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This session will start at 13.10

To join this session you will need the following:

* Strong internet access (broadband connection
highly recommended if possible)

* For the best experience use Google Chromg ))

* We recommend you close all programmeg v rr
except for the browser you are using for '\\/ |

-
=

your Collaborate session.
* Headphones (recommended)

This session will be recorded
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School of Maths Employability Tuesday

CVs &
Covering Letters

Applying for internships, jobs & further study

Matt Vickers
Careers Consultant
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Before we start...

Can you hear the presenter talking?

Please select yes/no on the on-screen poll,
or type your answer in the chat box

If you can’t hear, try leaving and re-joining the

session — Google Chrome is the
recommended browser

Inspiring futures




Asking Questions

Please mute your microphone

Etiquette

You can type a question or
comment at any time in the chat
box

Inspiring futures



Recording

* This session will now be recorded. Any further information that you provide
during a session is optional and in doing so you give us consent to process this
information.

* These sessions will be stored by the University of Edinburgh for one year and
published on our website and Media Hopper during that time.

* The text chat is recorded but will not be visible on the published recording.

« By taking part in a session you give us your consent to process any information you
provide during it.

« We will tell you when we stop recording.

.

Inspiring futures



Agenda

®* Why you need a CV

® Arecruiters perspective

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

® Covering letters

® Questions?

Inspiring futures




Reminder / introduction:
to help you consider your next steps

Inspiring futures

www.ed.ac.uk/careers/compass A

Understand yourself —
skills, values, strengths

Discover what’s out there —
jobs, courses, sectors

Build experience —
participate, volunteer, intern

Become professional —
confident, adaptable,
independent

Make it happen —
plan, apply, succeed



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

Why bother? Isn't it all online?!

No!
® Online applications often ask for a CV to be uploaded
® Small(er) companies may simply still ask for your CV

® Essential if you want to apply speculatively

® ...or use a recruitment agency

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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The solution: =2y

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 (style/look’)

= expecting read (content);

= wanting to know about you / are interested in.
Inspiring futures



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 |.' %




hittp s fnmnan.qoogle.co.uksearch iy

%

resurnefitls=com.microsoften-GERIE-Addressfurlz: O - @ &

File Edit “iew Faworites Tools  Help

S Do

RESUME WRITING

IR T L (MPLVERL | R YT

sl

Tem

Far i
p————

eyt e

rmarmam s e i Ra e s

- e s o e el b A

T e e . e
e e

-

(=] =g ] Ju]

MEE T L

s « N

[——
P e
| —-—— o

T el
et
Spsr— ——

w e

M. RILEY
st inlngratin
SPECIALIST

[Z] RESUME

A Praliner Chia Pheeme

ABOUT

e

[e—

i e v P m it s =

e

e

S N P

e L )

s e i B 4 -

g R e tea iy ey g

e e o e .1k e s

L]

et s
atecamimas e i e arEed

I
B

@
NICOLE KENNEDY

oo o

= Do el et v T,

Cariss & Travilng foss: Assumae Stym




One size does NOT fit all

CVs must...

® be targeted at the opportunity and the recruiter
in other words: job/placement/PG course and employer/uni

® 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! 2
Inspiring futures I:



Your shopping list?

M | Sainsbury’s

o five well for less
MORRISONS

Ewe® TESCO

Theve for You Eveny Wl halps

N

Waitrose >

~{

Inspiring futures .
piring I

&

b, o~



Recruiter's shopping list: obvious

Their list”!
« Academics

« EXperience
« Skills
* Motivation

Inspiring futures
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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



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
..e. this is the answer (what we want) — now

you go and show me how you have this
(e.9g.)9+3o0or6+6o0r8+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 — get full job spec

® job profiles: Prospects + TARGETjobs

® local/personal contacts?

Linked[f}] PLATFORM ONE

A place for University of Edinburgh people
iil ﬁ ." .. ats

Inspiring futures

The Recruiting Organisation
® company web site

® employer presentations + fairs

® media (incl. social media)



https://www.prospects.ac.uk/job-profiles
https://targetjobs.co.uk/careers-advice/job-descriptions
http://www.bbc.co.uk/news/business

(1) Research The Vacancy

The Job
¢ job descriptio

et full

® careers inform

® loca Wh at ale
they

, looking for?
> o
" - ’ ntations + fairs
medid’(incl. social media) %ﬁﬁ)
” , 7
Inspiring futures | 


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

(2) Research the candidate: you

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

® work experience (voluntary/paid; casual/formal)?
® 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




(2) Research the cgndidate;

What havg
®Iinmyco

done?
asearc

® work expe

o
-

% How do you
meet their
requirements?

A )

*W

® \/



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

‘I would be an ideal candidate as | have great leadership skills,
strong teamworking abillities, | am a go-getter and constantly

achieve highly and enjoy being challenged and reaping the
rewards of my success”.

Instead, recruiters want

evidence!

Think like a lawyer in a court room!

Inspiring futures SK



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



https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-applications/build-your-commercial-awareness

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.

® Can split into: paid/unpaid; relevant/additional; engineering/other

® (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 for you: &
Think about the reader... | ?(:'

Inspiring futures



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

® Where — you did something (e.g. uni, school, organisation...)
® 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) incl.

+ Tasks (incl. skills used)
* Insights / achievements

Inspiring futures

or
Keep detail short and include key examples in separate Skills ﬁ'\
section S /Aﬁ)



Do not include

(in the UK...other countries vary)

® Photograph — unless role-appropriate/requested
® Lots of co o r— how will it look in black & white?
® Date of birth — age discrimination / data fraud?

® National insurance number — data fraud?

® Marital status — irrelevant

Inspiring futures



Appearances

Choose a layout that fits your information;
DO NOT force your information into a layout!

® Different types of CV:

® chronological (conventional)
® skills-based

® technical (incl. academic)

® posted electronically

® creative

® international (N.B. Check paper size... A4 vs. Letter)

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

Inspiring futures



https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-applications/build-your-commercial-awareness
http://www.prospects.ac.uk/
http://www.eurograduate.com/

Chronological CV

Example of a chronological CW

ASHLEY CILL

2 Lappage Court
Tiyler Gresn, Bucks,
HP3 410

IF wioLt i

concise and related to the specific skills
and experience required. 1

Telephone: 1882 652344
miobile: 07717 121824
Email: ashleygill 2023 & gotmail.com

nelude a profile make sure it's

i)

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

Education and Qualifications

2008 - present

Relate your degree to the

Job by listing your relevant

riedulesdissertation and
cutlining the related skills

you've gained.

2000 = 2007

.

Buckinghamshire Edge University

BA International Business Studies with Spanish (expected 2:1)
Six-rmortth work placement in Madnd.

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

Highly mathematical and technical degree giving me excellent numerical =kills
and akility to conduct sophisticated statistical tests,

ermanstrated ability to pather pension data from a wide range of sources,
draw appropriate conclusions and clearly communicate my findings, resulting
ina 73% grade and a business recommendation,

Freebridge School
A-Level: Business studies [B), French (C]
& QC5Es including Maths, English, Spanish and French

]Hna nee Related Work Experience

If you h;ave relevant

2011 (Feb - Aug)

ist your relevant duties, I—Zﬁ-

2008 {lan — Aug)

Directly ralate your
experience to the skills
required by outlining
haw you performad the
skills to a high lewel.

L

- experience It can be useful b
to greup it all together

Audigest S, (Madrid) Audit Assistant
« Six months work experience in an international bank.

« Eeviewing company financial systems and analysing risk.

~ Testing to check that financial information systems were fit for purpose,

Ceveloped excell=nt data inmvestigation skills such as an ability to use a range
of sources, check findings and question conclusions resulting in & key role
helping business clients develop efficiant systems.

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

Top Choice Holidays and Flights Lid (Low Wycombe)

Financial Assistant/superviser

+ Supplier statement reconciliation: Worked in a team of four matching
Irvalees to payments made on account.

« Matched income to expenses overthe financial pericd.

Demanstrated excellent teamwork skills in a busy financial environment, such
as an ability to listen to clients and managers, perform my role to a high level
and support celleagues, resulting in an early prometion,

2007 {Jul - Aug)

Make sure your dates are
easy to see.

| Meatly align your headings. |

2006

Highlight the headings. J

Degs Protection League - Financial Assistant -

« Wwiorking within the accounts payable team.

« Conducted bank reconcillations, branch recharges, updated sales and
purchase ledger and caloulated trial balances.

= Maintained fixed asset register

« Besponsible 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 professional
ready to take on a wide range of technical data gathering and imvestigation roles,

Demonstrated socund problem-selving skills by developing & new financial
protocol for assistants which is still being used today

Dave Bruegold Chartered Accountants - Werk experience
Developed a strong passion te work in client service delivery within the finance

industry * .

Use short positive stataments

Additional Work Experience

and power words.

2010

2008 —2011

2008

' Finsbury's supermarket (Hazelbridge)

Supervizor - Managing a small team and providing customer service.

Buckinghamshire Edga University

Campus librarian and university tour gUide e L2355 detail is required for
less relevantfolder roles.

McHenry's Restaurant [Low Wicom be)
Crewr marmber and superisar

Violuntary Experience

2011 Teaching English in Spain
2009 Student volunteering: Teaching young adults DJing skills
2007 Teaching English in Mexico
Additional Skills Dutline any usaful zkills that are not
mentionad In the advert/Job description.
Languages French: Semi-fluent.
= Spanish: Fluency obtzined working in $panish-speaking courntries,
I « OCR Level 18:2 Web design. -
= Experience with Sageline 100, Barclays Business Master and Care
[LiveContacts).
« Confident with all Office applications, email and internet,
Additional

Referee details available upon request

Emjoy running and have successfully completed crganised races for Diabetes LK,
= Clean driver's licence.

| Use the two full pages. |

T e e e B B e L i SO L

NS




Skills-based CV

Example of a skills-based CV

ASHLEY GILL « Ralsed sales =t The Dogs Protection League by 12% by up selling add-on packages to new gnd existing
3 Lappage Court Telephone: 01382 652349 CUstomers.
Tyler Green, Bucks. Mobile: 07717 121824 Language ability
HP3 4D Email: i - . - . .
; : Spanish fluency obtained working overseas, French - semi-fluent,
ashleygill2023 @ gotmail com
Personal Details |_Educatlr:‘n and Qualifications J
| Summary 2008 — present Buckinghamshire Edge University
—— : BA International Business Studies with Spanish (expectad 2:1}
pie] “ i j
« Business studies with Spanish undergraduate. ”.EE. &b}éuuﬁgsngmiur S_tud'j." sermester al The Llnwe.ﬂlty nf.w”md (Spaink
) o e e Job by BY —= . Six-month work placemsant in dadrid.
Ability to speak French and Spanish, relevant madules, onl t modules inciuded: Busi Blaniring: Sales Promation and
+ Extensive business experience including an interns hip with Top Choice Holidays. i - * melEvEnL maduies INCued: Tusiness FEnng;
b ¢ pw P e HoicEys dissertation. Marketing; and Business Operations Management.
5élls and Achizvernents Make sure you carefully assess the job advert/job Q . 2000 = 2007 Freebridge 5‘_“"':" )
. o description and address all the skills they require . A-Levels: Business Studies (B), French {C)
Effective communication i & GCSEs 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
Supermarket. @rk History J
Strong presentation skills and confidence demonstrated by experience of delivering presentations in different
languapes to groups of five to fifty

2008 — 2011 Buckinghamshire Edge University - Librarian/tour guide
+ General administrative and customer service roles,

Audigest 5.4, [Madrid) — Audit Assistant
« 5ix months" work experience in an international bank.

Customer service
- Ability to quickly build rapport with customers and calmly deal with any problems as shown during my retail 2011 {Feb-Aug)
wxperience in high pressure ervironments. '

+ Capacity to maintain professianal relationships through email and ather written correspondence, for example, » Liaising with colleagues and clients in English and Spanish Eriafly list
at Audigest in Madrid, where | bullt longstanding business refationships with customers and colleagues across 2010 (June—Dec) Finsbury's supermarket (Hazelbridge] - Supervisor your relevart
the globe. « Managing a small team. - duties
Tearmwork - Customer service in a busy competithve erviranment.
» At Top Choice Holidays demonstrated excellent teamwork skills in 2 busy Tinancial enviranment, such as an 2010 (lan—-Aug} Top Chaice Holidays and Flights Ltd (Low Wycombe}
ability to listen to clients and managers, perform my rolz to a high level and support colleagues, resulting in Financial Assistant/Supervisor
promation. « Working in & range of teams to manage complex financial processes,
Administration Prova
. . ) ) you have ach of the _ "
- Excellent ability to plan ahead and manage time effectively, for example, skills required by outlining 2007 {Jul-Aug) ?“g;;ﬁt&ﬁllm:::ﬁ}‘f’ G*;E;Tlli:'ﬁ :tcakr;t s to rate ot clients
managing camplex roles during my internship at Top Chelee Holidays. where you performed therm B UIFIEs an 2P Bes E 1S
» Gathered data from a wide range of sources during my dissertation e nd how you performed 2006 (lan-Dec) McHenry's Restaurant (Low Wycombe) — Superviser
whilst balancing my other studies and twao jobs, resulting in a 73% grade. them well.
Experience of travellers' needs | Voluntary Experience J

+ Recent travel consultancy experience gives me an in-depth understanding of the expectations of holiday

customers and the competitive nature of the industry 2007/2011 Teaching English in Mexico/Spain
« International travel experience and language ability give me an empathy with travellers and & passion for

helping them find a unique haliday experience, 1'”"'&"'3“5 |
Initiative : Active member of University Business Club — Winner of the 'Bucks Best Business Pitch’ award in 2010 Enterprise
« Self-funding an evening course in bookkeeping during my first accountancy rale demaonstrated my ability to : week, judged by Michae] Eavis.

plan ahead and take control of my career. ]
» Successiul study and wiork in Spain and Mexico show that | can creatively develop my skills and experience and == L - - -

adapt to new and ditferent environments. It Referees include all your referee detzils including their email and

phone number (but ask for thelr permission first).

sales knowledge - — . -
+ Wide experierce of financial roles gives me an awareness of the tight menetary pressures which drive UK Professional: Mr. Jose Andreas, Management Accountant, Audigest, Avenida de Concha Espina 2, Madrid, ES-

service industries, i ZBO36, +34 91 398 5476, [ andreas @ audigest e5

Academibc: Dr, Jane Luffle, Personal Tutor, Buckinghamshire Edge Univarsity, Due Road, Low Whyeombe, Bucks, i
HD15 301, 01628 435 6784, | luifle@ bedge.ac.uk %
e
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Some Basic ‘Rules’

® Length: Maximum 2 sides A4 (some banks/consultancies ask for 1 side)
® Paper: Use high quality paper (if printing)

® 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

® |'ve done * Me

® I've achieved °® Job/course

So the two are different but work together brilliantly!
_ M
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)

® Introduction: what you're applying for/where you saw advert.

® Why them? (What's your motivation?)

= Explain why you're interested in this job and organisation.
®* Why you? (What's in it for them?)

= Look at job spec and show how you meet 3-4 key attributes

= indicate what you have to offer; refer to CV without repeating
= establish link between you and the job.

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

Inspiring futures
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~  Write CVs and applications

Write CWs and cover letters, and complete application forms. Advice about references, how to explain your gualifications

and honr Lo show commercial awareness
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https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-applications/how-to-write-your-cv

Get feedback!

Inspiring futures

After drafting/updating your CV:
1. Use CV360 feedback software (24/7)

Careers

= Via Careers Service Plus 3?”}*
i+

2. Make any appropriate changes

3. Book an appointment

= Maths-only School Consultant
appointments (Mondays)

=  Standard 30-min appointment (daily)


https://www.abintegro.com/u/zgl9s2wh
https://www.abintegro.com/u/zgl9s2wh

Extra advice: finance

efinancialcareers

(i Inside Careers

www.insidecareers.co.uk

Inspiring futures

efinancial careers
“The absolutely perfect investment banking CV”
BUT take their advice (and esp. users’ comments)

with a large pinch of salt!

Inside Careers
— incl. Accountancy, Actuarial, Insurance,

Investment Banking, Pensions

Finance section < *v
4,
| "


https://www.insidecareers.co.uk/
https://targetjobs.co.uk/finance

We will now end the recording....
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Any questions?

?
2 @ ?
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