Fast Facts for Job Seekers
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Writing a cover letter





This makes your application more personal. You can use it to highlight areas of your CV or application form that are relevant to the job you’re applying for. It should be no longer than a page.


 


If you know the name of the person, start your letter ’Dear Mr…’ or ‘Dear Ms…’ and end ‘Yours sincerely’


 


If you don’t have a named person, start your letter ‘Dear Sir or Madam’ and end ‘Yours faithfully’








Transferable Skills





These are skills that you can use in lots of different jobs - terms you can put in your CV or application form:





· Working as a part of a team


· Working without supervision


· Oral communication


· Written communication


· Working to deadlines


· Planning and organizing


· Giving or following instructions


· Using a computer


· Supervising and managing


· Handling money


· Working with the public








What to include in a covering letter





· Date


· Your name and address


· State the job you’re applying for    include any reference number


· Include where you saw the job advert


· Match the skills and experiences in the job advert to your own skills listed in your CV or application


· Highlight your transferable skills


· Be positive and enthusiastic








What to include in your CV





· Name and Contact details


· Personal Statement


· Qualifications and Training


· Skills and Achievements


· Work Experience


· Additional Information


· References


Your CV should be no longer than 2 sides.


 








Writing a personal statement





A personal statement is useful for a CV. It is two or three sentences that sum up the type of person you are.





· Use only positive language


· Include your strengths 


· Think about the aspects of your personality that make you a good employee.


· Draw attention to your skills and experience


· Be honest








Dealing with ‘gaps’ in your Career





People have gaps in their work history for many reasons.





If you have gaps in your career it is important to explain them positively. List all the things you did during that time such as:


· Bringing up Children


· Running the home


· Learning new skills


· Voluntary work


· Member of any clubs, teams or committees





Think of all the skills and knowledge you needed to do your job as they might be transferable skills that the employer is looking for. 


Let the new employer know that you have a positive attitude and are willing to learn. Your emphasis should be on your future potential, not attempting to explain every detail of the past.














