main tasks?” 

“What initial training do you give?” 

“How would you measure my performance?” 

“How many people work in this 
department/the company” 

“What does a typical day involve?” 

“Who would I report to?” 

“Do you encourage further education/learning 
new skills?” 

 
 

These are used by employers as a way of screening applicants. 

Telephone Interviews 

Telephone interviews can be arranged suddenly, so if you are actively job searching, be prepared to be 
available at short notice. This makes it very important to think about the type of questions you could get 
asked and be ready for that phone call! 
 
Important things to consider: 
In advance 

• Think about why you want the job and why you have the right skills for it  

• Use the questions on this handout to prepare – you can write down the answers and have them with 
you, but try not to sound like you’re reading them from a script  

• If you can, do some research into the company – this will help you think of some questions to ask 

• Plan to take the call in a room on your own – without family, friends or pets or distractions like TV, 
radio etc 

• If the employer has not given you a specific time you might miss the call  Make sure your 
answerphone message is appropriate without swearing, music etc 

• Make sure you have a copy of your CV or application form in front of you. 
 

The call itself 

• Keep a pen/paper handy to write down important information 

• Be polite and do not interrupt the interviewer  

• It is better not to ask about pay at this point 

• Smiling while you talk will actually make you sound more friendly and positive 

• Sit up straight or stand – it helps you to speak more clearly 
• Do not chew gum, eat or smoke during the call – the other person will be able to hear it in your voice 



 
 

 

 

Keeping your job 

Now that you’ve got the job, you will need to get used to a whole new environment. You may feel 
strange at first, but this is normal.  Show you want to do well, and then people will want to help 
you. Being well prepared can help. 
 

 

 
The first day 

• Arrive early to make a good impression  
- Plan your route and work out how long it will take – then add about 15 minutes to the journey 

time, to make sure you are on time even if there’s a hold-up. 
- If something happens to make you late - don’t panic. If you can, telephone to let someone know. 

Apologise and explain why you are late to your Manager or Supervisor. Of course, it will be 
important to be on time the next day. 

 
• Dress like others around you  

- Think about what people were wearing when you came for the interview, were they dressed very 
smartly or more casually?  If in doubt, it’s always better to be on the smart side. 

- Wear the right footwear; trainers and flip-flops are not always acceptable. 
- If your job requires protective clothing or equipment, your employer should give you this and you 

must wear or use it. 
 

• Ask questions 
- Ask if you don’t know how to do something or where to go.  
- Always be polite and thank colleagues for their help, remember you may be interrupting their work.  
- Asking questions is the only way to learn, and you should not feel shy about doing so.  
- Don’t pretend to know something when you don’t – it’s far better to ask. 
 

• Smile and be friendly - introduce yourself, when you meet someone new.  This will create a good 
impression and help you to find out who’s who. 
 

• Make notes so you don’t have to ask the same question twice, it is easy to forget things when you 
are nervous. 

 
• Turn off or silence your mobile; chatting to your mates during work time is a definite ‘no’. 
 
• Keep language clean and respectful. 
 
• Call early and tell your manager, if you are unwell 
 
 
 
 
 
The first few weeks 

In the first few weeks, you may find you don’t do much or you get lots of easy jobs to do. The 
first stage in a new job is usually spent meeting people, being shown what goes on, learning how 
to use equipment or doing simple tasks.  You may have an induction programme. 
 
Make sure you know what you are meant to be doing and what is expected of you. If there is 
anything that you don’t understand, ask as soon as possible.  You may have been given a written 
job description setting out the main duties expected of you.  
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It’s also good to show you are willing to help other people, even if you don’t want to. Helping out 
and being keen and enthusiastic is expected and it will make the right impression.  
 
Be well organised  
• Keep your desk or workspace tidy 
• Meet deadlines  
• Keep a checklist of things you need to do - tick them off when complete  
• If people called when you weren’t available, call them back within a reasonable time 
 
Develop your communication skills 
• Listen to others and show that you understand what they are telling you 
• Explain what you want clearly  
 
Develop your interpersonal skills 
• Be confident and assertive without being aggressive 
• Be polite and helpful to everyone you meet 
• Deal with conflict calmly 
 
 
 
 
 
 
 
A good employer will provide training for you, often called  
an induction programme and may include… 
 
• An introduction to the company 
• How your job fits into the activities of the organisation 
• Meeting the people you will be working with 
• The facilities and health and safety 
• Becoming familiar with the organisation’s products/services  
• Finding out about customers 
• Learning how to use computers and telephone systems 
• An introduction to your job duties 
 

You may have a ‘mentor’. 
This is usually an 

experienced staff member 
who can give you support, 
guidance and help. If you 

have any questions you can 
ask your mentor - though you 
should bear in mind that they 
still have their own job to do. 

Learning your new job 

 
 
 
 
 

Fitting in 

Part of starting your new job will be “fitting in” with people at work. You will need to learn about: 
 
• What is considered to be acceptable behaviour? 
• The level of acceptable language, do people mind if they hear swearing?  
• Respect shown for others, do they care about each other? 
• The atmosphere, is it relaxed or formal? Are people happy? 
• Working life, do they all work hard? Do they do extra hours, work through lunch or do they all leave 

on time? 
• Is it OK to take smoking breaks and where do they go? 
 
These things are often not written down – and often not even spoken about. So you’ll need to 
watch and listen to others, how do they behave, how do they treat their managers, how do 
managers treat employees and what do others think about them?  
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