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When searching for a role, you need to think about where to seek and search for
opportunities, you need to think outside of the box and the generic job searching sites.
Think about these below to maximise your opportunities.

Indeed

GOV.UK Find a Job
NHS Jobs
Company websites

Recruitment agencies
LinkedIn

You have more chance of your application being seen by applying direct on the
company's recruitment portal!
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A CV has a generic structure

recognised within the UK. Keep
your CV to 2 pages, but a recruiter
expects the following -

Personal Details
Personal Statement
Key Skills
Education

Work Experience
Hobbies & Interests
Reference

COLLEGE

Hame
Address

Contact Mumber | Email

Personal Statement

| am a highly erganised individual who always makes sure to always complete tasks in good time. Due
to my organisational skills, | am very punctual, and | am known to ahways turn up to lessons and work
placements on time. My past work experiences have made me more confident with interacting with
people and improving my communication skills...

Key Skills

= Organisation skills
*  Key skills, add 5, above it an example, feel free to delete.

ucation

GGGGGGGGGGGGGGG
List all qualifications.

Riverside College — date — Presel nt

Qualification here.

Working Experience
Employer — Job Title - From - To

Duties carried out.

Hobbies & Interests

Write a small summary of hobbies and interests.

References

Available upon reguest.
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A personal statement and key skills are the starting point of your CV and
what is reviewed first by all recruiters. This is your selling point; you need
to grab the attention of the recruiter and make them read on. They need to
see a summary of what your good at and experienced in, within a short
period of time.

A CV in the UK is read on average for 7 seconds!
Your personal statement is where recruiters expect you to meet the
requirements for their role. Score points and secure them to read on,
checking your qualifications & experience.

Sell yourself!
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Personal Statement

‘An academically and commercially astute product designer and engineer with a passion for the
ideation, design and manufacture of innovative products that save time and make users’ lives easier

With in-depth knowledge of the principles of product design and engineering along with project-
based practical knowledge of the product development process, | have a proven ability in
researching and developing new products that are innovative and designed to meet the needs of
both end users and the environment. | have expertise in the use of Adobe In-Design, AutoCAD,
Autodesk and Inventor software along with a robust understanding of joinery and engineering
technigues. | am due to gain a BSc in Product Design (expected 2:1) and have extended Level 3
diplomas in mechanical engineering (awarded with triple distinction), which covered a wide range of
associated disciplines in product design and engineering principles. As a British Safety Council
Certified product designer with extensive health and safety knowledge, | have thorough
understanding of safe manufacturing processes and the use of machinery.
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Key Skills Section —

Generically you should have around 5 key skills highlighted on your CV.
These key skills should be what you feel you are strong at -

Generic key skills include things such as, Communication Skills,
Organisation Skills & Teamwork.

However, an easy way to score points and secure interviews is to adapt
your CV per job role. Look at what the company wants, can you link to
these required key skills and highlight them on your CV?
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Your education section is very
important. Recruiters what to see
what you have studied or S—
studying. Most companies have > Dt Wt oppens W o Thwn o sty Lose Tk Ecge?

Modules studied in: Brand Identity, Digital Marketing, PR & Communications, Market Research, Making

e n t ry re q u i re m e ntS . Effective Marketing Decisions, Marketing Software Tools, Marketing Analytics

» Foundation Certificate in Marketing, Level 3 - CIM - 2020
Modules studied in: Marketing Principles & Effective Communications in Real World Practice

» A Levels, 3 A*-B — The Local College — 2017

T h ey \Yj a nt t O S e e if yo u h ave English Literature, English Language, Business Studies

o o . GCSEs, 11 A*-B — The Local College - 2017 o
re I eva nt q u a | Ifl Catl O n S a n d e ntry Achieved A*- B in subjects including: Maths, Science, IT, English Literature & Language
requirements such as GCSE

English & Maths.
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Your working experience is alSO | werking experience
Ve ry i m po rta nt. H Oweve r’ ba Sed Riversid-e Colle-ge—Car-eers Advisor — December 2024 — Present |

. . . supporting a diverse mix of learners—16- to 19-year-olds on A-levels or vocational courses, adult
O n bel n g St u d e nts, rec ru Ite rS WI I I returners, apprentices, and students exploring new pathways. Their job is to help each person

understand their strengths, clarify their goals, and navigate the maze of options that follow college

be aware your experience may be "

. . They run one-to-one guidance sessions, deliver workshops on CV writing and interview skills, and
I I I I | |ted . organise employer visits, careers fairs, and apprenticeship talks. They stay up to date with university
admissions, local labour-market trends, and emerging industries so they can offer grounded, realistic

advice. Much of their work involves building confidence: helping a student who doubts they're “good
enough” for university, or supporting someone who wants to switch courses but fears starting again.

T h I S I S W h e re yO U r CV beCO m eS The advisor collaborates closely with tutors, safeguarding teams, and external partners to ensure

students—especially those facing barriers—get the support they need. Their office becomes a hub of

m O re tra n Sfe ra b | e S kl | I S h eavy, possibility: prospectuses stacked high, apprenticeship posters on the wall, and a steady stream of

students seeking clarity about their next step.

At its core, the role is about empowerment. The careers advisor helps students imagine futures they
didn’t know were available and gives them the tools to pursue them.

Make sure your personal e | |
. If you want, | can turn this into a character profile, a scene, or even a storyline centred around a
statement & skills sell you! college careersadvisor
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Hobbies & Interests are also very important on your CV. Probably more
important than you realise.

You may be shocked at the way recruiters look at your Hobbies & Interests.
You may just think it is Just playing football’ or ‘Only spending time with
friends’. The way recruiters will break it down, is into skills you will be
developing whilst undertaking your hobbies & interests.

Such as Building Relationships, Teamwork & Communication.

DON’'T ADD REFERENCES TO YOUR CV.
Simply leave it as ‘Available upon request’.
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A cover letter is what you need to
sell yourself alongside your CV.
This is something that specifically
states why you are applying for
the role.

* Address the employer

* Explain why you're suitable

* Match skills to the job description
* Keep it concise

This changes every role/application!
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Dear Hiring Manager,

I’m writing to express my interest in the Project Manager position at Ridgewell Solutions. With over
seven years of experience leading cross-functional teams and delivering complex projects on time
and under budget, I’'m confident in my ability to bring strategic value and a collaborative spirit to
your organization.

In my current role at Everlight Systems, I've led multiple product launches from planning to
completion, including a Saas rollout that improved client onboarding by 30% and reduced churn by
18% over two quarters. | specialize in identifying process inefficiencies and transforming them into
streamlined workflows, most recently implementing a project tracking system that cut internal
turnaround times by 25%. My leadership style is grounded in communication, accountability, and a
belief in shared team success.

I’'m particularly drawn to Ridgewell’s reputation for innovation and its mission to deliver user-first
digital solutions. I’'m excited about the opportunity to contribute to projects that drive measurable
outcomes while growing within a company that values agility and long-term vision.

Thank you for considering my application. I'd welcome the opportunity to discuss how my
background in project management and operations can support Ridgewell’s goals. Please feel free
to contact me at (720) 555-9034 or evan.brooks@email.com to arrange an interview.

Sincerely,

Evan Brooks
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Everyone handles interviews differently, interviewee and interviewer.

However, here are some basic tips for you to use.

« Research the company
* Practice common questions
» Dress appropriately
* Prepare your own questions

Preparation is key, know what you are interviewing for, the company, the
role. Ask questions and DON'T just answer the question, give examples
and meanings to your answers!
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Employers/Businesses can create an impression of you, based on your
online presence. Think about...

* Your email address, is it professional and appropriate?
« Do you have a LinkedIn Profile and is it up to date?
 Social Media, think about what you post?

Approximately 80% - 88.4% people within the UK use social media, make
sure you are private and responsible with your posts and accounts!

It could make the difference between getting a role and not.
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Here are some things to keep in mind and take away from today.

* Be consistent, actively applying.
 Stay positive.
* Network (Use things like LinkedIn).
 Upskill, is there any short courses you can do?
* Be Prepared.
« Think about transferable skills, who other roles can you consider?

Good Luck!
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ANY QUESTIONS?
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