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PRESENTING YOURSELF
Having identified the areas of work that interest you, how do you present yourself to employers?  Pinning your hopes on a dazzling interview manner is leaving it too late!  They will make judgements about your suitability from your first contact; whether from the impressions gained from your CV and its accompanying letter, or from the initial telephone calls you make during your creative job-hunting.

The design and marketing of your approaches are therefore vital in achieving successful introductions to your potential employers.  What you say, and how you say it, are of equal importance.

Covering letter
This accompanies all CVs, whether speculative or not.  It provides a commentary on your approach, rather than a repetition of what you have said in your CV.  

Ideally, it will:

· address a particular person by name and job title in a targeted organisation (reception staff can be very helpful in supplying this information)

· contain some specific reference to, or observation about, the organisation approached

· explain briefly who you are and why you are contacting them

· highlight relevant reasons for the choice of work and employment sought

· expand on particularly appropriate aspects of your experience or qualification

(
If you are unsure whether or when to disclose information about a disability to a potential employer please check information on www.prospects.ac.uk.  Follow Careers Advice and then handling discrimination ( disability.  Also check www.disabilitytoolkits.ac.uk and www.skill.org.uk.
Don't put Curriculum Vitae as a heading most selectors can recognise a CV!!  Using your full name makes more sense.

Key questions to ask yourself in compiling this are:

· What is my target area of work?

· Which employers am I approaching?

· What messages do I want to send about myself relating to my strengths and qualities?

· What experiences should be emphasised?

· How does the style in which I design my CV mirror the culture of the organisation(s) to which it is being sent, as well as the work which is sought?
· This symbol is used to highlight information

        
of relevance to students/graduates with 

         
disabilities and/or learning difficulties.
It is surprising what can be inferred by an employer from your CV about you and your capacity to fit in and perform competently.  The way in which you organise and present basic information about your education, extra-curricular activities and various work experience, can convey key messages about your suitability as an employee.  Over the last couple of years there has been a move to put a personal or skills statement at the beginning of a CV before the section on education.  This is to tell the employer RIGHT AT THE START what you have to offer.  If you decide to use a personal or skills statement make sure it links with but does not repeat other parts of the CV or covering letter.  The statement could be highlighted in some way, typed in bold or capitals or in a box.

EXAMPLES
(a)
KEY SKILLS developed during my degree and whilst working:


Commercial awareness - understanding the need to generate profits and ensure customer satisfaction.


Communication skills - good verbal and written skills


Time management - to prioritise and use all time effectively, organise work to meet deadlines


Team work - to establish and maintain effective working relationship both with and between members of a group


Leadership - to motivate and encourage people to be innovative, committed and enthusiastic to a project.

You could include some of these or any other skills that are relevant to the post for which you are applying

(b)
PERSONAL STATEMENT
An adaptable and resilient graduate with excellent interpersonal skills both practical and academic experience of . . . and a keen desire to prove herself/himself in a . . . career (as in the example here). Be prepared to justify what you write.  The employer may ask “How do you propose to do this”.
(c) CAREER AIM

Management student with fluent French and relevant work experience looking to begin a career in marketing or market research with an international organisation.

You would only use (b) or (c).  Choose the one most relevant to both you and the job you are applying for.  These are examples only and should be used as a guide for your own individual statements. 

Features:

· 2 sides, usually BUT

· it has been known for a CV the length and style of a manual to lead to interviews in advertising.  Know your market and design your CV accordingly.  Gimmicks are risky as not everyone may share your sense of humour.

· clear and consistent presentation of information

· contact details

· statement on skills or aims (see previous information)

· education e.g. degree course, 'A' level and GCSE/equivalents – put most recent first
· additional qualifications/skills e.g. computing, languages
· activities and interests, including positions of responsibility, especially time at university. 

For example, team/society membership, committee responsibilities

· work experience, including responsibilities, skills developed, e.g. vacation, voluntary, 

part-time jobs

· other experiences, which seem to you to be relevant, given the nature of the work you are seeking e.g. courses, family responsibilities.

· 2 referees, ideally one academic & one employer.  If additional ones are required they can be supplied in a covering letter or at a later stage.  Be sure to contact them first!

Presentation
To maximise your chances of being invited to meet your potential employers, your CV has to be easy to read and clearly laid out.  Sometimes the nature of what you are seeking requires a straightforward, uncomplicated presentation of the facts about yourself, e.g. placement with solicitors.  Sometimes a more creative or unorthodox approach is needed to gain entry for example: newspapers, advertising agencies.

Your research and contacts will tell you which sort of preliminary approach is likely to pay off.

TARGETING YOUR CV
On the following pages are examples of CVs and letters which have been tailored to fit the job for which the student is applying.  Note how the area most relevant to the particular job has been highlighted in the CV and covering letters.

SPECULATIVE APPLICATIONS
A CV together with a covering letter is one of the most common methods by which an enterprising applicant can take the initiative.  This can reveal unadvertised opportunities - especially in those areas of employment where the possibility of work experience, or vacancies, are not routinely advertised.  Smaller or local organisations and those in high profile, popular fields, can be worth approaching in this way.

	PRIVATE 
"Be original with your CV or application form.  For instance IBM asked - Why do you think you will be successful? - I made up a paragraph of sentences such as, I am Innovative, Brilliant and Masterful.  They employed me."


THE ELECTRONIC CV – increasingly CVs are being sent electronically. They can be used in three different ways with an interview being the primary goal:

· to respond to an Internet job advertisement

· to display on an Internet recruitment database

· to create your own web page(s)

Certain guidelines should be applied to an electronic CV to ensure that the pages are scannable and can be electronically retrieved.  The information should be clear, concise and in a format that highlights key points simply.

Further relevant material available from the Careers Service, Student Services, Eagle Mall.

FREE agcas booklet

Applications, CVs and covering letters
Job seeking strategies

Going for interviews

Careers Service Handout
How to complete an application form

Interviews
(
Videos/DVDs [Required to be viewed in the Careers unit]

Looking good on paper

Your Job’s on-line

Making an impact – the graduate job interview

The Assessment Centre


Subtitled versions also available

Remember to keep copies of all the letters and CVs you have sent. 

CV and covering letter for a graduate trainee in human resources management
15 Windsor Street 

Toxteth

Liverpool

L8 2SR

Ms E Taylor

Head of Graduate Recruitment

Smith & Jones plc

24 Manchester Road

Salford

M12 7RT

22nd January 2009
Dear Ms Taylor

Further to your advertisement for a trainee HR manager in Careers News (issue H) 15th January 2009, please find my application as requested.

You will note from my CV that I shall graduate in the summer with a Business Studies degree (2:1 forecast), having studied relevant HR options, giving me CIPD exemptions.

You will also find that I have 12 months relevant HR experience within a large manufacturing company, where I was able to develop many skills which could easily transfer to yourselves.  I took an active role in graduate recruitment, and was given responsibility for the organisation of many In House training courses.  The highlight of my sandwich placement was undoubtedly, the presentation I gave to senior management, on the effectiveness of their graduate recruitment campaign.

My interest in your company initially arose after reading a local newspaper article, highlighting your continued success and outlining your vision of continued growth in the future.  Having read your recruitment literature and the information on your company website I feel that working for your company would offer me a challenging and rewarding career in a successful dynamic, yet friendly organisation.

I would welcome the opportunity to discuss my application further and am available for interview at your convenience.  

Yours sincerely

David Smith

Enc

DAVID SMITH
15 Windsor Street, Toxteth

Liverpool
 L8 2SR

0151 236 0000 
Email: d.s.smith@livjm.ac.uk
Personal Profile

Final year Business Studies undergraduate (2:1 forecast), CIPD exemptions, seeks challenging HR position within multinational, manufacturing sector to utilize and develop relevant academic, work experience and transferable skills.

Skills Profile

Communication

· Excellent communication skills developed as part of degree programme, both oral and written.  Experience of business report writing. Presentation given to senior management of BICC as culmination of project given during sandwich placement.

Teamwork

· Experience of working in many different teams and roles within teams.  Adapted and integrated successfully to different culture as Camp Counsellor in USA where I led the group responsible for evening entertainment for 200 young children.

Organisational

· Throughout my undergraduate study I have worked to finance my studies, gaining invaluable experience whilst maintaining high academic standards.  Chaired University Badminton Club meetings, organised competitions and fixtures.  Liaised with other clubs and societies over joint fund-raising activities.

Information Technology
· Excellent working knowledge of Windows package including Word, Access, Excel.  Also able to use SPSS and can design databases.  Undertook a paid Work Based Learning project during 2nd year where I designed a website using Dreamweaver, for a small local company, having initially identified their training needs.

Commercial awareness

· Active role in Enterprise project as part of sixth form curriculum.  Profits generated went to local charities and schools for new IT equipment.  Have worked for large multinationals in retail and manufacturing sector developing business skills.  Aware that biggest single asset for any company is its staff and the need to recruit high-class employees and develop the skills of existing staff is fundamental to a company’s growth and success.

Language

· Conversational French, currently undertaking beginner’s course in Spanish.

Education and Qualifications

2006- 2009
Liverpool John Moores University

BA (Hons) Business Studies (2:1 forecast)


Modules studied included: Organisational Behaviour 64%, Principles of Human Resource Management 57%, Organisational Design 66%, Management Decision Making 65%.

1999 – 2006  
St Mary’s High School, Bucks



3 A’levels – English Lit (C), Psychology (D), General Studies (C)



7 GCSEs including Maths, English Language and French at grade B
Work Experience

9/07 – 9/08  

BICC Cables, Whiston, Merseyside (Sandwich Placement)

Based in the Training and Development Unit working as part of the team with 

responsibility for graduate recruitment and identifying and meeting the training 
needs of existing staff.

Summer 07 


Camp America, Michigan, USA



As a Camp Counsellor assisted in the design and delivery of summer camp for 11-

16 year olds.  Coached soccer and tennis as well as devising a full, varied and 


rigorous evening programme.

January 07 

Matthew and Son, Merseyside (Business Bridge Project)


Paid project advising a small local company of the commercial benefits of the 


Internet, active role in existing staff development.

2005 - present
Next Plc, Bucks



Retail experience in busy high street branch over numerous vacations.  Quickly 


identified the need for negotiation, patience and customer care.

Additional Information
· Qualified badminton coach.   Member of University Tennis and Badminton Teams.  Member of Interdepartmental Football Team.

· Chair of University Badminton Club, organised competition, fixtures and many successful fund-raising events.

· Travelled extensively across Europe and America

· Attended several training courses on sandwich placement, including Time Management and Presentation Skills.

Referees

(Academic)  
Dr T Smith, Final Year Tutor, Liverpool Business School, John Foster 




Building, 98 Mount Pleasant, Liverpool L3 7BB, Tel : 0151 231 0000, 




t.smith@livjm.ac.uk
(Work) 
Ms Emma Burton, Head of Personnel, BICC Cables, Whiston Road, 




Whiston, Merseyside, L35 5BT, Tel: 0151 987 6543, 






emma.burton@bicc.com
Appropriate covering letter & CV for an export assistant
This letter, which could accompany the following CV, was written for a sales job in a transport company. (The CV with its grouping of the graduate's experience by themes, was also written with this job in mind.)

The letter is set out in a conventional way using simple straightforward language.  Note the summary of the writer's main 'selling points' beginning 'I can offer, in particular'.  A summary or listing of main points, such as this, can be an effective way of drawing attention to the areas you want the reader to concentrate on.


 





Straightforward CV for an export assistant
	

	JANET LAURIE

47a Everton Road, London SE14 9AB

Tel: 020 619 4321, Email: jl21@fsnet


EDUCATION

2005-08

King Charles College, London University


BSc (Hons) Chemistry – 2ii 

1998 -05
Urbham Comprehensive School, Cheshire



3 A levels – Chemistry, Physics and Mathematics

2003

GCSEs including English Language, French, Geography and                                   Mathematics

EXPERIENCE
Organising
Have regularly created order amongst chaos and met deadlines, 

as stage manager of college plays.  

                    
Organised community service projects at school.  

                    
Ran sales campaign for my business game team in a four-day     

                  
‘Insight into Management’ course.

Selling         
Sold ice-cream on beaches in South of France (2006)

                    
Won over fellow students to my ideas at hall committee and       

                    
Industrial Society meetings
                    
Won a fair number of debates at school, even when I did not 


believe in my case!

Other            
Worked in quality control at Multinat Chemicals (2006)

                     
Helped prepare meat in a bacon factory (2004)

ADDITIONAL INFORMATION

Driving           Clean car licence.  Will train for an HGV licence when I can afford to.

Languages      Can use French well in conversation

Computing    Working knowledge of various software packages through my course.                          

SPECIAL KNOWLEDGE

                     Familiarity, through my degree course, with hazard codes for                                  dangerous substances.

REFEREES
                        Available on request
	 

	
	
	


One student, two jobs: advertising
In the next few pages a student, James Young, applies for two different jobs, using different CVs and letters. Both interpret and sell his skills according to the different requirements of the job, so the CVs and letters are targeted on the types of work applied for.  In addition, both CVs adopt a different style.

James Young bases his first CV on the skills, which he judges will be useful in the area he hopes to enter - advertising.  Before writing his CV he has analysed the key roles in the job he is applying for, and presents everything he has done in a way which suggests he is the right person for the job.  He does this by giving a full discussion and analysis of why he has the various qualities, which he has identified as important in the job.  The style is a direct and personal one, which he hopes will be well received by people working in a communicating business such as advertising.



























One student, two jobs: sales
In this CV and covering letter James Young uses his vacation jobs and his leisure activities at university, to stress flexibility and business awareness, plus the ability to relate to the public and to individuals within a team.  He does this because he judges that these will be qualities of importance to the field he is aiming at -sales.

James Young presents the facts in his CV in an abbreviated note form.  By making his points brief he gives them maximum impact.  He also uses this format because he thinks that making his case in a brief and punchy style, with the main points clearly highlighted, will appeal to people working in a sales environment.









Speculative application from a mature graduate with work experience.
10 Rose Cottage

Brambles Lane

Verwood

Dorset

BH3 OLS

01202 432710

4th August 2008

S D Boyle


Production Director


Sunray Equipment Plc


Taymore Industrial Estate


Draughton


DU3 3LS


Dear Mr Boyle


I read with interest in “Business Management Today” the news that your company is planning considerable diversification and that you are opening two new plants in the north east.  This letter is to ask whether there are likely to be any vacancies in operations management.


I enclose my career history.  You will see that I have considerable practicable management experience, which has recently been enhanced by my business management degree study.


Your company has a reputation within the industry for having a progressive and developmental approach to management.  I would like to join you first of all because I know I have the type of expertise and experience you require and secondly I feel your company in return can offer me greater scope in career development terms.


I accept that you may not as yet have fully defined your precise management staffing levels but nevertheless I would welcome the opportunity of discussing with you the contribution I would willingly make towards the success of your new operation.


Unless I hear from you to the contrary I will telephone you on Friday this week to see if a meeting can be arranged.


Yours sincerely


Frederick Knowles.
	FREDERICK KNOWLES

10 Rose Cottage, Brambles Lane,

Verwood, Dorset, BH3 OLS

01202 432710

fk8@coldmail.com

CAREER SUMMARY

I am a professionally qualified Purchasing and Materials manager with more than ten years experience of the preparation and negotiation of contracts, accomplished in all areas relating to the purchase and sale of products ranging from engineering raw materials to communications systems.

My valuable experience has been gained in a demanding and challenging work environment where I have developed the following qualities:

· Strong negotiation and interpersonal skills

· Solution orientated, resourceful, performing well under pressure

· Organised and flexible with extremely productive time management skills

· Communicating effectively at all levels while exercising tact and diplomacy

· Capacity to work on my own initiative or to demonstrate a high level of team contribution

· Motivating and developing staff

· Competent use and application of computer software


EDUCATION AND QUALIFICATIONS

2005-08

BA(Hons) Business Management


University of Northern
Honours subjects included:


England

Business computing and information management, Finance and accounting, 




Legal studies, operations management, Personnel and  organisation studies.

2004


Member of the Chartered Institute of Purchasing and Supply – by examination


2002 


Member of the Institute of Industrial Managers – by examination


1989 


Certificate of Professional Competence National Road Haulage – by examination


CAREER HISTORY


2004-2005

Retail Shops Ltd (Marketing and sales agents for finance houses)


Sales Negotiator

· Research into product applications and markets

· Advertising and promotions of goods

· Negotiation and completion of sales of products

· Expediting payment and delivery

· Management of collection and storage functions


2002 to 2004
IT (Contracts) Ltd, Fawley Hants


Contracts Manager 

· Wrote and negotiated contracts for the sale of communications systems

· Designed and implemented computerised quotation systems

· Managed projects related to the Communications Network

· Advised on aspects of communications law


1999 to 2002
Frampton Packaging, Durely, Hants


Senior Purchasing Executive
· Negotiated contracts for the purchase of major I.T. projects

· Researched and evaluated new suppliers

· Developed supplier-user relationships

· Controlled purchasing turnover of £5-6 million

· Largest single purchase contract value £750,000


1989 to 1999
I.M. Products Ltd Downtown, Hants


Purchasing and Materials Manager
· Introduced perpetual inventory and M.R.P. systems to Materials BS5750 standards

· Improved user confidence in materials control function

· Set and maintained desired stock levels

· Reduced inventory levels by 30% to £450,000

· Controlled purchasing turnover of £3-4 million


Other Employment:


I began work serving an apprenticeship as a gunmaker.  I moved to I. M. Products as a toolmaker and by 
a series of advancements, progressed through production control, transport management and stock 
control before final promotion to Purchasing and Materials Manager.


INTERESTS


My leisure activities include sailing, travel, and old motor vehicles.  I hold a clean current driving licence.


REFEREES

Mr G Green




Mrs A Lipton


University of Northern England


Retails Shops Ltd


Business School



Sankey Way


Cherry Lane




Georgetown


Bream





S34 8AD


BA6 3TD


(Tutor)





(Former employer)


Tel: 073 218 457



Tel: 071 368 741


Email: G.Green@NE.ac.uk




Sample CV for creative role
Sally Jones

	12 Marsh Crescent, Brough, Brighton, B2 4XY.

Tel: …………………       Mobile: …………….       Email: ……………………


EDUCATION AND QUALIFICATIONS


2005 – 2009

Another University




BA (Hons) Sandwich: Visual Communication & Marketing




Modules included: Visual Communications, Marketing,




Professional Practice, Web and Animation Design,  



Design Management. Placement year at Leaders as a marketing assistant

2003 – 2005

Another Sixth Form




A Levels: Business Studies C, Psychology C and Product Design B

1998 – 2003

GCSEs: 11, including Graphics A, Geography B, Art A, Maths C, 





English BB and Science CC, German C, Statistics C

SKILLS PROFILE



CREATIVITY

Ability to produce practical workable projects from imaginative ideas and innovative thinking developed through degree modules and recent placement

COMPUTER LITERACY

Competent user of Photoshop, Illustrator, Indesign, Flash, Dreamweaver and the Microsoft Office Suite, Internet and Email. Successfully designed and produced a working website from an original idea.

COMMUNICATION

Weekly critiques and oral presentations during my degree enabled me to successfully address both large and small audiences. When delivering written or oral presentations I developed a broad set of communication skills by using a variety of media to illustrate my ideas. Contact with the general public as well as colleagues through part time positions and recent placement have enhanced communication skills.

TEAM WORKING

Work experience in a range of environments has enabled me to work effectively with a diverse range of people. Many of my University modules required successful team co-operation.  Excellent at keeping the group focused on the task and ensuring that work is completed on time. Practical experience at Leaders of working within a multi-disciplinary team environment

PROJECT MANAGEMENT

Developed the ability to concurrently manage numerous marketing projects aimed at existing Leaders customers. Strategically planned promotional campaigns using enhanced knowledge of client expectations. Successfully met deadlines and improved customer loyalty.

EMPLOYMENT/ WORK EXPERIENCE

July 07-July 08        Leaders

                                Marketing assistant [Industrial student placement]

· Managed individual tasks and led projects

· Briefed experienced professionals on new projects

· Produced reports for managers after conducting research and analysis on successful promotion campaigns

· Efficient time management, solving problems using initiative

· Ability to work under pressure and to deadlines

· Effective communication with consumers and colleagues
EMPLOYMENT/ WORK EXPERIENCE continued

April 07                     Term Fast [ marketing and PR Agency ]
2 weeks                    Self arranged unpaid work experience

· Generated awareness and helped to organise an event

· Designed a range of promotional medium for the event

· Established effective relationships with colleagues and clients

May 04 – July 07      Joy [ Brough and  Malton ]

                                  Part time sales assistant

· Efficient customer service

· Promoting and selling accounts

· Achieved highest new accounts sales

· Pricing and handling financial transactions

Oct 03 – Dec 04        La Trata Italian Restaurant
Nov 02 – Oct 03        Melio  Cantonese Restauarant

                                  Part time waitress

· Enhanced interpersonal and communication ability

· Developed ability to work under pressure both individually and in a team

ADDITIONAL INFORMATION

Driving Full clean driving licence

Sports   Leisure interests include running and membership of a local gym
Languages Spanish elective at university

Travel I have visited many places and travelled around Europe. This has proved invaluable in giving me an insight into different cultures and customs

Referees

	Mr F………….                                          

Head of Department                                 

University of ………                                  

Address                                                    

Email                                                          

Tel no                                                           
	Mrs ………………           

Head of Marketing Department      

Leaders

Address

Email

Tel no          


Sample CVs for Post 16 Lecturing Posts

Kathleen Walker

12 Oakley Road

London SE9 2PQ

Email wk34@greenfields.ac.uk
JOB TARGET: Science lecturer within further education

EDUCATION AND QUALIFICATIONS

2008 – 2009

University of Greenfields: PGCE Courses included planning and 


delivering teaching, assessment of learning, perspectives on learning 


and professional practice.  Developed teaching specialism in science.




Options: Tutoring in post compulsory education and incorporating Key 


Skills

1998 – 2001

City of London University: BSc Hons Applied Chemistry – 2.2




Course included organic and inorganic chemistry, classical methods of 


analysis and agrochemical research.  Dissertation in ‘The effects of 


organophosphates on rape crops’

1991 – 1998

Bolton Park Comprehensive School



GCE ‘A’ Levels: Biology (C), Chemistry (D), Physics (E)




GCE ‘O’ Levels: English Language (B), Chemistry (B), Biology (B), 




Physics (C), Mathematics (C), History (C)

TEACHING EXPERIENCE

2008 – 2009

South London College: Teaching Practice (1 day/week for semester 




1 & 4 days/week for semester 2).  Taught on wide range of courses 


including Chemistry 1st year ‘A’ level, GNVQ Intermediate and 



Advanced Science and Health and Social Care.  GCSE Chemistry, 


Biology and Physics as well as Safe Lab Practice.  Wrote manual for 


Lab. Safety course.  Also taught aspects of Information Technology as 


part of an RSA CLAIT.  Spent 3 hours a week tutoring partially hearing 


students individually.

OTHER WORK EXPERIENCE

2001 – 2008

University of Westminster: Senior Chemical Stores Technician.




My work included 2 hours per week teaching balancing chemistry to 




undergraduates.

1999 – 2000

DERA: Government Laboratory Chemist (Industrial Placement):




6 months in the Toxic Organics in Air Section and 6 months in the 




Food Section.

1998 – 2001

Vacation jobs included: Playground supervisor (3 summers) and 




Postal Worker

ADDITIONAL SKILLS


Competent knowledge of wide range of computing packages and good keyboard skills.  Full, clean driving licence.  Last summer I completed a short course in BSL Sign Language for the Deaf.

INTERESTS AND ACTIVITIES

Whilst studying for my degree I was elected as the course representative for two years, representing the students' issues at Faculty Boards.  Treasurer of the Chemical Society.

I am interested in travel and have spent several holidays camping in Eastern Europe and North Africa.

REFEREES

Mr D Wright, PGCE Tutor, University of Greenfields, Dreadnought Building, Greenfields, London, SE10 9LS Tel: 020 672 442  Email: D.Wright@UG.ac.uk

Dr F Bloggs, Head of Chemical Sciences, Chemistry Dept, University of Westminster, London S12 3ZZ  Tel: 020 671 356  Email: F.Bloggs@UW.ac.uk

David Brown

18 Riefield Road

Eltham, London, SE19 2UG

020 331 1234

Email: dbrown@bt.net 
Education

2008 –2009
University of Greenfields


Postgraduate Certificate in Education



Curriculum specialism: Business Studies with particular reference to



accounting and information technology.  Studies included planning and 


delivering teaching, assessing learning, professional practice and policies and 

values. Options included Perspectives on Disruption and Using IT for Teaching 

& Learning

2005 – 2008
Central University


BSc Hons Accountancy and finance – 2.2



Subjects included Accounting and Audit Practice, Corporate Reporting, 


Strategic Management, Corporate Finance, Financial Modelling.

2001 – 2005
Lewisham College


AAT Technician Foundation Course – Pass



Part-time accountancy course studied while working lncluded units in: Payroll, 

Credit Transactions and Business Administration.

Teaching Experience

2008 – 2009
Newham College


Taught a wide range of programmes on work based experience including 

Intermediate and Advanced GNVQ in Business covering Recording Financial 

Information, Operating Administrative Systems and Financial Services.  Also 

lectured part-time teaching AAT evening classes.

Work Experience

2004 – 2007
Select Accountancy Agency, Lewisham, Part-time Bookkeeper



Worked with various local companies to fund my studies; mainly reconciliation 

and adjustment of end of year accounts.  Also responsible for production of 

statutory accounts.

2001 – 2004
Rich and Quick Accountants, Lewisham: Audit Senior



Responsible for planning and supervision of audit programmes.  Developed 

systems and budgetary controls for internal and external audits as supervisor 

of a small team.

Additional skills



Competent computer skills, able to use Microsoft Word, Excel, Access, Email, 

Internet and Sage Accounting packages; Financial Controller and Sage for 

Windows.



Clean and current driving licence.

Referees

Mr D Wright, PGCE Tutor, University of Greenfields, Deadnought Building, Greenfields, London, SE10 9LS  Tel: 020 672 442  Email: D.Wright@UG.ac.uk

Ms J Jones, Head of Department, Business Studies, Newham College, High Street, London E4 8QT  Tel: 020 672 348  Email: J.Jones@NC.ac.uk
Mention of skills relevant to the job applied for.





Separate mention of a skill she judges will be specially relevant to the particular job she is applying for.





CAREER AIM





To establish a career in the transport industry that will make good use of my organizing abilities and powers of persuasion.





General statement of what she is looking for, plus an indication of her key relevant skills .





Lists only her relevant GCSEs- those she judges will be of interest to the employer.





Doesn’t list grades, as she decides these won’t interest the employer – the risk is that the employer will conclude she is hiding poor grades.





Gives evidence to support her claim to have an important skill.





Details which supply evidence she has another important skill





Heads the page with name and address – doesn’t put ‘curriculum vitae’, as it’s obvious that’s what it is.





Brief mention of less important evidence.





Lists two general skills (organizing, persuading) which will be useful in the job – these are mentioned, with evidence, in the accompanying CV.





Lists two specific skills which she judges will be of interest to this particular employer.





Says she is interested in the road transport industry – and why.





The heart of the letter: she indicates some key areas where she has relevant skills.





Heading tells the reader immediately what the letter is about





Starts with a brief introduction, including how she heard of the vacancy





Closes on a polite and hopeful note.





Specific reason why she is interested in this particular company





47a Everton Road


London SE14 9AB


3 July 2008


Ms C Hall


Personnel Officer


Juggernautical


Marlington Street


London  SE18 3PT








Dear Ms Hall





Export Assistant Vacancy





In response to your advertisement for the above position, published in the Evening Standard of 30 June, I am enclosing my CV for your consideration.





You will see from the attached CV that I intend to make my career in the transport industry.  This intention is a result of my contact with road transport operations at Multinat Chemicals in the summer of 2006. Your company seems to have established a versatile fleet of vehicles and I would like to be associated with its expansion.





I can offer, in particular.





The ability to organize work and deal tactfully with people of all kinds;





A strong interest in the arts of persuasion, with a proven ability to use them effectively and a wish to apply them to winning new clients;





Familiarity with some of the Continental truck routes and the ability to speak French;





Familiarity with the regulations and codes relating to the carriage of dangerous goods.





Should you require any further information, please do not hesitate to ask.  Meanwhile, I look forward to hearing from you.





Yours sincerely














Janet Laurie (Miss)

















27B Euston Street


London NW3 2DY


20 October 2007


Mr C Threadgill


Account Director


Threadgill, Glendon and Martin


217 Paddington Road


London W1 4RP





Dear Mr Threadgill





My name is James Young and I would like to become a trainee account executive with Threadgill, Glendon and Martin.





Visits to three advertising agencies, including your own, have reinforced my interest in being an account executive and made me more aware of how advertising combines the commercial challenge of satisfying a client’s needs with the excitement of the creative process.  I find the wide variety of advertising fascinating.  I enjoy analysing why different media (papers, magazines, television, posters, packaging) have been used to get the message across.





I believe I have the skills required of an account executive and would be able to bring a number of diverse demands together to result in a successful campaign.  As a musician I have worked within a team as a disciplined member.  As publicity officer for my college’s geographical society I helped organize and motivate others, thereby ensuring the success of the events I was involved in.  As a student I have learned to formulate relevant and rational arguments quickly and communicate them effectively.





No doubt you receive many applications for your few posts, but I hope that the skills outlined above, the enclosed CV, and my enthusiasm for advertising will persuade you to interview me.





Yours sincerely,














James Young.





A direct and informal approach.





Indicates that he knows what the advertising business is about.





Fully appreciates the keen competition for the work he is applying for, but re-iterates his interest and asks for an interview.





Evidence of interest – he has made the effort to find out about the job.





Highlights the skills which would allow an account executive to work effectively and claims that he has them, giving evidence.





JAMES YOUNG





PERSONAL DETAILS


Home Address:	5 Beominster  Close	Term Address:	27b Euston St


(From 15.7.99)   Stockport ST1 2R (((from 15.7.08)	Stockport ST1 2RG	(till 14.7.08)	London NW3 2DY


		0161 432 8000				0181 862 3580


	





KEY SKILLS	





Communication  - developed by giving seminar presentations and dealing with diverse customers in a busy environment.


Time management – prioritised and organised work to meet tight deadlines to 


achieve successful entertainment events.


Teamwork  - successful course work was dependent on participation and 


motivation of project groups.





EDUCATION


	King Charles College, University of London


BSc Geography.  Expected 2.1


My final year project, ‘Local resident attitudes to the gentrification of the East End’, involves market research, the compilation of a comprehensive questionnaire, quantitative and qualitative analysis of their responses and the integration of the results into a larger research project.


1998-05	Townsend School, Stockport


June 05		A Levels: Geography (B), Mathematics (C), History (D)


June 2003	GCSEs: Eight, including English Language, Mathematics and French.





WORK EXPERIENCE


Oct 05 - present	Students’ Union, King Charles College.  Part-time bar work during term-time.


Summer 07	Farleigh and Laing, London.  Administrative assistant in firm of insurance brokers.


2003-05		Tesco, Stockport.  Saturday and vacation work as sales assistant and then in the cash office.





SKILLS


I am familiar with a variety of word processing packages and, through my job at Tesco, have some working experience of spreadsheets.





I have a full clean current driving licence.





Although not a linguist by background, I have maintained my knowledge of French through regular holidays in France and, during my trip to Eastern Europe, I managed to pick up enough of the local language to make myself understood and to make friends.





			








�






Gives the date he is at the two addresses, so the employer knows where to contact him.





Describes his project in a way which shows its similarity to the sort of analysis which might be undertaken in employment





Omits his GCSEs as he thinks his academic history so far back won’t interest the employer





Indicates he is good at meeting new people and getting on with them.





Lists specific skills he feels will be useful in the job.








ADDITIONAL SKILLS AND INTERESTS


A Participant:  As a member of school and college orchestras for nine years I have shown the enthusiasm and determination to succeed as part of a large and complex team.  I have become used to learning from criticism and giving advice.  As a member, and subsequently elected Publicity Officer, of the College Geography Society I organised publicity for events, attended functions regularly and debated vigorously.





A Co-ordinator:  As Publicity Officer I gathered a team to design, produce and distribute publicity for all the Geography Society events.  There were tight deadlines, both in terms of time and budget, but I cultivated a team spirit and everyone worked well together.  Our events enjoyed a bumper attendance, especially the Spring Ball for which we sold over 150 double tickets.  Even as a junior shop assistant I have helped to organize shop displays and resolve potentially disruptive arguments.





A Communicator:  Debates, travel, work experience of dealing with the public, together with geography seminars, have developed my confidence in public speaking and shown me the importance of good communication skills.  No less important has been my ability to express myself clearly on paper in projects and essays.





An Individual:  Travelling round Eastern Europe last September on a limited budget, staying mainly in local homes, meant that I often needed to be very resourceful.  I tried to learn as much as possible about the culture and enough of the language to get by.  I made some good friends and have invitations for future visits!





An Enthusiast:  I have always put considerable energy and enthusiasm into any and all of my activities, believing that this is the only way to achieve worthwhile results.  Whether working in the Bar on a busy Saturday night, playing in a concert, or doing a piece of work, I try to live up to the pressure of the occasion, making sure I meet deadlines and the targets which have been set for me – or which I have set for myself.








REFEREES


Prof N Smart (Tutor)			Mr. R Spicer (Manager)


Geography Department			Students’ Union


King Charles College			King Charles College


London  WC1Z 9ZZ			Chesham Street


Tel: 020 8438 7142			London  WC3R 8QT


Email:N.Smart@kcl.ac.uk			Tel:020 8438 7220


					Email:RSpicer@kcl.ac.uk





In these paragraphs he highlights five areas of activity and ability, to support his claim to have the skills required by an account executive.





In this section he shows that, in a variety of roles, he gets on well with people, works well with them, and can organize and motivate them.





Gives a number of specific examples which prove he has the various skills he claims.





Gives the impression he puts 100% effort into his activities.





27B Euston Street


London  NW3  2DY





20 October 2007





Mr A Watts


Graduate Recruitment Officer


Tipton PLC


Northover Street


Thamesmead


Surrey  TH2  5RT








Dear Mr Watts,





I am about to graduate from King Charles College, University of London, and would like to be considered for a position as Graduate Sales Trainee with Tipton, starting in September 2008.  I am enclosing a copy of my CV.





My experience at Tesco gave me my first taste of selling.  I learnt to appreciate the importance of securing good positions for products – as well as hearing at first hand precisely what the customers did and did not like, and why!  I enjoyed the contact with the general public and felt a particular sense of satisfaction when I was able to advise them about the merits of different products.  Currently working in the College bar, I enjoy the variety of chatting with customers and friends mid-week and the frenzy of Friday and Saturday nights.





Whilst I am a very sociable person, I am highly motivated and able to work on my own.  Travelling alone around Eastern Europe last September was a good test of being able to cope by myself.  I am well organised and, having worked in a cash office and for a firm of insurance brokers, I know the importance of 100% accuracy when dealing with figures.





I am applying for a range of sales jobs, but am particularly interested in Tipton because of the quality of your training and the diversity of your business.  I would welcome the opportunity to work in any part of the country.





I am available for interview at any time and look forward to hearing from you.





Yours sincerely,











James Young





Knows correct title of the traineeship, and the start date, so shows he has researched the job.





Stresses skills in dealing with people.





Mentions other skills relevant to the job.





Mentions availability for interview.





Immediately points out relevant experience.





Uses a direct, almost conversational, style which he thinks sales people will appreciate.





Indicates why he is especially interested in this particular company.





Prints his name in case his signature is not easily readable.





JAMES YOUNG





27b Euston Street			Tel:	020 862 3580


London					e-mail	jy10@lon.fsnet


NW3 2DY





PERSONAL STATEMENT





An adaptable and resilient graduate with excellent interpersonal skills and a keen desire to prove himself in a fast moving consumer orientated management career.





EDUCATION


2005-08		King Charles College		BSc Geography


		University of London	


		Major project:	survey of attitudes of local residents to gentrification


				of the East End.


		Method used:	composing questionnaire, analysing statistics from over 10 					over 100 completed forms, drawing conclusions.





1998-05		Stockport	GCSEs		eight including Maths A


		Comprehensive			English B, French C


				A Levels	Geography B, Mathematics D


						History D





EMPLOYMENT


Summer ’07	Farleigh and Lang, Insurance Brokers, London EC1


		Administrative Assistant


		Skills gained	*	handling general administrative work


*	telephone skills


*	dealing with business people


*	liaising with colleagues


*	introduction to the financial community





2005-present	Student’s Union, King Charles College


		Part time bar work in term time.


		Skills gained	*	ability to work under pressure


*	stamina





2003-05		Tesco Supermarket, Stockport


Saturday/holiday work: sales assistant and in cash office


Skills gained	*	learning how a business works


		*	checking tills and cashing up	


*	dealing with the public


*	working in a team


*	assisting management





LEISURE ACTIVITIES


		Cellist in school and college orchestra


		Skills gained:	*	working in a team


*	performance in public





Publicity Officer, College Geographical Society


Skills gained:	*	managing a budget


*	working to tight deadlines





Travel-round Eastern Europe last September


Skills gained:	*	getting on with wide range of people


		*	planning and organizing

















Evidence of numeracy in addition to A level Maths





Greater emphasis on the jobs he judges to be more relevant.





Mentions only GCSEs he judges to be relevant





Lists the various skills gained from his jobs, each on a separate line, to make them stand out.





Implies he won’t be afraid of any mundane tasks which might be involved in the job.





Indicates the skills acquired from his leisure pursuits.





SKILLS





*	clean driving licence for 3 years


*	conversational French


*	computer literate in word processing &


statistical packages





REFEREES





Prof N Smart			Mr T Davies		Ms S Davidson


King Charles College		Farleigh and Lang	20 Chester Close


London WC1Z	9ZZ		London EC3T 2NB	Stockport ST4 6FC


(tutor)				(employer)		(family friend & JP)


Tel: 020 8438 7142		Tel: 020 3421 6154	Tel: 0161 326 457


Email:N.Smart@kcl.ac.uk





Says what the referees do and how they know him.





Driving is usually essential in sales jobs.
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