Applying for placements, jobs & further study

CVs &
Covering Letters

Matt Vickers

Careers Consultant
Engineering & Mathematics
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Agenda

®* Why you need a CV

® Arecruiters perspective

® How to prepare: research!
® What to include (or not)

® Covering letters

® Questions?

Inspiring futures




Why bother? Isn't it all online?!

No!

® Online applications often ask for a CV to be uploaded
® Small(er) companies may still simply ask for your CV
® Essential if you want to apply speculatively

® ...or use a recruitment agency

® Or often for postgraduate study

Inspiring futures
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What is a CV?

| | | | 'BILL GATES 0
Curriculum vitae = Latin: “Course of Life”

Your biography: how long?

IIIIIIIIIIIIII

| . 3 G 88 2 |

. AN AUTOBIOGRAPHY

Inspiring futures N T B RN I T | /\ﬁj _-
“THE ONLY AUTHORIZED AMERICAN EDITION ' ﬁ




The issue:
How to fit a 21+ year biography...

Inspiring futures
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: 59—
The solution: Y=2p
=2
5 T
5
Warning: this is the most important bit — please pay attention!!!
® Key premise: who is going to read this?
® Which in turn influences what they:
% are expecting to see/read;
% want to know about you / are interested in.
J )
Inspiring futures
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For example:
® Language

* Style

® Length

) i
Content (THE FROG&TOAD)

So it is important to be aware of — and research — what your
readership expects!

This will influence your editorial decisions: in/out... and if

i n, h oW mu Ch f; |
Inspiring futures |.' %
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One size does NOT fit all

CVs must...
® be targeted at the job and employer.

® reflect the skills and experiences demanded.
® create a positive first impression.

® make the selectors job easy.

* No hunting for information (what, when, where)
* No assumptions

Especially if speculative!

Inspiring futures




Your shopping list?

M | Sainsbury’s

o five well for less
MORRISONS

Ewe® TESCO

Theve for You Eveny Wl halps

N

Waitrose >

~{
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Recruiter's shopping list  TOWERS WATSON (A_/

e.g. Quantitative Analyst
* Some knowledge of asset valuation and risk management
techniques.

* Familiarity with statistical computing packages, such as
Matlab or R, and programming languages (VBA, C#) is useful.

* Team player comfortable in a professional services environment
with the ability to effectively debate and subsequently influence
internally & externally at all levels.

* Enquiring and analytically-minded with a thorough work ethic.

Inspiring futures \I



This is your recruiter’'s
“shopping list™!

Inspiring futures
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Home Opportunities Organisations Eveniz Appointments Resources ~ Ask a Question MNews Dashboard £ Logout

©E

Business Analyst
Jersey Corporate Services Limited (JCSL)
Q StHelier, Jersey

A Eookmark Opportunity | 4 Follow Jersey Corporate Services Limited (JGSL)

A fantastic opporiunity for graduates to join our expanding, progressive team. Type Of Work
Graduate - immediate start
\Wie offer a structured two year training programme through the JCSL Change Academy, an excellent starfing salary

and the dedicated support of our senior team members for the duration. Contract Type
Parmanent
The Programme will focus on:
- Tet:hrifu:.c?h:ng\).I and data Cmd Hours
- Project approaches and managing change Full Time
- Finance Remuneration
- Perzonal Effectiveness. £25 000 per year
The formal training program is designed to be undertaken alongside undertaking a role as a Business Analyst which COII'I'I'I.EI'ICBS
A ) N Immediate
may inclede some of the following activities:
Website
- Providing relevant analysis senvices fo a broad range of JCSL clients. These typically include, but are not limited httpshwanw jerseycs comirecruitmentf
to, data management, data cleansing, data migration and testing, systems implementations, process reengineering Posted 16 Aug

and research - Where necessary project manage certain engagements
- Implementation of systems or business processes at JCSL Clients' sites

- Working on site with clientz and in the offices of JC5L as reazonably directed by the Directors of the company -
Feport billing and expenses in & timely fashion - Support the directors and the wider team in the achievement of the More Opporiunities

Company's goals

- Attending relevant conferences, CPD events and other leaming or representative functions to broaden and Assistant Director

maintain knowledge Explore Leaming is a national network of education
cenires providing maths and English fuition to

The abave job description is provided to offer a clear outling of the role in question however it is not an exhaustive children aged 5-14. We recruit graduates who want

to make an impact as an Assistant Director- both on
running our centres as a business, and on the ives
of our members who attend.

list of every possible activity which might be demanded of an employes. The nature of JC5L's work requires that
=taff are flesable and can adapt quickly to fast changing work environmenis and client needs.

- A certain amount of travel may be required @ Natiorwide 31 Dec, 2016
Job Type: Full-time MNewly Qualified Teachers
Kent-Teach are a recruitment provider for Kent
Salary: £25,000.00 fyear schools and enrol over 600 NQTs to the area each
: year.
Requirsd education: @ Kent 1 Dec. 2016




Careers: the opposite of maths!

® Maths: 5+4+3=7
l.e. here is a problem — now you solve it and
get me the answer

® Careers: 12="7
l.e. this is the answer (what we want) — now

you go and show me how you have this
(e.9g.)9+3o0or6+60r8+4...

Inspiring futures




Q. What’s a CV for?

A. To get you an interview!

® Can't fit everything on it...

¢ ...which is OK (allows us the chance to
tease/entice employers — make them want
to know more!)

® Can then offer more detail at interview
stage.

Inspiring futures
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(1) Research The Vacancy

The Job

® job description — request full job spec
¢ archived vacancies on MyCareerHub

® careers information website

® personal contacts/LinkedIn/Platform One

L

Inspiring futures

The Recruiting Organisation
® recruitment literature

® company web site

® employer presentations + fairs

® media (incl. social media)



http://www.careers.ed.ac.uk/
http://www.bbc.co.uk/news/business

(2) Research the candidate

What have | done?
® In my courses/research?

® work experience (voluntary / paid)?
® interests/activities/sports?
® life!

What does this say about me?
® What skills/qualities have | developed?

® What insights have | gained?
® What is my level of expertise”?

® What can | bring to a job?

Inspiring futures




Recruiters cannot select applicants based on
flowery’ statements and unfounded claims

Inspiring futures

“l would be an ideal candidate as | have
great leadership skills, strong
teamworking abilities, | am a go-getter
and constantly achieve highly and enjoy
being challenged and reaping the
rewards of my success’.

Instead, recruiters want

evidence! P



Linking skills to experience: examples

® Analysing and evaluating information, structuring an argument,
writing clearly, persuasively and precisely: through reading,
research and essay preparation, exams.

® Ability to prioritise and meet deadlines: through planning project
work; balancing study, job(s) and social life.

® Commercial awareness: through working in a shop and
understanding customer needs; through reading business news.

® Problem solving / creativity: coming up with ideas for events or
fundraising; overcoming difficulties with course work.

Inspiring futures




What should you include: sections

® Personal details

® Education — for PG study, include research here, or separately)

® Experience — P/T jobs, internships, voluntary — relevant and not
directly relevant.

® (Relevant) Additional information — travel, interests, positions of
responsibility, computing skills, etc.

® Referees — academic + employment.
® Dates — employers hate gaps!

N.B. Choose the order that works best <

Inspiring futures



What should you include: entries
® When - you did something (i.e. dates)

® Where - you did something (e.g. uni, school, company...)
® What — you did (e.g. qualification, job, activity...)

Over 1-2 lines, in any order — but be consistent!

Then add detail below in short sentences (bullets are fine)
» Tasks carried out

 Skills/techniques utilised/developed

* Achievements/outcomes

or

S CHOT |||

Inspiring futures



Chronological CV

Example of a chronological CV

ASHLEY GILL

3 lappage Court
Tyler Green, Bucks,
HFZ 4i0

If you i

and ax|

concise and related to the specific skills

Telephone: C1882 652340
Mabile: 07717 121824
Ernail: ashleygill2023 @gotmail.com

nelude a profile make sure it's

periente required. i
—

KMulti-lingual business student with Internaticnal financial experience and ability to develop business
ralationships seeking a financial consulting career in life insurance and pensions

Education and Qualifications

2008 = present

A

Relate your degree to the
Job by listing your relevant
medules/dissertation and
outlining the related skills
you've gained.

2000 = 2007

Buckinghamshire Edge University

BA International Business studies with Spanish (expected 2:1)

= Six-morth waork placement in Madrid.

= 12,000 word dissertation analysing the UK pension market to 2050,

Highly mathematical and technical degree giving me excellent numerical skills
and ability to conduct sophisticated statistical tests,

Demanstraled ability te gather peasion data from a wide range of sources,
draw appropriate conclusions and clearly communicate my findings, resulting
ina 73% grade and a business recem mendation,

Freebridge schoal

A-Level: Business studies [B), French (C]
8 CCSEs including Maths, English, Spanish and French

2011 (Feb = Aug)

ist your relevant duties, I—)-—

2008 (Jan = Aug)

Directly relate your
expetience to the skills
reguired by outlining
hawe yeu performad the
skills to a high level.

IR S

If you have relevant
] Finance Related Wark Experiance - experience It can be useful
to greup It all together. |
Audigest S.A. (Madrid) Audit Assistant i

» Six morths work experience in an international bank.
= Reviewing company financial systems and anakysing risk.
- Testing to check that financial infermation systems ware fit for purpese,

Ceveloped excellent data investigation skills such as an ability to use a range
of saurces, check findings and question conclusions resulting in & key role
helping business clients develop efficient systems.

Built longstanding business relationships through cutstanding client service
delivery, a professional attitude and an ability to communicate with senior
colleagues in bath English and Spanish.

Top Choice Holidays and Flights Lid [Low Wycambe)

Financial Assistant Superviser

+ Supplier statement reconciliation: Warked in a team of four matching
Irvaices to payments made on acoount,

= Matched income to expenzes over the financial pericd.

Demanstrated excellent teamwork skills in a busy financial envirenment, such
as an ability to listen to clierts and managers, perform my role to a high level
and suppert celleagues, resulting in an early prametion,

LS

RS 5@‘

2007 {Jul - Aug)

Make sure your dates are
easy to see.

| Meatly align vour headings.

2006

Highlight the headings. j

Degs Protection League - Financial Assistant -

+ Warking within the accounts payable t=am.

= Conducted bank recencillations, branch recharges, updated sales and
purchase ledger and calculated trial balances.

= Maintained fixed asset register

= Respensible for producing branch helding funds and preparation of
management accounts,

= Passed OCR Level 1 Book Keeping course.

Cuickly established myself as an enthusiastic and flexible finance prafessicnal
ready to take on a wide range of technical data gathering and investigation roles,

Demonstrated sound problem-solving skills by developing a new financial
protocol for assistants which is still being used today

Dave Bruegold Chartered Accountants - Work experience
Developed a strong passion 1o wark in client service delivery within the finance

induestry * -

Use short positive statements

Additional Wark Experience

and powear words.

2010

2008 —2011

2006

" Finsbury's su permarket (Hazelbridge)
supervisor - Managing a smallteam and providing customer service.

Buckinghamshire Edge University

Campus librarian and university tour guide g Le55 detail is required for
less relevantfolder roles.

MecHenry's Restaurant {Low Wycom be)
Crewe member and supervisar

Voluntary Experience

2011 Teaching English im Spain
2009 Student volunteering: Teaching young adults DVing skills
2007 Teaching English im Mexico
Additional Skills Outline any useful skills that are not
mentioned in the advert/job description.
Languages « French: Semi=fluent.
» Spanish: Fluency chtained working in Spanish-speaking countries,
I + OCR Level 182 Wehb design, =
+ Experience with Sageline 100, Barclays Business Master and Care
[LiveContacts).
+ Confidert with all Office applications, email and internet,
Additional

Referee details available upon request

= Enjoy running and have suczessfully completad crganised races for Diabetes LK,
» Clean driver’s licence.

Use the two full pages. |

T T R T T L e R




Skills-based CV

Example of a skills-based CV

ASHLEY GILL + Ralsed sales at The Dogs Protection League by 12% by up selling add-on packages to new and existing
3 lappage Court Telephone: 01882 652343 Fustomers.
Tylar Green, Bucks. Mobile: 07717 121824 Language ability
HP& alD Email: « Spanish fluency obtained working overseas, French - semi-fluent.
ashleygill2023 @gotmail.com
. |_|Edu¢atlon and Qualifications J
Personal Details
2008 — present Buckinghamshire Edge University
Summary B4 International Business Studies with Spanish (expectad 2:1)
Relate your degree to « Study semester at The University of vallold (Spain),
+ Business studies with Spanish undergraduate. the job by listing your  |_ge . Sic-rmonth work placement in Madrid.
« Ability to speak Franch and Spanish, relevant fnodulesf « Relevant modules included: Business Planning; ales Pramation and
+ Extensive business experience including an internship with Top Choice Holidays. disz=riation. Marketing; and Business Operations Management.
i i : 2000 = 2007 Freebridge School
ﬁkllliand Achievernents I'-'.akl:_su_rc_vau carcfull].ras_sess the job ad'.nert,.'{ﬂl:- ) A—LMIEFE usiness Studias (B}, French {C)
Effective communication g description and address all the skills they requirs & GLSEs including Maths, English, Spanish and French
« Able to communicate effectively with a wide range of clients and colleagues, by showing interest, carefully
listening to needs and appropriately adjusting my message, as demonstrated during my time at Finsbury's @I‘R History |
Supermarket.
Strong presentation skills and confidence demonstrated by experience of delivering presentations in different 2008 — 2011 Buckinghamshire Edge University - Librarian/tour guide
languages to groups of five to fifty. « General administrative and customer service roles,
Customer service 2011 (Feb—Aug) Audigest 5.4, (Madrid) — Audit Assistant
- Ability to quickly build rapport with customers and calmly deal with any problems as shown during my retail . . + 5k months work experience in an international bank.
experience in high pressure emviranments. + Liaising with colleagues and clients in English and Spanish
« Capacity te malntain professional relationships threugh email and other written correspendence, for example, ) i Eriafly list
at Audigest in Madrid, where | built langstanding business refationships with customers and collezgues acrass 2010 [June-Dac) Fins bur}r‘s_ 5““"““."‘“ (Hazelbridge] ~ Superviser your relevant
the globe, . + Managing a smail team. —————— duties.
= Custermer service in a busy competithee erviranmment.
Tearmwork )
+ At Top Choice Holidays demonstrated excallent teamwork skills In 2 busy financial environment, such as an 2010 (lan—dug) Top Choice Holidays and Flights Ltd (Low Wycombe)
ability to listen to clients and managers, perform my role to a high level and support colleagues, res ulting in Financial Assistant/Supervisor
promaotion. : « Waorking in 2 range of teams to manage complex financial processes,
Administration o _ _ Prove yau have sach of the 2007 {Jul-hug) Dogs Pretection League — General Assistant )
+ Excellent ability to plan ahead and manage time effactively, for example, skills required by outlining + Dealing with enguiries and selling packages to & range of clients.
managing complex roles during my internship at Tep Cholce Holidays. where you performed therm ) )
- Gathered data from a wide range of sources during my f.'is,sr_'r'Iztil::-n:!rs - and hqywﬂ;u perfarmed 2006 {lan-Dec) MecHenry's Restaurant (Low Wycombe) - Supervisor
whilst balancing my other studies and two jobs, resulting in 2 73% grade. them well. | Voluntary Experience J
Experience of travellers’ needs
+ Recent travel consultancy experience ghes me an in-depth understanding of the expectations of holiday 2007/2011 Teaching English in Mexico/Spain
customers and the com petitive nature of the industry
« Internationsl travel experience and langusge ability give me an empathy with travellers and a passion for i 1 Intarests |
helping them find a unigue holiday experience.
Initiative i .b.rti-'.re_m ermber of l.l.ln Ivers Itylﬂuslness Club — Winner of the 'Bucks Best Business Pitch’ award in 2010 Enterprise
« Self-funding an evening course in bookkeeping during my first accountancy role demonstrated my ability to ; week, judged by Michael Eavis. i
plan ahead and take contral of my caneer. ; i
- Successtul study and work in Spain and Mesico show that | can creatively develop my skills and experience and  fa- et include all your referee details including their email and :l a
adapt to new and different environments. ¥ Breas phone number (but ask for thelr permission first). ':_
sales knowledge i Professional: Mr. Jose Andreas, Management Accourntant, Sudigest, Avenida de Concha Espina 2, Madrid, ES- ;
« Wide experience of financial roles gives me an awareness of the tight monetary pressures which drne LK th 28036, +34 91 393 5475, Landreas@audigest.es
service industries, : fa=
Acaderie: Dr. Jane Luffle, Personal Tutor, Buckinghamshire Edga Univarsity, Due Road, Low Wyeomibee, Bucks, = N o 4’]1
HIOLE 500 01628 435 6784, | uifle® bedgeac.uk _h :
ﬁ B AT e e e R 0 T T AT
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Some Basic ‘Rules’

® Length: Maximum 2 sides A4 (some banks/consultancies ask for 1 side)
® Paper: Use high quality paper A4 (or letter: N America)
® Layout

® avoid large chunks of unbroken text

® use bullet points or line spaces to break it up

" white space can be as important as text
® bold and LARGE characters are clearer than underlining

® Balance
% allocate space according to relevance

= fill the prime selling space with the hottest material
— e.qg. Gary Anderson, Jacobs

® Check spelling, grammar and punctuation — TWICE!
® Match it with a good covering letter.
Inspiring futures Keep d COpy.




Appearances

Choose a layout to fit the information,
NOT the information to fit the layout!

® Different types of CV.
® chronological (conventional)

¢ skills-based

® technical (incl. academic)

® posted electronically
® creative

® International N.B. Check paper size: A4 vs Letter (N. America)

(see www.prospects.ac.uk, www.eurograduate.com or
‘Working abroad’ section of careers information centre)

Inspiring futures



http://www.careers.ed.ac.uk/STUDENTS/Applications_Interviews/Effectiveapplications/Example%20CVs%20and%20cover%20letters%20(graduate).pdf
http://www.prospects.ac.uk/downloads/documents/prospects/IDD/Special%20Interests%20Series/CVs/2007/Skills_based%20CV_improved.pdf
http://www.prospects.ac.uk/downloads/documents/prospects/IDD/Special%20Interests%20Series/CVs/2007/Academic%20CV%20updated%20version.pdf
http://www.prospects.ac.uk/
http://www.eurograduate.com/

Some Basic ‘Rules’

® Length: Maximum 2 sides A4 (some banks/consultancies ask for 1 side)
® Paper: Use high quality paper A4 (or letter: N America)

® Layout

avoid large chunks of unbroken text

use bullet points or line spaces to break it up

white space can be as important as text

bold and LARGE characters are clearer than underlining

® Balance

% allocate space according to relevance

= fill the prime selling space with the hottest material
Check spelling, grammar and punctuation — TWICE!
Match it with a good covering letter.
Inspiring futures Keep a copy.




CV vs Covering Letter @
CV Covering
Letter

Explains Facts Motivation
In other words What Why
®* | know ® You

® |havedone ° Me
¢ Job/course

So the two are different but work together brilliantly! <

X 1§
4,

Inspiring futures .' )
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Covering letter (UK)

® Business letter format!
® named person
" subject line in bold (Re: Marketing Trainee Vacancy)
% correct ending (Dear Mr Jones... Yours sincerely)

® Say what you're applying for/where you saw advert.
® Why this job/role? Explain your interest.

®* Why them — the organisation specifically?

® Why you? (What's in it for them?)

® Mention what you are doing now.

® Indicate what you have to offer; refer to CV without repeating
% Establish link between you and the job.

® Polite ending.
® 1 side A4, typed (unless asked otherwise).

Inspiring futures




Use our resources!

CAREERS SERVICE

Careers Service home

Students .
Undergraduates o
Make it happen N

Write CVs and applications

How to write your CV

CV360 for instant feedback

How to write your cover letter
Examples of CVs and cover letters

US resumes

Referees and references

How to complete an application form
Explaining your qualifications
Applications and CVs for further study
Build your commercial awareness

Sharing your disability

https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-application

Home > Careers > Students > Undergraduates > Make it happen > Write CVsand applications

Write CVs and applications

Write CVs and cover letters, and complete application forms. Advice about references, how to explain your qualifications
and how to show commercial awareness.

Contact us

How to write your CV

Advice on what to include in your CV and how to structure it

CV360 for instant feedback

Make use of CV360 to gt instant feedback on your CV before booking a
feedback appointment with us.

How to write your cover letter

Advice on what to include in your cover letter and how to structure it.

Examples of CVs and cover letters

Access a range of examples of CVs and cover letters.

US resumes

Find out what a resume is and how it’s different from a CV.

Referees and references

Information on references including how many references you will
have to provide, who you should ask, what information you need to

provide and references for postgraduate study.

How to complete an application form

How to answer common application form guestions

Explaining your qualifications

Answers to key questions about how to present your qualifications in
applications.

Applications and CVs for further study

Build your commercial awareness

Inspiring futures
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https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-applications

Need some inspiration?

Real examples available on Careers Service Plus > Example CVs”

Inspiring futures ; ol /5% | NN
: A
http://www.ed.ac.uk/careers/careersserviceplus ' (rr\?



http://www.ed.ac.uk/careers/careersserviceplus

Extra advice: finance

www.efinancialcareers.com
@e@ “The absolutely perfect investment banking CV”
BUT take their advice (and esp. users’ comments)
efinancialcareers with a large pinch of salt!

TARGET www.targetjobs.co.uk — Finance section
Jjobs o

Get feedback!

Book an appointment via (MvCareerHub)
Use the Maths Drop-in (Tues, 12.30-14.30pm, JCMB) ,

Inspiring futures



Any questions?

Inspiring futures



