
A GUIDE TO FINDING
EMPLOYMENT



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!

WHERE DO WE LOOK?



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

WHAT DO I NEED? A CV



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!

IMPORTANCE OF PS & KEY SKILLS



EXAMPLE OF A GOOD PS



KEY SKILLS

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?



EDUCATIONAL STUDIES

Your education section is very 

important. Recruiters what to see 

what you have studied or 

studying. Most companies have 

entry requirements.

They want to see if you have 

relevant qualifications and entry 

requirements such as GCSE 

English & Maths.



WORKING EXPERIENCE

Your working experience is also 

very important. However, based 

on being students, recruiters will 

be aware your experience may be 

limited. 

This is where your CV becomes 

more transferable skills heavy.

Make sure your personal 

statement & skills sell you!



HOBBIES, INTERESTS & REFERENCES

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’.



WHAT DO I NEED? COVER LETTER

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!



WHAT DO I NEED? INTERVIEW SKILLS

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!



YOUR ONLINE PRESENCE

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. 



THINGS TO TAKE AWAY

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!



ANY QUESTIONS?

THANK YOU, THE ACE TEAM
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