CVs and Interviews

    Nigel Dixon

Curriculum Vitae
What is the purpose of a CV?

“A CV shows a potential employer a snap shot of you; it is used to demonstrate your personal skills, experience, qualifications and achievements which will be of benefit to the company and the role” - RedPepper
	Notes:


What should we include?
There is debate surrounding what should and shouldn’t be included in a CV. It is important to remember that they are personal, subjective and dependant on the job you are applying for. Use your discretion in deciding what yours should include. 
	Things that can/should be included:




Cover Letters

A cover letter is a summary of why you are the best candidate for the position. The purpose is to make the reader want to learn more about you in your CV and to gain an interview. It can help answer these three questions which are often on the mind of an employer: 

· Can you do the job?
Show you have the right abilities, skills, knowledge and experience. 

· Will you do the job?
Show you are very interested in the work itself and you have the right attitude. 

· Will you fit in?
Show how your values and goals match those of the company.  

Your written communication skills are assessed by employers in your applications, particularly in your cover letter. Employers may be assessing any of the following: 

· How well you structure written information. 

· How well and how clearly you express your ideas. 

· How well you target your communication to your audience. 

· Your grammar and spelling ability. 

· Your understanding of document formatting. 

· Your attention to detail in regards to typos and information. 

Cover letters can also demonstrate your analytical abilities. Employers will be assessing how well you have researched the organisation and the position and how you have analysed and addressed the company's needs in the letter. Include a cover letter with every application you make but don't use the same cover letter for different positions. Each letter should be specific to the position and the organisation. Employers recognise standard letters and will know you have not put in the effort expected.  
  Source: Adapted from ‘Careers and Employment, UNSW’ 
CV Hints and Tips

· Research the job, research the company. Use this information!

· CVs should always be accompanied by a cover letter. They should be regarded as two separate opportunities to market yourself.  
· Search the name of the hiring manager and address the CV directly to them. If not sure send it directly to the HR manager.

· An Objective statement on your CV shows the employer what you hope to achieve in this position.
· Tailor your CV to the job you are applying for. 
· Consider the font, style and format of your CV and cover letter. Is it professional? clear? Times New Roman font at 10-12 point size is ideal for text, headings can be a little larger. If the job requires creativity express yourself in your CV through font, style and formatting. 

· Employment history should be included in reverse chronological order. If you have had a lot of experience, only list the most recent and relevant. If you don’t have much experience list your education before employment history. 
· Educational history should also be in Chronological order listed after employment history unless essential to the job.
· Hobbies and interests if included should be towards the end of your CV along with any references. 
· The length of your CV ideally should be one page, two at the very most. 
· All language must be direct and to the point. Research buzz words in the industry and include them using active and positive language. However, be careful not to overuse buzzwords, keep it CONCISE and CLEAR.
Example of a Bad CV

Your turn:
In your groups discuss Holly Wind’s CV and it can be improved in order to make herself more marketable.

[image: image1.png]HOLLY WILD

PERSONAL INFORMAT ION
Date of ith: 22/04/83

‘Address: 43 Black Lone, Bighton, East Sussex. 8123 411
Telephone Number 01273 123456
-mail: Hoty Wid@pamai.com

PROFILE
From ayoung age 1have aways been obieed wilh muc: T hereiore
seems ke a nafural progression or me fo move from my educationinfo o
coroerin he music industy.
Wilh the froneralble $ds hat my undergraduote degree hos provided me. n
addifion o the work experience | have gained over a course ofyears n music
inclusy relofed acfies. | consider mysel fo have fhe relevan knowiedge.
‘and copobiifes (o succsed in s dynamic industy. 1 om extremely eager fo
prove s n an employment seffing.

EDUCATION
8 (hons) Geography: Univeriy of Sussex. 8ighton (Ot 2003- June 2005

Slucying ot the Uriversly of Sussex nas provided me with an nferdiscipinary
degree. in haf  fook couses inthe school of SocialSciences and Cufural
Stucies. congside my mojor Human Geogrophy courses. This nferdscipinary
mefhod hs developed my oty fo Undertore sa-managed sfudy and
increased my confidence fo promte My pointof view and Keas 1 a ronge
of enronmens. os wel as mproving my ity o pion and meet deadlines.

“Levels:$t Vincent Cotege, Gosport Hants (o foken June 2001}
‘Grade & Subject
A General Sudies
8 Geogrophy
8 Envronmental science
& Bioogy

~GCSE's: Brookfield Schoal.Southamplon, Hants ol fken June 1999)
Grade &.Subject
" Physical Edcation
A Engiin longuage
‘A Doudle science
A Geogrophy.
A Gemon
5 Moths
8 Engln Uieratre.
C Resstont Motercls Technology











Source: http://www.bradleycvs.co.uk

Example of a Good CV

Remember CVs are always subjective and although this is an improvement it doesn’t make it 100% correct. [image: image2.png]Holly Wild
43 Black Lane, Brighton,
East Sussex, BN23 4NJ
Telephone: (01237) 123458
Email: ol Wid@pzmai.com

[PROFILE:

A nighly motiated and enthusiasti graduate with a good knowedge of the altemative Indie
‘and Rock scene. Excelent exposure o the dynarmic music industry and the various methods.
labels use {0 promote music,/ bands / atsts, ncluding innovative new methods of promotion
that reach a wide audience at minimal cost Able to use own inatve and work as part of &
team under pressure to meet challenging deadiines / objectves. First-cass communication
‘and organisational skils with the wil and determination needed to succeed.

[WAJOR ACHIEVEMENTS:

+ Successfully promoted the Wamner Music label and its altemative Inde / Rock bands
and artsts at arge and small venues in the South East and at major UK festivals,
‘which included both V and the Reading Festvl, plus the NME Tour 2005.

+ Publcised new bands / artists and headiine acts, including The Streets, The Kilers,
Futureheads, Bloc Party and the Ordinary Boys.

+ Eamed promotion to Brighton Rep for Warner Music and Wid UK, managed tour
cover, dentified sutable venues for album launches based on the farget audience,
and distibuted new releases to local bars / shops / cafes and abtained feedback.

+ Reviewsd gigs, albums and singles for the Universty of Sussex student newspaper
and produced artcls for Joyzine an onine music webste, which included both
roviews and interviews.

+ Shadowed a Warner Music Street Team Co-ordinator at the London HQ, and vas
responsible for recruiing members of the street teams to cover bands fouring in the
UK and produced detaied instructions on how {0 provide four cover.

[EDUCATION QUALIFICATIONS:

BA (Hons) 2:1 in Geography, University of Sussex, Brighton, Oct 2002 - June 2005
+ Studied a broad range of courses in the School of Social Sciences and Cultural
Studies, alongside the major Human Geography courses. Developed an abilty to
undertake sefl-managed studies, planing and organising time effectvely to meet
‘Geadines. Learnt {0 promote own point o view i a fange of iferent environments.
4 ALevels, St Vincent College, Gosport, Hants (all taken June 2001)
+ GeneralStudies  [A] + Environmental Science ®
+ Geography ® + Biology ®

9 GCSES, Brookfield School, Southampton, Hants (all taken June 1999)

 Engish Language  (A'] + Physical Education w
+ DoubleScence  [A Al + Geography W
+ Geman w o Maths ®
 Englsn Lierature 8] + Resistant Materils Technology  [C]

©2006 BrackoyCYs.couk ~ profssionslCV esume sice, b FREE ahicson s rosmes.








Source: http://www.bradleycvs.co.uk
Interviewing
What’s the purpose of an interview?

What should you consider/ what’s important to remember while interviewing?
	Notes:
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Interview tips

Before
· Confirm location and time a few days before the interview. Search the location before the day so you know exactly where it is and how to get there.

· Don’t make plans after the interview as you may be required to meet additional staff members, tour the grounds etc.

· Research the interviewer’s full name and the correct spelling/pronunciation. 

· If given a choice, pick an interview time when you will be at your best (eg. Are you a morning person? Will you be at a wedding party the night before?)
· Prepare 3 good questions relating to the position and the company. 
· You can never be too prepared. Expect to be asked to explain why you want this job and why you would like to work for the company. Find out about the company, its people, customers and the industry. Ask yourself some questions:
	What are the core competencies of this company?
What are the company’s goals? Where do they want to be in the next few years?

What are the qualities they are looking for in this position?

Who are the company’s customers?




On the day

· Be punctual. Lateness demonstrates a lack of respect, time management and enthusiasm for the position. Consider traffic, weather and potential delays.
· Bring a pen, paper, breath mints and umbrella if raining! Arriving wet demonstrates a lack of foresight. 

· Wear a suit! Over-dressing is better than under-dressing and shows you are professional and take this opportunity seriously.

· Be polite to the receptionist-don’t make the mistake of underestimating anyone. 

· Turn off your cellphone before you enter the building.

· Don’t smoke before the interview. 
· Begin the interview bearing in mind you are a potential resource not a job beggar.

· Follow the interviewer's direction on where to be seated. Sit upright, look alert at all times, know when to talk and when to listen
· Maintain eye contact with interviewer/s.

· Answer questions with examples when possible. Answers should not be yes/no.

· Bring material (props) to the interview. Use relevant completed projects, designs, brochures you have worked on to support your examples. 
· If the interview begins with a generic “tell me about yourself”, ask “where would you like me to start?” This starting point will make it easier to break the ice. 

· Never bad mouth previous employers or companies.

· The purpose of the first interview is to create a good impression and be invited back for a second.

· Ask questions. This shows you have been listening, have freedom of thought and the interviewer will be confident you understand what they have been saying.

· Don’t discuss the salary until 2nd or 3rd interview. Wait for them to confirm interest in you and let them name a figure first.

· Conclude the interview by confirming the next step. When will they contact you? Can you contact them?
· Thank the hiring manager for the opportunity to interview.

After

· Write a thank you letter the same day and send it to the interviewer.
· Write the date and time for your next contact with the employer so you do not forget to follow through. Don’t wait for a phone call. 
· Evaluate the interview. What went well in the interview? How can you improve?
Role Play
In preparation for the role play please discuss in pairs the role of Part A or Part B. Consider the questions that you will ask, what you hope to achieve in the interview and how you will approach the interview. 
	Notes:




After discussing please perform the role play with the other member of your group who has the corresponding part. These roles are flexible so be sure to adapt them to your personality and previous interview experience. Not all information has been provided so prepare and be spontaneous just as you have to in an interview! 
Situation One

Part A (Interviwer)

You are the local hiring manager for the JET program. You obviously know what skills and requirements are needed but are unsure if this applicant has those qualities. He/she seems professional and extremely interested but with the recent high turnover of teachers you are looking for someone who may commit to 3 years. Conclude the interview by saying “we will be in contact.”
Part B (University student)

You have just finished university and are looking for an overseas experience. You are attending an interview to become an ALT on the JET program. You would really love to go to Japan for a year before you settle in to your career in sports marketing.

Situation Two
Part A
(Interviewer)
You are the owner of a small furniture import business in the centre of town. Your business is rapidly expanding and currently has 15 part time and full time staff. You are looking for a manager with organizational and communication skills to manage your business for you. You don’t necessarily need someone with prior industry experience but are looking for someone who has strong leadership qualities and potential. 
Part B (Recently returned JET)
You left Japan over two months ago but still have not found any suitable employment. A local furniture import business is looking for manager to run their daily operations. You feel that there are some skills from JET that cold be applied to this position and would love the opportunity to run a team. 

What Can You Do Now?

JET life is challenging and rewarding in itself. However, it also provides opportunities for career development and upskilling. Please consider the following questions:
What would I like to do when I go home? 
What skills and experience do I need?

How can I get relevant skills and experience while working as an ALT?
There are limitless opportunities while on JET to assist you in reaching your goals but you must go out there and do it. Be determined, be bold and be proactive! Below is an example of how I am currently trying to gain the skills and experience I need to achieve my goals.
My dream is to work in sports and event management. It’s a difficult industry to break into so I decided to begin by trying to gain as much experience as possible while on JET. An example of how I did this was by forming Sendai Cricket Club. Through this I have gained valuable experience in management, organization, communication and the planning and implementation of events. This year I organized the inaugural Tohoku Cricket Tournament which brought together participants from Sendai, Miyagi, Akita, Iwate and Fukushima. I have volunteered with the Japanese Cricket Association and due to the work I have done I was given the opportunity to attend an ICC Development seminar in Melbourne, Australia as a representative of The Japanese Cricket Association.  Recently, I was asked to establish a Tohoku branch of the JCA in Sendai to facilitate development in the region. Many fantastic opportunities have presented themselves but only because I have been proactive. After arriving in the country I contacted the JCA to introduce myself,  I frequently communicate with the JCA to inform them of what’s happening in Tohoku and the work I am doing, I offered my assistance as a coach and late last year I wrote and presented a marketing and development plan to the Chief Executive Officer. At times it has been difficult but having a goal has enabled me to focus. I have tried to ensure that everything I do has future benefit, whether that be by gaining experience and skills, networking or simply something that looks good on my CV.  
In conclusion please consider the three questions again over the next few days. If you can answer them even to a minor extent it will provide focus and motivation.  Remember to be proactive. I hope you have enjoyed this seminar and gained something from it. I wish you all the best for your remaining time in Japan and your future careers. 

Nigel Dixon

	What are you passionate about?


	Where do you want to be in a years?


	Where do you want to be in 5 years?
	Where would you like to be in 10 years?
	What do you hate most about your current job?



	What do you love the most about your current job?


	How long do you plan to stay in Japan? Why?
	What would keep you on JET for another 2 or 3 years?
	What’s the worst job you have ever had? Why?
	If you had $1,000,000 would you work? 

	What’s your dream job?
	Would you do your dream job for minimum wage?


	What skills are you getting from your current job?
	What is your biggest asset?
	What is a weakness you would like to improve?  

	What skills are you currently using that are transferable after JET? 


	What industry would you like to work in?


	Have you considered working in another foreign country? 
	Why did you decide to teach in Japan?
	What skills do you have that you are not currently using? How can you use and develop these outside your job?

	What relevant skills and experience can you gain from volunteering and participating in the community?
	What do you love about being in Japan?


	What do you hate about being in Japan?
	What’s the best job you have ever had? Why?
	Who is your role model? Why?

	What do you miss about home?
	What will you miss about Japan once you leave?
	Have you ever volunteered or taken part in a community event?


	Knock knock

Who’s there?

Norma

Norma who?
Normally I have my key
	Why does "slow down" and "slow up" mean the same thing?


Outline

Introduction

Ice breaker:
Questions regarding current skills, qualities, career goals etc 
CVs:

What is a CV?



What should (not) be included? 


Cover Letter





Hints and Tips



Activity: Discuss bad CV in groups and present recommendations
Interviews:
What is an interview?


Discuss important factors


Hints and Tips
- before, during, after the interview



Activity:  Roleplay

Conclusion:
What can be done now?, what have I done?


Activity: How to achieve career goals
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