
 

EMPLOYABILITY &  
SKILLS GUIDE 
for young people

Types of work opportunities and how to access them 



Introduction
The prospect of looking for employment can be 
incredibly daunting for anyone, but it’s especially 
hard if you’ve never had a job before. How do 
\RX�¿QG�RXW�ZKDW�HPSOR\HUV�H[SHFW�IURP�\RX�DV�
a candidate? How do you write a CV? And how 
should you get ready for a job interview.

If you are thinking about your future career, 
DSSO\LQJ�IRU�ZRUN�H[SHULHQFH��DQ�DSSUHQWLFHVKLS�
RU�\RX¶UH�MXVW�FRQVLGHULQJ�¿QGLQJ�D�SDUW�WLPH�MRE�WR�
earn money while you study, this guide is for you.
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+RZ�FDQ�,�H[SORUH�P\�
options and what jobs 
I would be suited to?
Where do I start? 

7KHUH�DUH�ORDGV�RI�W\SHV�RI�ZRUN�±�WKH�GLI¿FXOW�SDUW�
LV�¿JXULQJ�RXW�ZKDW�VRUW�RI�MRE�ZRXOG�EH�ULJKW�IRU�
you. But these things can help:

Talk to family, friends, teachers, youth workers or 
WXWRUV�DERXW�WKHLU�H[SHULHQFHV�DQG�MRE�UROHV��EXLOG�
a network of people who could help you think 
about the world of work.

Think about your interests and what kind of job you 
would like to do. Keep in mind that whatever your 
dream job you’ll need to work hard and be ready 
for setbacks. It is also useful to have other options. 
Also, try to be realistic about the level of job you 
go into – most people start out at the bottom of the 
ODGGHU�LQ�WKHLU�¿UVW�MRE��RYHU�WLPH�\RX�FDQ�ZRUN�\RXU�
way up and into the role you really want.

Consider where you would like to work, this could 
EH�LQ�DQ�RI¿FH�RU�\RX�PLJKW�SUHIHU�WR�ZRUN�RXWGRRUV�
and be more active. Also, think about whether you 
would like to work near to where you currently live 
or if you would be prepared or able to move or 
travel further to work.

Think about which companies are in your area and 
WKH�VRUWV�RI�MREV�WKH\�RIIHU��WU\�WR�VSHDN�WR�ORFDO�
employers directly about the different kinds of work 
DYDLODEOH��\RX�FDQ�DOVR�¿QG�WKLV�RXW�E\�ORRNLQJ�DW�
their websites. Take advantage of any careers fairs 
or employer talks at your school or in your local 
area (these might be organised by your local Job 
Centre or local Council).
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Types of 
work opportunities: 
Work experience 
Normally a one/two week unpaid placement with 
a company or organisation to give you a taste of 
what it is like to work there. (see page 4 for more 
information).

Volunteering
Any time spent in an unpaid role with a business, 
charity or community group

Traineeships
A programme of support for young people who 
ZDQW�WR�ZRUN��EXW�ZKR�QHHG�H[WUD�KHOS�WR�JDLQ�DQ�
apprenticeship or job. Traineeships provide you 
ZLWK�WKH�RSSRUWXQLW\�WR�JDLQ�ZRUN�H[SHULHQFH�DQG�
WKH�VNLOOV�WKDW�ZLOO�KHOS�\RX�WR�¿QG�D�MRE�

Apprenticeships
A job with training so you can earn while you learn 
DQG�SLFN�XS�UHFRJQLVHG�TXDOL¿FDWLRQV�DV�\RX�JR��
If you live in England, are over 16 and not in 
IXOO�WLPH�HGXFDWLRQ��\RX�FDQ�DSSO\��
www.apprenticeships.org.uk

Saturday/weekend job
A good way to earn some money and get 
H[SHULHQFH�LI�\RX�DWWHQG�VFKRRO��FROOHJH�RU�
university during the week. It involves working 
during the weekend and often includes jobs such 
as working in a shop or restaurant.

Temporary job
7KLV�LV�D�MRE�WKDW�LV�DGYHUWLVHG�IRU�D�¿[HG�DPRXQW�
of time – such as Christmas seasonal work. For a 
certain number of weeks or months you will have 
a job, but when your contract ends the job will be 
over.

Full - time permanent job
Usually this involves working 35+ hours per week 
and the job will continue unless you resign or are 
made redundant. Although most jobs will give 
you an induction and, in some cases, additional 
training, this can be less than you receive when an 
apprentice.

Part-time job
A job that involves working fewer than 35 hours per 
week.

Self-employed
This is where you work for yourself – you might set 
up your own business, selling products (such as 
clothes) or a service (such as graphic design) to 
customers.
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How do I identify my 
skills and why is this 
important? 
When looking for work you will often hear 
people talk about ‘skills’ – these are the proven 
abilities you have that will be useful to a 
potential employer. Examples include:

Communication, Team working, IT skills, Foreign 
/DQJXDJHV��2U�PRUH�MRE�VSHFL¿F�VNLOOV��VXFK�DV�
0RQH\�KDQGOLQJ��&DU�PDLQWHQDQFH��&KLOG�FDUH��
Gardening, Customer service.

Your skills are important because they are what 
make you stand out when applying for a job. They 
DUH�VHSDUDWH�IURP�\RXU�TXDOL¿FDWLRQV�RU�HGXFDWLRQ�
��EXW�\RX�FRXOG�KDYH�JDLQHG�WKHP�DW�VFKRRO��DW�
KRPH��YLD�KREELHV�RU�SUHYLRXV�ZRUN�H[SHULHQFH��
Speak to a family member or a friend to help you 
think about the skills you have and how they can 
help you decide what sort of work you would be 
VXLWHG�WR��)RU�H[DPSOH��\RX�FRXOG�KDYH�SURYHQ�\RXU�
childcare abilities by looking after younger siblings 
or cousins – this might make you well suited to 
work in a nursery or children’s shop. A website such 
as www.careerpilot.org.uk�FDQ�KHOS�\RX�H[SORUH�
types of work which match your interests.

Researching your options 
Using the Internet, careers advice services at school 
or family and friends can help you match your 
H[SHULHQFH��VNLOOV�DQG�LQWHUHVWV�WR�GLIIHUHQW�MRE�UROHV�

These websites might also be able to help you 
with your search:

National Careers Service
nationalcareersservice.direct.gov.uk����WKH�
careers advice section of the website features over 
����MRE�SUR¿OHV�DFURVV�D�ZLGH�UDQJH�RI�GLIIHUHQW�
sectors – a good place to look for inspiration. They 
also have a helpline (0800 100 900 – free from 
landlines or you can arrange for them to call you 
EDFN�RQ�D�PRELOH��DQG�D�IUHH�IDFH�WR�IDFH�VHUYLFH�
for those aged 19+.

Career Pilot
www.careerpilot.org.uk – this is an interactive 
website that provides loads of information about 
different kinds of job roles – the job sectors area 
SUR¿OHV�PDQ\�MREV�DFURVV����LQGXVWULHV��7KHUH�
is also a quiz to help you identify those jobs that 
might interest you.

National Apprenticeship Service
www.apprenticeships.org.uk – Provides 
information about different types of Apprenticeships
and allows you to search and apply for the roles.
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How can I 
JHW�H[SHULHQFH"�
Work experience 
*HWWLQJ�ZRUN�H[SHULHQFH�LV�D�JUHDW�ZD\�WR�VHH�ZKDW�
it’s like to work and test out different career options 
– it can also help you to build up your skills and be 
more likely to secure a job in the future.

:RUN�H[SHULHQFH�SODFHPHQWV�W\SLFDOO\�ODVW�RQH�
two weeks and can be undertaken from age 14 
– providing the employer is willing to offer you the 
opportunity.

If possible, it’s good to start thinking about work 
H[SHULHQFH�ZKHQ�VWLOO�DW�VFKRRO�±�VRPH�VFKRROV�ZLOO�
DUUDQJH�ZRUN�H[SHULHQFH�RSSRUWXQLWLHV�IRU�\RX�±�
but there is nothing stopping you from setting this 
up yourself during the school holidays.

$�JRRG�ZRUN�H[SHULHQFH�SODFHPHQW�ZLOO�XVXDOO\�
involve a bit of time working alongside someone 
else to see how they work – perhaps joining them 
in a meeting or watching them serve a customer. 
7R�JHW�WKH�PRVW�RXW�RI�\RXU�H[SHULHQFH�\RX�VKRXOG�
DOVR�EH�XQGHUWDNLQJ�VRPH�WDVNV�\RXUVHOI��\RX�ZLOO�
be able to talk about this in future job applications 
or interviews.

)DPLO\�DQG�IULHQGV�PLJKW�EH�DEOH�WR�KHOS�\RX�¿QG�
D�ZRUN�H[SHULHQFH�SODFHPHQW�±�EXW�UHPHPEHU�WKDW�
the employer will be more impressed if you contact 
them directly.

Some employers may ask for you to send in a CV 
RU�OHWWHU�WR�KLJKOLJKW�ZK\�\RX�ZDQW�WKH�H[SHULHQFH��
Unfortunately, not all employers are able to offer 
ZRUN�H[SHULHQFH�±�EXW�GRQ¶W�JLYH�XS��$V�\RX�EXLOG�
your network more opportunities will arise.

Volunteering
Volunteering is any activity that involves spending 
WLPH��XQSDLG��GRLQJ�VRPHWKLQJ�WKDW�DLPV�WR�EHQH¿W�
the environment or someone/a group of people, 
outside of your family and friends. It can be a 
formally organised activity, with a group such 
as the Guides/Scouts, or it could be organised 
E\�\RXUVHOI�±�IRU�H[DPSOH��\RX�PLJKW�KHOS�DQ�
elderly neighbour with their shopping every week. 
Volunteering can boost your job prospects by 
DOORZLQJ�\RX�WR�JDLQ�UHJXODU�H[SHULHQFH�RYHU�D�
sustained period of time.

Where to look for volunteering opportunities 
There are loads of volunteering opportunities 
for young people – ranging in commitment and 
RXWFRPHV��6RPH�SRSXODU�H[DPSOHV�LQFOXGH��  

�� 9ROXQWHHULQJ�DW�ORFDO�FKDULW\�VKRSV
�� +HOSLQJ�RXW�DW�DQ�ROG�SHRSOH¶V�KRPH
�� �9ROXQWHHULQJ�DW�D�ORFDO�\RXWK�FOXE�RU�XQLIRUPHG�

organisation such as scouts or guides or 
community centre, church or other faith group

�� %HLQJ�D�YROXQWHHU�VSRUWV�FRDFK

7KH�ZHEVLWHV�EHORZ�PLJKW�KHOS�\RX�WR�¿QG�DQ�
opportunity that is right for you:
www.vinspired.com
www.do-it.org.uk
www.volunteeringmatters.org.uk
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Name:  Anya          
Placement:  Primary School
Type of work I did:  
I was a teacher’s assistant for reception/year 
1 class, helping the children in their learning.
The best bit:  
Talking with the staff and helping the children 
to make progress.
The worst bit: 
I did not have a bit that I didn’t enjoy.
I would recommend this work experience 
placement because���LW�LV�YHU\�HQMR\DEOH�
DQG�LPSURYHV�\RXU�FRQ¿GHQFH�LQ�ZRUNLQJ�
alongside strangers/new people.

Name:  Amy          
Placement:  HMV
Type of work I did:  
Tagging and labelling stock, putting stock on 
the shelves.
The best bit:  
Talking to the staff and being treated as an 
equal in the workplace.
The worst bit: 
There wasn’t anything that I didn’t enjoy.
I would recommend this work experience 
placement because���LW�ZDV�D�JUHDW�
opportunity to see what happens behind the 
scenes in a store and it is a good way of 
building up your people skills.

Name:  Henry     
Placement:  Buglers
Type of work I did:  
I did not have a daily routine as every day was 
GLIIHUHQW���2QH�GD\�,�ZDV�VWRFN�WDNLQJ��WKH�QH[W�
ZDV�KHOSLQJ�UHSODFH�D�IXHO�¿OWHU�RQ�D�WUDFWRU�
The best bit:  
7KH�EHVW�ELW�ZDV�GRLQJ�D�SUH�GHOLYHU\�
inspection on a tractor and checking the 
hydraulic pressure on a T6.140.
The worst bit: 
,�GLG�QRW�KDYH�DQ\�EDG�H[SHULHQFHV�DW�DOO�
I would recommend this work experience 
placement because���LI�\RX�OLNH�SUDFWLFDO�
work this would be a good job for you. 

:RUN�([SHULHQFH�&DVH�6WXGLHV
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How to sell your experience to employers 
When talking about your volunteering, don’t just 
VD\�ZKDW�\RX�GLG�±�H[SODLQ�WKH�EDFNJURXQG��\RXU�
role, the results and the skills you learned. For 
H[DPSOH��\RX�PLJKW�KDYH�KHOSHG�GR�XS�\RXU�
local community centre. You shouldn’t just say 
‘I painted a wall’, you should remain honest but 
H[SDQG�RQ�WKLV�WR�IXOO\�KLJKOLJKW�\RXU�H[SHULHQFH�
and achievements to the potential employer. For 
H[DPSOH��\RX�PLJKW�VD\��µ,�ZRUNHG�DV�SDUW�RI�D�
team to redevelop the local community centre. 
I was involved in discussions about the project 
and took a lead on the redecoration of one room. 
I chose the paint colour and led a team of other 
YROXQWHHUV�WR�HQVXUH�ZH�ZHUH�FR�RUGLQDWHG�LQ�
our efforts to repaint. The result was a new 
bright space for the local community to use. This 
H[SHULHQFH�WDXJKW�PH�WHDP�ZRUNLQJ�VNLOOV�DQG�
WLPH�NHHSLQJ�±�DV�WKH�URRP�KDG�WR�EH�SDLQWHG�E\�D�
certain time’.

Traineeships
Traineeships help some young people get the 
NH\�VNLOOV�DQG�H[SHULHQFH�WKH\�QHHG�WR�JHW�D�MRE��
Anyone who does a traineeship will get work 
preparation training, maths and English support as 
ZHOO�DV�XQSDLG�ZRUN�H[SHULHQFH�

Traineeships are an ideal opportunity if you are 
keen to get a job but currently lack the skills and 
H[SHULHQFH�WKDW�HPSOR\HUV�DUH�ORRNLQJ�IRU��,I�\RX�
have been applying for Apprenticeship vacancies 
EXW�QRW�JHWWLQJ�WKH�MRE�\RX�FRXOG�EH�DQ�H[DPSOH�
of someone who would be a good candidate for 
a Traineeship. However, they are not designed 
IRU�DQ\RQH�ZKR�LV�HGXFDWHG�WR�$�OHYHO�VWDQGDUG�
or above or who already has a job (or work less 
than 16 hours per week) Look out for the latest 
information at www.apprenticeships.org or 
FDOO���������������WR�¿QG�RXW�PRUH�

Apprenticeships
An apprenticeship is a real job with training so you 
can earn while you learn and pick up recognised 
TXDOL¿FDWLRQV�DV�\RX�JR��,I�\RX�OLYH�LQ�(QJODQG�DQG�
are over 16 you can apply. They take between 
one and four years to complete and cover 1,500 
job roles in a wide range of industries, from things 
VXFK�DV�HQJLQHHULQJ�WR�¿QDQFLDO�DGYLFH��YHWHULQDU\�
QXUVLQJ�WR�DFFRXQWDQF\��7KHUH�DUH�ORWV�RI�EHQH¿WV�
to doing an apprenticeship. You can earn while 
you learn, and learn in a way that is best suited 
WR�\RX�±�WKURXJK�KDQGV�RQ�H[SHULHQFH�RQ�WKH�MRE��
)RU�PRUH�LQIRUPDWLRQ�RQ�WKH�EHQH¿WV�RI�GRLQJ�DQ�
apprenticeship, visit 
www.apprenticeships.org.uk/Be-An-Apprentice.
aspx

How to apply 
The steps you need to take for applying for an 
apprenticeship are slightly different from other jobs. 
There is an apprenticeship website that allows 
you to search, view and apply for Apprenticeships 
online: 
www.apprenticeships.org.uk
$�VWHS�E\�VWHS�JXLGH�RQ�KRZ�WR�DSSO\�FDQ�EH�IRXQG�
at:
www.apprenticeships.org.uk/Be-An-Apprentice/
Applying.aspx
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Self-employment or starting your 
own business 
%HFRPLQJ�VHOI�HPSOR\HG�RU�VWDUWLQJ�\RXU�RZQ�
business can have loads of advantages. Many 
people like the idea of being their own boss and 
GHFLGLQJ�WKHPVHOYHV�ZKDW�WKH\�GR�RQ�D�GD\�WR�
day basis. You can also help to boost your local 
HFRQRP\��DOO�EXVLQHVVHV�KDG�WR�VWDUW�VRPHZKHUH�
and who knows how your idea might grow. It can 
also be an option if you are struggling to get a 
job but know you have an idea or set of skills that 
someone would be willing to pay for.

There are some things to be aware of when 
FRQVLGHULQJ�VHOI�HPSOR\PHQW��<RX�PLJKW�VWUXJJOH�
to get the money together to start your business 
or train yourself, although the Government does 
RIIHU�VWDUW�XS�ORDQV�DQG�PHQWRULQJ�IRU�VRPH�\RXQJ�
people. Also, if you do decide to work for someone 
HOVH�LQ�WKH�IXWXUH��LW�ZLOO�EH�PRUH�GLI¿FXOW�WR�SURYLGH�
a reference. Customer testimonials are a helpful 
alternative. You will also not be paid on a regular 
basis and if you take a holiday, this will be unpaid.

Some people have great success as a result of 
their business idea but it does take a lot of hard 
work and commitment.

6RPH�H[DPSOHV�RI�WKH�VRUW�RI�ZRUN�WKDW�PDQ\�
SHRSOH�GR�RQ�D�VHOI�HPSOR\HG�EDVLV�DUH�OLVWHG�
below, but the full range is much bigger than this:
�� *UDSKLF�GHVLJQHU
�� *DUGHQHU
�� 3DLQWHU�GHFRUDWRU
�� 0XVLFDO�LQVWUXPHQW�WHDFKHU

If becoming self-employed is an option you are 
considering there are a lot of resources out 
there that might be able to help you:

The Citizens Advice Bureau website provides 
helpful information for those wishing to become 
VHOI�HPSOR\HG��www.adviceguide.org.uk

The Prince’s Trust offer lots of practical advice to 
help young people start a business. Visit https://
ZZZ�SULQFHV�WUXVW�RUJ�XN�KHOS�IRU�\RXQJ�SHRSOH�
VXSSRUW�VWDUWLQJ�EXVLQHVV

Start Up Donut���ZULWWHQ�LQ�ELWH�VL]HG�FKXQNV��WKLV�
ZHEVLWH�KHOSV�WR�H[SODLQ�HYHU\WKLQJ�\RX�QHHG�WR�
know in the early stages of setting up your own 
business: www.startupdonut.co.uk

Greatbusiness is a Government backed website 
that helps people to start and run their business: 
www.greatbusiness.gov.uk

The Start Up Loans Company is a government 
funded scheme that can provide a start up 
repayable loan together with a business mentor 
for anyone looking to set up a business across 
England and Northern Ireland: 
www.Startuploans.co.uk

All businesses 
had to start 
somewhere 
and who knows 
how your idea 
might grow...
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Where do I look for jobs?
Employers advertise vacancies using a wide 
range of methods. Here are just a few examples 
of places to begin your search.

Online:
The company website���D�FRPSDQ\¶V�RZQ�ZHEVLWH�
LV�RIWHQ�WKH�¿UVW�SODFH�HPSOR\HUV�ZLOO�DGYHUWLVH�
vacancies. Many have either a ‘Work for us’, 
‘Careers’, or ‘Jobs’ page that highlights positions. 
So make a list of the local employers or companies 
in the relevant sector you want to work for and take 
a look.

Job sites or Job boards���7KHVH�ZHEVLWHV�FDQ�
be a useful way of searching for jobs as they 
allow you to view a wide selection of vacancies 
in one place. 
�� ZZZ�JRY�XN�MREVHDUFK���RI¿FLDO�*RYHUQPHQW�
 Universal Jobmatch website
- www.monster.co.uk
- www.Totaljobs.com
- www.jobsite.co.uk
�� ZZZ�¿VK��FR�XN
-   www.indeed.co.uk

Many of these sites also let you sign up for 
job alerts tailored to the types of roles you are 
interested in, so you will receive an email outlining 
new vacancies. Although, remember to keep 
track of any you apply for and some jobs will be 
advertised on more than one site.

National Apprenticeship Service: If 
you’re looking for an apprenticeship, www.
apprenticeships.org.uk is the best place to start. 
For local Somerset apprenticeship vacancies take 
a look at www.dstpn.co.uk

Social media ��6RPH�HPSOR\HUV�ZLOO�XVH�VRFLDO�
media – Linkedin, Facebook and Twitter are the 
most popular, so try searching for an employer’s 
SDJH��SUR¿OH�RU�IDQ�SDJHV�WKDW�WKHQ�OLQN�WR�WKH�
company’s job site. When applying for opportunities 
it’s important to always remain formal – even if 
\RX�GLG�¿QG�RXW�DERXW�LW�RQ�)DFHERRN��$OVR��PDNH�
VXUH�\RXU�SUR¿OHV�DUH�XS�WR�GDWH�DQG�DQ\�SKRWRV�RU�
anything you might not want a potential employer to 
see is hidden from public view.

2WKHU�ZD\V�WR�¿QG�RSSRUWXQLWLHV�
Jobcentre Plus: Your local Jobcentre Plus will 
have information about jobs available in your local 
DUHD��9LVLW�ZZZ�JRY�XN�FRQWDFW�MREFHQWUH�SOXV�WR�
locate your nearest one. As a young job seeker 
you may also be eligible for additional support, 
LQFOXGLQJ�EHQH¿WV�RU�ORDQV�IRU�WKLQJV�OLNH�WUDQVSRUW�
to interviews.

National and local newspapers:  Many 
employers still advertise roles in newspapers or on 
newspaper websites – particularly for vacancies in 
the local area.

Develop a contact network: See if you can 
develop a contact network of friends, family, 
teachers and tutors who may have heard about 
jobs being advertised, or have ideas about 
where to look for opportunities. This is also why 
YROXQWHHULQJ��ZRUN�H[SHULHQFH�SODFHPHQWV�DQG�
internships are so important. It’s not just about 
putting something on your CV, they give you 
access to those networks.

Careers fairs and talks by employers: Attending 
jobs fairs organised by your school, college, 
university or local council can be a perfect way to 
PHHW�HPSOR\HUV�DQG�¿QG�RXW�DERXW�MRE�YDFDQFLHV�
in your local area.

Go direct to the employer: 2QFH�\RX¶YH�LGHQWL¿HG�
a company you want to work for, why not get in 
touch with them directly to see if they have any 
vacancies or opportunities. Even if they don’t, an 
employer will be impressed by your motivation and 
may consider you for opportunities in the future.

For jobs in shops, restaurants, coffee shops or 
cafes (this also applies to bars or pubs if you are 
over 18) it is also worth checking for adverts in 
windows or popping in to ask directly whether they 
are recruiting.

Remember: Don’t ever think because you have 
QRW�JRW�D�VSHFL¿F�SODFHPHQW�MRE�\RX�ZRQ¶W�HYHU�
get a job there – it’s worth trying again, many 
people get a job after a while. Persistence can 
pay off! 
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How to plan my job hunt? 
Ten step plan: Finding work can feel like a job in itself, but your hard work will pay off.  
To keep on track, think about setting up a plan. Here are ten steps that will help:

Think about want you to do - Be clear on the type of job roles you are looking for and the 
location you would like to work in – a couple of options is plenty to start with.

Think about where you could work - who offers the types of jobs you are interested in, 
both locally and nationally?.  Research possibilities and pathways as you may have to start 
out doing something else before moving on to what you really want to do.

Make a list - of ten possible organisations and start a spreadsheet with their details and job 
possibilities.

Find out about job opportunities - do any of these 10 organisations have any job 
opportunities that would be suitable for you, at your current level? You will need to read the 
-RE�'HVFULSWLRQ�WR�¿QG�RXW�WKH�MRE�OHYHO�DQG�ZKDW�H[SHULHQFH�\RX�ZLOO�QHHG�LQ�RUGHU�WR�DSSO\�

Make sure you read the job advert properly - make a note of important information such 
as the company name, contact details and application deadlines as these will be essential 
later on.

Start applying for the vacancies - starting with the ones that have the nearest closing dates 
so you get them in on time! Keep copies of your application and CV so you can refer back to 
it if called for interview and use it again for future applications.

Make sure your application is tailored to every role ��VRPH�RI�WKH�FRQWHQW��\RXU�HGXFDWLRQ��
will be repeated in each application but make sure you read the job description carefully and 
make your application relevant to each job.  Don’t forget to check for spelling and grammar.

Keep adding to your list���DV�VRPH�PD\�QRW�KDYH�DQ\�YDFDQFLHV�WKDW�DUH�ULJKW�IRU�\RX���
Keep them on your list so you remember where you have applied and then research new 
ones you can add.

Keep an eye on application deadlines���ZLWKLQ�D�IHZ�ZHHNV�\RX�VKRXOG�KHDU�EDFN�LI�\RX�
KDYH�PDGH�LW�WKURXJK�WR�WKH�QH[W�VWDJH���6RPHWLPHV�RUJDQLVDWLRQV�GRQ¶W�KDYH�WLPH�WR�FRQWDFW�
everyone but you can follow up and ask for feedback on your application.

Be persistent and don’t give up!���GRQ¶W�EODPH�\RXUVHOI�LI�\RX�KDYH�VHWEDFNV���7DON�WR�RWKHU�
SHRSOH�DQG�¿QG�RXW�ZKDW�KDV�ZRUNHG�IRU�WKHP�LQ�WKH�SDVW���8VH�DQ\�HPSOR\HU�IHHGEDFN�WR�
make changes to future applications.  Remember – keep positive!!

01

02

03

��

05

06

07

08

09

10



EMPLOYABILITY & SKILLS GUIDE 10

Advice on social media:
Some employers will use social media to check 
SHRSOH¶V�SUR¿OHV�EHIRUH�RIIHULQJ�WKHP�D�MRE���WKHUH�
are no laws against doing this and so the best 
thing for you to do is make sure that whatever they 
¿QG�ZKHQ�WKH\�VHDUFK�IRU�\RX�ZLOO�QRW�SXW�WKHP�RII��

You can help yourself by:

0DNLQJ�\RXU�SUR¿OH�RQ�VLWHV�VXFK�DV�*RRJOH���
Facebook and Instagram restricted to just your 
friends. All of these sites have pages that allow you 
to set your privacy settings.

For some sites, such as Twitter, you might be less 
keen to only allow your friends to follow but you 
should make sure that anything that is open to the 
public is suitable.

There should be no bad language, reference to 
DOFRKRO�RU�GUXJV��DQG�DQ\�RSLQLRQV�H[SUHVVHG�
should not be offensive to others – if in doubt, don’t 
post it (or delete if it is too late).

Be aware of any photographs you are in that 
might be visible to the public – think about 
whether they are photos you would mind a 
potential employer seeing.

Remember that things on social media sites stay 
on there – there have been cases where people 
have lost their jobs over things they posted when 
WKH\�ZHUH�PXFK�\RXQJHU��:LWK�\RXU�SXEOLF�SUR¿OHV��
don’t forget to scroll down to check for anything 
unsuitable.

LinkedIn is the social media site used by 
professionals – it is now possible for anyone aged 
13+ to set up a LinkedIn account – where you can 
SXW�LQIRUPDWLRQ�DERXW�\RXU�VNLOOV�DQG�H[SHULHQFH��
similar to what is included on your CV. It can be a 
good way to network with people who work in the 
type of job you want, but remember it’s not suitable 
for updates relating to your social life – keep it 
professional.
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How do I apply for a job?
Some employers will ask for a covering letter and 
&9��RWKHUV�ZLOO�DVN�\RX�WR�¿OO�LQ�DQ�DSSOLFDWLRQ��HLWKHU�
online or in paper form. In most cases you will need 
to provide some sort of written documentation when 
applying for a job role.
Remember – check the presentation, spelling and 
grammar of any CV, letter or application before 
sending it to employers – including online forms. 
Ask a family member or a friend to check that it 
reads well – a fresh pair of eyes will spot any small 
errors that you may have missed. This is really vital.

What is a CV? 
Your CV, short for curriculum vitae, is a short 
document completed by you, about you, to help 
you to sell yourself to a potential employer. It 
should highlight that you have the right skills and 
H[SHULHQFH��QRW�MXVW�SDLG�ZRUN�H[SHULHQFH��IRU�D�MRE�
role within their organisation, as well as detailing 
your motivation to succeed and why you are just 
the type of employee they are looking to recruit for 
that particular job.

Basic tips for preparing your CV
0DNH�\RXU�&9�D�PD[LPXP�RI�WZR�$��VLGHV�ORQJ���
if your CV is too long, the employer won’t have 
time to read it.

- Keep the design simple, use a font size no  
 smaller than 10 and use a normal font such as  
 Arial or Times New Roman – if an employer can’t  
 read about you, they won’t want to meet you.
- Use simple, plain and positive language with
� FOHDU�FRQFLVH�FRQWHQW�±�GRQ¶W�ZDIÀH�
- Make sure your CV is laid out in a way that  
 is easy to read and nice to look at. Look at a  
 ‘standard CV template’ online and then add your  
 own small touches to make yours different.
- Print out your CV on quality paper and make  
 sure that you save a copy on your computer so  
 that it’s ready for any other applications. There is  
 no need to include a photograph.
- It’s important to be honest – don’t make things  
 up to make yourself sound better.
- 'RQ¶W�LQFOXGH�UHIHUHQFH�GHWDLOV�XQOHVV�VSHFL¿FDOO\� 
 asked to – instead say ‘references available on  
� UHTXHVW¶���:KHQ�UHTXHVWHG��IRU�\RXU�¿UVW�UROH�LW�LV��
 okay to give the details of a teacher, or perhaps  
 a volunteer leader or sports coach as referee).
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Sections to include in your CV

Contact details���<RXU�QDPH�VKRXOG�EH�DW�WKH�WRS�
of the page, full home address including postcode, 
Mobile phone number and home telephone 
number if possible, an email address – make 
sure this is appropriate (using an email such as 
iloveseets@gotmail.co.uk is not appropriate and 
employers will sift you out straight away).

3HUVRQDO�SUR¿OH���7KLV�LV�WKH�PRVW�LPSRUWDQW�DQG�
useful part of your CV because it highlights you 
as a candidate and why you are different from 
others. Make it a short and snappy paragraph, ask 
someone you know to give you a few points on 
WKH�W\SH�RI�SHUVRQ�\RX�DUH��WKLV�VKRXOG�KHOS�\RX�
highlight your best personal qualities.

Key skills and achievements���8VH�EXOOHW�SRLQWV�
WR�KLJKOLJKW�\RXU�NH\�VNLOOV�KHUH��IRU�H[DPSOH��
highlight your IT or public speaking skills. If you 
KDYH�DQ\�DFKLHYHPHQWV��DZDUGV�RU�FHUWL¿FDWHV��WKDW�
are relevant to the job for which you are applying, 
\RX�FDQ�DOVR�OLVW�WKHP��)RU�H[DPSOH��\RX�PD\�KDYH�
won a prize at school, undertaken your Duke of 
Edinburgh Award or raised money for charity via a 
fun run or something similar. Don’t put anything and 
everything here (an employer won’t want to know 
about every swimming badge you ever won) – stick 
to key highlights that can show you in the best light. 
If you don’t have any relevant achievements, it’s 
nothing to worry about. You can leave this out.

Work and voluntary experience���/LVW�\RXU�
PRVW�UHFHQW�MRE��HYHQ�LI�LW�ZDV�D�VXPPHU�MRE��¿UVW�
and work your way back. Employers will want to 
VHH�\RXU�XS�WR�GDWH�H[SHULHQFH�DW�WKH�WRS��'RQ¶W�
forget to list your job title and the dates you were 
with the organisation .Also highlight your main 
responsibilities and any key achievements. 

Education and training���/LVW�\RXU�HGXFDWLRQ�
�VFKRRO�FROOHJH�XQLYHUVLW\��DQG�TXDOL¿FDWLRQV��
Highlight the dates and where you attended (go in 
reverse date order but not as far back as primary 
school). If you have them, include your grades – put 
‘grades pending’ and the likely date if you are yet to 
WDNH�\RXU�H[DPV�RU�UHFHLYH�\RXU�UHVXOWV��,I�\RX�KDYH�
done any additional training at school or as part of 
any voluntary work or summer jobs, also list this 
KHUH��IRU�H[DPSOH��D�IRRG�K\JLHQH�FHUWL¿FDWH��

Interest and hobbies ��7KHVH�PD\�VRPHWLPHV�
be used as an ‘ice breaker’ if you are called for 
an interview, so make sure that they are genuine 
interests. Remember to include relevant hobbies 
WR�WKH�MRE�IRU�ZKLFK�\RX�DUH�DSSO\LQJ��IRU�H[DPSOH�
cooking if you are applying for a chef’s role. Make 
VXUH�\RX�KDYH�H[DPSOHV�WR�EDFN�\RXU�KREELHV�XS�LI�
called for an interview.

Remember ��'RQ¶W�ZRUU\�LI�\RX�KDYH�OLWWOH�RU�QR�
ZRUN�H[SHULHQFH��7KHUH�DUH�SOHQW\�RI�RWKHU�ZD\V�WR�
show employers that you have the right skills and 
abilities to work for them and highlight that you are 
the best candidate for their company. 

Think about including the following examples 
in your CV, covering letter or application form:

Were you part of a club or group at school/college/
university where you had responsibilities? Have 
you helped to arrange any events? Did you have 
to keep records? Hold meetings? If so, these are 
SHUIHFW�H[DPSOHV�RI�EHLQJ�RUJDQLVHG��ZRUNLQJ�
in a group, using your initiative and sticking to 
deadlines.

Have you taken part in any Duke of Edinburgh 
DZDUGV�RU�VLPLODU"�7KHVH�DUH�DOVR�H[DPSOHV�WKDW�
you have worked within a team and followed 
instructions.

Have you ever played a team sport? Think about 
the skills and behaviours you have gained: 
dedication, reliability (turning up for training/
matches), motivating others (if you’ve just lost a 
game!), organising and leading others.

Have you done any voluntary work? Girl guiding? 
Local charity shops? Local elderly home? Helped 
DW�D�ORFDO�FKXUFK�JURXS"�7KHVH�DUH�JRRG�H[DPSOHV�
to use as well.
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Covering Letter 

The letter or email you send with your CV is 
your opportunity to grab the attention of the 
employer and get them interested in reading 
more about you. Here are some things you 
should consider when writing an effective letter:

The focus of the letter should be on what you can 
bring to the organisation that you are applying to 
and how you can help them achieve their goals.

This is your chance to tell the employer what 
VSHFL¿F�VNLOOV�H[SHULHQFH�LQWHUHVW�\RX�KDYH�WKDW�
could be useful to them. Show the employer what 
value you can add to their business.

Have a ‘draft’ copy saved on your computer so you 
can tailor it each time you apply for a job.

Don’t just copy generic paragraphs from another 
covering letter – the employer will spot this. You 
need to tailor it to the role you are applying for as 
much as possible.

Remember to begin by telling them why you are 
ZULWLQJ�WR�WKHP�±�DQG�LQFOXGH�WKH�VSHFL¿F�UROH�\RX�
are applying for if there is one.

<RX�VKRXOG�DOVR�H[SODLQ�ZKDW�LQWHUHVWV�\RX�DERXW�
WKH�MRE�DQG�WKH�FRPSDQ\���VKRZ�\RX�KDYH�GRQH�
your research.

3RLQW�RXW�\RXU�NH\�VNLOOV��H[SHULHQFH�DQG�RU�
TXDOL¿FDWLRQV�WKDW�DUH�UHOHYDQW�WR�WKDW�SDUWLFXODU�MRE��
([SDQG�RQ�WKH�SRLQWV�WKDW�\RX�KDYH�KLJKOLJKWHG�LQ�
your CV.

(QG�WKH�OHWWHU�LQ�D�SRVLWLYH�ZD\��H[SUHVVLQJ�
your willingness to discuss your application 
at interview.

Style of covering letter

Make sure the letter is typed and is in the same 
font and size as your CV

6WLFN�WR�RQH�SDJH�RI�$����LW�GRHVQ¶W�QHHG�WR�EH�WRR�
long – three or four paragraphs is acceptable.

$GGUHVV�LW�WR�D�QDPHG�SHUVRQ�LI�SRVVLEOH��LI�QRW��
use ‘Dear Sir/Madam’.

Make sure any names you have included are 
correct – including the name of the company you 
are applying to!

.HHS�WR�WKH�SRLQW�±�GRQ¶W�ZDIÀH�

Finish the letter with ‘Yours Faithfully’ if you don’t 
know the name of the person you have addressed 
it to, or ‘Yours Sincerely’ if you do and sign your 
name (type it if you are sending electronically).
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Application form

Companies may ask you to register yourself 
on their website and apply for their vacancy via 
DQ�RQOLQH�DSSOLFDWLRQ�IRUP��RWKHUV�PD\�KDYH�D�
SDSHU�IRUP�WKDW�WKH\�ZDQW�\RX�WR�¿OO�LQ�DQG�VHQG�
back to them. A lot of the information you put 
together for your CV – such as your education, 
VNLOOV�DQG�H[SHULHQFH�±�ZLOO�DOVR�EH�XVHIXO�IRU�\RXU�
application. Depending on the organisation, they 
PLJKW�DOVR�DVN�\RX�D�QXPEHU�RI�VSHFL¿F�TXHVWLRQV�
to demonstrate your suitability for the role, or ask 
\RX�WR�GR�WKLV�YLD�ZULWLQJ�D�SUR¿OH�RI�\RXUVHOI��,W¶V�
really important that for these sections you have 
read the job description carefully and can give 
H[DPSOHV�RI�KRZ�\RX�PDWFK�WKH�UHTXLUHPHQWV�WKH\�
are looking for.

When it comes to online forms, remember:

0DNH�VXUH�\RX�KDYH�¿OOHG�LQ�DOO�WKH�VHFWLRQV�EHIRUH�
clicking the ‘send button’.

0DQ\�RUJDQLVDWLRQV�¿OWHU�E\�JUDGHV��*&6(V�
RU�8&$6�SRLQWV��GXULQJ�WKH�¿UVW�VWDJH�RI�WKH�
application – make sure you meet the minimum 
UHTXLUHPHQWV��RWKHUZLVH�\RX�PLJKW�EH�ZDVWLQJ�\RXU�
WLPH�E\�¿OOLQJ�LQ�WKH�UHVW�RI�WKH�DSSOLFDWLRQ�

5HPHPEHU�QRW�DOO�VLWHV�ZLOO�KDYH�D�VSHOO�FKHFN�
IDFLOLW\���XVH�D�GLFWLRQDU\�LI�\RX¶UH�QRW�VXUH�

If you are having problems submitting your 
application, don’t just hope for the best. There 
is always a helpline number or email address to 
contact, this will ensure that your application is 
received properly and on time.

Competencies

Many employers now list the ‘competencies’ 
required for a role.  This means that they want 

applicants to show that they have the practical 
NQRZOHGJH��XQGHUVWDQGLQJ�RU�VNLOO�WR�GR�D�VSHFL¿F�
WKLQJ��<RX�ZLOO�QHHG�WR�JLYH�UHDO�H[DPSOHV�RI�KRZ�
you have demonstrated the required ‘competency’ 
– whether through a job or at home, school or a 
volunteering role.

Behaviours

Many application forms now ask you to 
GHPRQVWUDWH�VSHFL¿F�EHKDYLRXUV�UHOHYDQW�WR�D�
UROH��)RU�H[DPSOH�µWUHDWV�WHDP�PHPEHUV�DQG�
FXVWRPHUV�ZLWK�UHVSHFW¶��<RX�VKRXOG�JLYH�H[DPSOHV�
of situations when you have demonstrated the 
required behaviour.

remember to 
always give clear 
H[DPSOHV�RI�KRZ�
you meet a job’s 
requirements

Being employed and having a job has helped me become an independent person and has also 

allowed me to acquire life skills that are needed to become a fully functioning adult. I am also doing 

an apprenticeship in  social care which has allowed me to explore a range of options.  Being able to 

work has allowed me to become part of a community, therefore I have more of a social life.  As part of 

my job role, I have to speak in front of large audiences which made me nervous and anxious, but now 

I have done presentations more, this means I am now able to have my own say.  Kiah
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How can I make my CV 
and/or application stand 
out for the right reasons? 
Once an employer receives an application, they 
will immediately discard it if:

It fails to meet essential criteria or minimum 
educational standards

There is key information missing (e.g. name and 
phone number).

It is poorly presented or in any way unclear.

It includes spelling or grammatical errors.

It mentions the wrong company or the company 
name is spelt wrongly.

There is a lot of competition for vacancies 
– standing out from the crowd is therefore 
essential. Here are a few ways to do it:

If you are applying for a job that requires a 
VSHFL¿F�VNLOO��IRU�H[DPSOH��D�JDUGHQHU��PDNH�VXUH�
that you highlight this skill – you have to show 
that you are capable.

Use the job description for the vacancy. If you 
don’t have one, look at the company’s website or 
XVH�DQ\�EURFKXUHV�\RX�FDQ�¿QG��7KLV�ZLOO�KHOS�\RX�
to establish the kind of candidates that particular 
company is looking for.

Use words from the job advert and put these in 
your CV. This can also be included in your covering 
letter. This will prove that you have read the advert 
properly and paid attention to detail.
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:KDW�VKRXOG�,�H[SHFW�
from a job interview?
There are several types of interview and, 
depending on the role/organisation you are 
applying to, there might be multiple stages in 
the interview process. These are not designed 
to put you off – they exist so employers can 
¿QG�RXW�ZKLFK�FDQGLGDWHV�ZLOO�EH�WKH�EHVW�¿W�IRU�
the role/company.

Types of interview

Telephone/Skype interviews – These are quicker 
IRU�HPSOR\HUV�WR�VHW�XS�WKDQ�IDFH�WR�IDFH�LQWHUYLHZV�
DQG�DUH�RIWHQ�XVHG�DV�D�¿UVW�VWDJH��,I�\RX�WDNH�SDUW�
in this sort of interview, make sure you conduct 
the interview from a quiet place and that your 
equipment works and you have a signal. You 
do not want to miss or be late for your interview 
because of technical problems – you might not get 
another chance to impress.

Assessment Centres – These enable employers 
to assess your performance in a range of 
situations. Activities are usually timed, which allows 
employers to see how you work under pressure. 
7KH�DVVHVVPHQW�FHQWUH�PLJKW�FRPELQH�D�PL[�RI�
IDFH�WR�IDFH�LQWHUYLHZV��JURXS�DFWLYLWLHV�DQG�WHVWV�

Group interviews/exercises – Often included 
as part of an assessment centre day – you might 
¿QG�\RX�DUH�DVNHG�WR�WDNH�SDUW�LQ�DQ�DFWLYLW\�ZLWK�
other people who have applied for the same role. 
This form of interview will be used to assess your 
team working skills, and whether you stand out as 
VRPHRQH�WKDW�LV�D�JRRG�¿W�IRU�WKH�UROH��$OWKRXJK�WKH�
other people in the room are your competitors, it’s 
important to keep it professional and that you shine 
for the right reasons.

Informal interviews/chats – Some organisations 
like to meet candidates in a less formal setting 
¿UVW�VR�WKH\�FDQ�JDXJH�\RXU�SHUVRQDOLW\�DQG�ZRUN�
out whether you’re right for the job. The word 
‘informal’ can be a bit misleading – remember you 
still need to sell yourself in the best way possible. 
They might not have a structured list of questions 
prepared to ask you, but they will still be keen to 
see how you present yourself and talk about your 
VNLOOV�DQG�H[SHULHQFH�

Formal interviews ��7KH�PRVW�FRPPRQ�W\SH�RI�
LQWHUYLHZ�LV�D�VLW�GRZQ��IDFH�WR�IDFH�LQWHUYLHZ�
where you will be asked questions by usually one, 
two or three people from the organisation. They 
will often run through a list of questions, taking 
brief notes of what you say, and might ask some 
additional questions in response to your answers. 
This type of interview can typically last anywhere 
IURP�������PLQXWHV�
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Interview tests

Some employers may ask you to complete 
a test as another way of assessing your 
suitability for the role. These could take many 
different forms, but common ones include:

Aptitude tests – These allow employers to see 
how candidates perform on tasks or react to 
GLIIHUHQW�VLWXDWLRQV��7KH\�DUH�RIWHQ�FRPSXWHU�EDVHG�
(although sometimes done on paper) and are used 
to assess a range of things including numerical 
and verbal reasoning. If you know in advance that 
you have one of these as part of the interview 
process, try to get information on what kind. There 
are various free online practice tests you can take 
that could help you prepare and get used to taking 
the same sort of test.

Work based tests ±�,I�\RX�DUH�JRLQJ�IRU�DQ�RI¿FH�
MRE�WKH\�PD\�DVN�\RX�WR�FRPSOHWH�DQ�µLQ�WUD\�
H[HUFLVH¶��ZKLFK�ZLOO�DVVHVV�\RXU�DELOLW\�WR�SULRULWLVH�
and complete tasks. Alternatively, if you are going 
for a customer service or sales role, you might be 
DVNHG�WR�WDNH�SDUW�LQ�D�UROH�SOD\�H[HUFLVH�RU�HYHQ�
complete a trial shift. For an administration job you 
PD\�EH�DVNHG�WR�FRPSOHWH�DQ�,7�WHVW��IRU�H[DPSOH�
to assess your typing speed or ability to use certain 
computer programmes.

Personality tests – Some organisations like to 
FKHFN�ZKHWKHU�DQG�KRZ�\RXU�SHUVRQDOLW\�ZLOO�¿W�LQ�
with the company culture. There are several types 
RI�WHVW�EXW�PRVW�LQYROYH�¿OOLQJ�RXW�D�PXOWLSOH�FKRLFH�
questionnaire. There is never a right or wrong 
DQVZHU�WR�WKHVH�±�MXVW�UHOD[�DQG�WU\�WR�DQVZHU�WKH�
questions honestly.

Always check 
ZKDW�WR�H[SHFW�
in an interview 
or test
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Interview preparation
Before the interview

$OZD\V�FRQ¿UP�WKDW�\RX�ZLOO�EH�DWWHQGLQJ�E\�
phone, email (or in some cases letter)

Do your research on the Job/Apprenticeship
and company before hand

Practice your interview technique – get a friend 
or family member to help

Make a practice trip to the interview location so 
\RX�NQRZ�ZKHUH�\RX�DUH�JRLQJ�DQG�DSSUR[LPDWHO\�
how long it will take to get there. If you are 
travelling by public transport, remember to 
factor in time for delays!

Save a contact number in your phone, in case you 
are delayed and need to let the interviewer know.

Researching a company
In order to impress an employer you need to 
go out of your way to research the organisation 
before an interview – its purpose, its products, 
even its history.

This sounds like a huge task, but fortunately 
there are lots of resources you can turn to that 
will help you in your search. In your search for 
information this step by step guide might help:

STEP ONE
Call or send an email to people in your ‘network’ 
you think may be able to help. Perhaps a relative 

or friend knows someone who works for the 
organisation – you never know so it’s worth 

asking around.

STEP TWO
Search on the Internet – enter the company name 

into Google ( or a search engine of your 
choice) to see whether they have a website 

or LinkedIn/Twitter page.

STEP THREE
Look for the relevant pages on their website: 

‘About us’ ‘Our people’. ‘Careers’ or ‘Working with 
us’ sections might be particularly useful. 

The organisation might also have its Twitter 
feed or LinkedIn page – have a look to see if 

any information on there might be of use.

STEP FOUR 
<RX�ZDQW�WR�¿QG�RXW�ZKDW�WKH�FRPSDQ\�FXOWXUH�
is like – what is really important to them – so, if 

they have one, make sure you look at the ‘Mission 
statement’ or ‘Values’ page on their website. If 

they have a ‘News’ page this might also be helpful 
as it will give you an idea of the current issues that 

are relevant to the company.

STEP FIVE
Make a note of useful words and phrases that 

you come across in relation to the organisation, 
and think about how you can link these to 

your knowledge, skills, and attitude within your 
application or interview.

in order to 
impress you 
need to have 
done your 
research
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What to wear

As a rule you should always dress smartly for 
interviews. Your dress sense is clearly very 
personal and individual to you; however, 
these guidelines might help:

Go for a formal look, even if you think the job 
will not need you to dress that way or provides a 
uniform. Jeans, leggings or sportswear are not 
appropriate.

:HDU�FOHDQ��IUHVK�DQG�LURQHG�FORWKHV��PDNH�VXUH�
your shoes are smart and clean too – trainers or 
ÀLS�ÀRSV�DUHQ¶W�D�JRRG�RSWLRQ�

Clean hair, nails and breath is vital – remember, 
some jobs may mean that long nails and nail 
YDUQLVK�DUH�QRW�DOORZHG��IRU�H[DPSOH�QXUVH�
carer/caterer.

Whatever the fashion, please keep underwear 
XQGHU�FORWKHV��SOXQJLQJ�QHFNOLQHV��YLVLEOH�EUD�
VWUDSV�RU�YLVLEOH�ER[HUV�FDQ�JLYH�WKH�ZURQJ�
impression.

.HHS�PDNH�XS�DQG�MHZHOOHU\�DW�D�PLQLPXP�
(unfortunately some people are still negative 
about piercings so take them out).

During your interview

Arrive ten minutes early: Smile, and be polite to 
everyone. Remember to look people in the eye.

Speak clearly and always say ‘please’ and ‘thank 
you’. Never use rude, offensive or swear words. 
If a bad word pops out by mistake, apologise 
immediately.

Having the right attitude can make all the 
GLIIHUHQFH�EHWZHHQ�À\LQJ�DQG�ÀXQNLQJ�\RXU�
interview. Above all, employers are looking 
for candidates who show a willingness to learn 
and enthusiasm.

Don’t let nerves get the better of you: 
Everyone suffers from nerves in one form or 
another, but learning to keep them in check will 
really help when it comes to interviewing. Try and 
ensure you appear interested in what is said at all 
times. 5HPHPEHU�±�¿UVW�LPSUHVVLRQV�FRXQW�

MEN

2 piece suit – light grey to dark colours, shirt 
with collar and tie, proper shoes and socks.

Or smart dark plain trousers, plain sweater/
pullover or contrasting jacket and shirt with

collar and tie, shoes and socks.

You could substitute collar and tie for smart 
SODLQ�SROR�VKLUW�RU�VKRUW�VOHHYHG�VKLUW�

WOMEN

Skirt or trouser suit (any colour) with blouse/
shirt and proper shoes and tights (very high 

heels are a bad idea).

Or a plain, smart dress with proper shoes/
sandals and tights (if wearing a skirt)

Or skirt/trousers, sweater/pullover, shirt/
blouse and shoes.
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Be yourself 

Employers want to see the real you – but 
remember you’re there to be assessed on 
your suitability for a particular role, so it’s 
important to remain professional, polite and 
engaged at all times.

Employers are looking for people who not 
RQO\�KDYH�WKH�TXDOL¿FDWLRQV�WKH\�QHHG��EXW�
also strong personal skills, including an 
ability to communicate, positive attitude and 
a good work ethic. Companies are looking for 
VRPHRQH�ZKR�LV�WKH�µULJKW�¿W¶��ZLWK�SHUVRQDOLW\�
and motivation. Therefore, being able to show 
an employer that you have these skills will 
boost your chances of success.

When the interview is over thank the interviewer 
for their time and shake their hand. Leave them 
with an impression that will make them want to 
call you back!

Interview questions will vary according to 
organisation, but essentially all interviews 
DUH�GHVLJQHG�WR�¿QG�RXW�

Your suitability for the job or apprenticeship – 
VNLOOV��NQRZOHGJH��H[SHULHQFH��WKLV�FRXOG�EH�
YROXQWDU\�UDWKHU�WKDQ�SDLG�ZRUN�H[SHULHQFH�

Your enthusiasm for and interest in the 
company/role – including why you want this 
role and what you already know about the 
organisation.

:KHWKHU�\RX�ZLOO�¿W�LQ�ZLWK�WKH�UHVW�RI�WKH�WHDP�
and organisation.

Think about these questions in advance, using 
UHDO�OLIH�H[DPSOHV�WR�LOOXVWUDWH�\RXU�SRLQWV�

Tell me about yourself…?

This is a standard opening question used 
in many interviews. When you answer this 
question, think about the following:

Don’t be tempted to give a short response – use 
this time to introduce yourself to the employer in 
the best possible light.

Your response to this should be well rehearsed, 
FRQ¿GHQW�DQG�UHOHYDQW��'RQ¶W�UHHO�RII�\RXU�OLIH�
history – instead, focus on things that relate to the 
job you’re going for.

Include some impressive achievements – awards 
you have received, competitions won, leading a 
school club or society, volunteering activities or 
charity fundraising.

Talk about how enthusiastic you are about the 
job and the organisation – do your research 
beforehand so you know what to say.

What do you know about the company/
organisation?

Many employers want to test whether you have 
researched the company you are applying to. For 
those that have, it shows you are interested in the 
role and are someone that prepares for things. 
However, when you don’t, you look unprepared 
and like you might not really want the job.

Why do you want this job?

Your answer should reinforce why you are a good 
¿W�IRU�WKH�MRE�DQG�FRQYH\�\RXU�HQWKXVLDVP�IRU�WKH�
role. You should mention:

The good match between your skills and what the 
job requires – including what you will bring to the 
company.

Your interest in the organisation’s area of 
EXVLQHVV�SURGXFWV��IRU�H[DPSOH��LI�\RX�DUH�JRLQJ�
for a job at a shop where you are a regular 
customer – say so!

7KH�MRE�EHLQJ�DQ�H[FLWLQJ�FKDOOHQJH�IRU�\RX�

EH�\RXUVHOI��
employers 
want to see 
the real you
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What are your key skills/strengths?

Focus on what you know they are looking for, 
even if it has only been a small part of what you 
have done to date. Take another look at the job 
advert and download the job description from 
the company website, work through it carefully 
DQG�WKLQN�DERXW�KRZ�\RXU�H[SHULHQFH�DQG�VNLOOV�
meet the requirements.

What are your weaknesses?

Nobody is perfect and everyone can identify areas 
for improvement. However, when thinking about 
yours, make sure they are relevant to a 
SURIHVVLRQDO�FRQWH[W�

Don’t tell your interviewer that you watch too 
much TV or you’re bad at time – even though it 
relates to your spare time, this will create a bad 
impression of you that will be hard to shake off.

Think about areas that you know you need to 
develop, or that teachers/tutors or even your 
parents have singled out for improvement.

Remember to acknowledge that improving on 
your ‘weaknesses’ is important to you and, where 
possible, show how you are working to develop 
WKHP��)RU�H[DPSOH��\RX�PLJKW�EH�VRPHRQH�ZKR�
is shy, but you purposely make an effort to talk to 
people as you recognise this is an issue.

:KHUH�GR�\RX�VHH�\RXUVHOI�LQ�¿YH�\HDUV¶"

Your interviewer might want to know how the job 
RU�DSSUHQWLFHVKLS�\RX�DUH�JRLQJ�IRU�¿WV�LQ�ZLWK�
\RXU�ORQJ�WHUP�SODQV��,W¶V�RND\�LI�\RX�KDYHQ¶W�
ZRUNHG�RXW�WKH�QH[W����\HDUV�LQ�\RXU�KHDG�±�
very few people have. However, you should 
have a general idea about what your interests 
are, what kind of areas you would like to work in 
and even perhaps where you see yourself in the 
QH[W�IHZ�\HDUV�

Tell the interviewer how the job and how their 
RUJDQLVDWLRQ�¿WV�LQ�ZLWK�WKHVH�LGHDV�±�SHUKDSV�
the organisation offers lots of opportunities for 
training and development, which in time will help 
you progress.

Do you have any questions?

Most interviews will end with the interviewer 
asking you this. As a rule, it is good to ask your 
interviewers a question or two as it shows an 
interest. Here are some questions you might 
consider asking:

How many people are in the team I may be 
working in?

What’s the best thing about working here?

:KHQ�FDQ�,�H[SHFW�WR�KHDU�\RXU�GHFLVLRQ"

Remember:
Don’t ask the interviewer how they think the 
interview went. You won’t get immediate feedback 
DQG�LW�ZLOO�QRW�UHÀHFW�ZHOO�RQ�\RX��,QWHUYLHZHUV�ZLOO�
understand you being nervous but you will appear 
IDU�PRUH�FRQ¿GHQW�DQG�VHOI�DVVXUHG�LI�DW�WKH�HQG�
of the interview you shake their hand, thank them 
for seeing you and tell them you look forward to 
hearing from them.

focus on what 
you know 
they are 
looking for
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,�KDYHQ¶W�KHDUG�EDFN���
what do I do?
Waiting to hear whether an application has been 
VXFFHVVIXO�FDQ�EH�D�QHUYH�ZUDFNLQJ�H[SHULHQFH��,W�
can also be disappointing when you receive little or 
no feedback from an employer you’ve contacted. 
Feedback is important because it allows you to 
understand whether there are any improvements 
you can make in terms of your application or 
interview – ensuring that you can 
GR�WKH�ULJKW�WKLQJV�QH[W�WLPH�

Many employers will send an automated email 
FRQ¿UPLQJ�WKH\�KDYH�UHFHLYHG�\RXU�DSSOLFDWLRQ��
and some may also use this method to inform 
DSSOLFDQWV�LI�WKH\�KDYH�EHHQ�XQVXFFHVVIXO��
however, this is not always the case.

Most employers want to help you become 
more successful, but face too many 
applications and too little time. However, 
there are things you can do:

5HTXHVW�FRQ¿UPDWLRQ��:KHQ�VXEPLWWLQJ�DQ�
application form or CV, politely ask to be 
QRWL¿HG�RQFH�LW�KDV�EHHQ�UHFHLYHG��7KLV�ZLOO�
prevent unnecessary concern, and show that 
you’re enthusiastic about the opportunity.

,I�SRVVLEOH��WU\�DQG�¿QG�D�FRQWDFW�QDPH�WR�DGGUHVV�
\RXU�DSSOLFDWLRQ�WR���KDYLQJ�D�QDPH�ZLOO�PDNH�
IROORZLQJ�XS�\RXU�DSSOLFDWLRQ�HDVLHU�

If your application has not been successful, and it 
KDV�EHHQ�FRQ¿UPHG�WKDW�\RX�ZLOO�QRW�JR�IRUZDUG�WR�
interview: you may ask the reason why – however, 
it’s important to bear in mind that if the response is 
automated, you may not receive an answer. This 
is much easier when you have the name of the 
person to ask.

5HDG�WKH�VPDOO�SULQW���PRVW�DGYHUWLVHPHQWV�ZLOO�
include a closing date and guidance around when 
\RX�FDQ�H[SHFW�WR�KHDU�IURP�WKHP���ZKLFK�FDQ�
be anywhere between 2 weeks and a month in 
some cases). Make sure you don’t chase until the 
deadline has passed, or you will look too pushy, 
which can put prospective employers off.
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If you have not been successful after an 
interview or attending an assessment centre

If you have not been successful at interview or 
assessment, you should request feedback. This 
feedback will usually be given by someone who 
was involved in assessing you. Good feedback 
will focus on areas for improvement, not criticism, 
and is designed to help you do better at your 
QH[W�DWWHPSW��)HHGEDFN�FDQ�EH�GHOLYHUHG�LQ�D�
number of ways:

You may receive an automated email which 
lists the most common reasons why you 
were unsuccessful.

You may be offered an opportunity to receive 
telephone feedback, where your assessor or 
interviewer will discuss the reasons for their 
decision and advise you on what improvements 
you can make.

You may be provided with a feedback form, 
which the assessor completed following your 
interview or assessment. These forms often 
contain useful links to other sources of advice 
and information.

How to handle feedback

Try to be gracious when listening to feedback. 
Make sure you listen carefully and take on board 
any points being made. Say thank you and let 
them know how useful their time and pointers have 
been – it will encourage them to continue providing 
it to others who come after you.

:ULWH�GRZQ�WKH�IHHGEDFN�\RX�UHFHLYH���DQG�
use it when you apply and interview for 
other opportunities.

Unless asked, don’t provide the person you’re 
speaking to with feedback on how you thought the 
interview went.

7U\�QRW�WR�EH�GHIHQVLYH���VRPHWLPHV�LW¶V�WHPSWLQJ�
WR�¿JKW�EDFN��EXW�GRQ¶W��,W�PD\�PHDQ�\RX¶UH�
not considered for subsequent opportunities 
with them. Leave them with a positive lasting 
impression of you.

If you want more help or support

There are many free resources available aimed at 
improving your interview skills and performance. 
Here are just a few of them:

Websites such as Monster.co.uk and National 
Careers Service provide sections on interview tips.

YouTube contains a number of helpful videos and 
online tutorials giving general advice on interview 
‘Do’s and Don’ts.

Practice! Interviewing is a skill, and takes practice 
and repetition. The more you do, the better you 
become. So make sure you practice regularly. Ask 
a family member or friend to interview you or you 
could even organise an event at your school, or 
youth club, where you could interview each other 
and provide feedback.
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<RXU�¿UVW�MRE�
2QFH�\RX�JHW�\RXU�¿UVW�MRE��ZHOO�GRQH���\RXU�
hard work has paid off! However, you may still 
have questions about your hours, your pay and 
what to expect in terms of training and how an 
employer treats you.

Some of the basic advice is listed below, 
EXW�\RX�FDQ�¿QG�PRUH�GHWDLOHG�LQIRUPDWLRQ�DW�
www.adviceguide.org.uk/ and www.acas.org.uk

Your employment contract
All employees, regardless of the number of hours 
they work per week, are entitled to receive a 
written statement from their employer, within two 
months of starting work. The statement describes 
the main terms of the contract of employment.

The statement must give details about your job 
title, wages, hours of work, holiday entitlement, 
sick pay, pension schemes, notice period (how 
long either you or the employer must give before 
leaving or ending the job) as well as the grievance, 
dismissal and disciplinary procedure. If you do not 
receive this you are well within your rights to ask 
for this information.

Hours
You have a duty to work the number of hours per 
week that are stated in your contract – if your job is 
SDUW�WLPH��\RXU�HPSOR\HU�KDV�D�GXW\�WR�VKLIW�\RX�RQ�
for these hours. However, a number of employers 
ZLOO�DOVR�HPSOR\�SHRSOH�RQ�µ]HUR�KRXU�FRQWUDFWV¶��
particularly in jobs such as shop or restaurant 
work. It is not illegal for an employer to do this and 
FDQ�EH�EHQH¿FLDO�LI�\RX�ZDQW�\RXU�MRE�WR�¿W�DURXQG�
EHLQJ�D�FROOHJH�VWXGHQW��IRU�H[DPSOH��+RZHYHU��LW�
FDQ�DOVR�EH�GLI¿FXOW�DV�LWV�KDUGHU�WR�PDQDJH�\RXU�
WLPH�DQG�¿QDQFHV�±�DV�WKH�IHZHU�KRXUV�\RX�ZRUN��
the less you will be paid.

Workers don’t usually have to work more than 48 
hours per week on average, unless they choose 
WR��+RZHYHU��LQ�VRPH�IXOO�WLPH�MREV�\RX�PLJKW�EH�
H[SHFWHG�WR�ZRUN�PRUH�KRXUV�WKDQ�DUH�VWDWHG�
LQ�\RXU�FRQWUDFW��IXOO�WLPH�KRXUV�QRUPDOO\�UDQJH�
IURP�������KRXUV�SHU�ZHHN��EXW�QRW�EH�SDLG�IRU�
them. Generally, it should be your choice if you 
are prepared to do this – an employer should not 
H[SHFW�LW�RU�LQVLVW�RQ�LW�

,I�\RX�DUH�RYHU�VFKRRO�OHDYLQJ�DJH�DQG�XQGHU�����
the law says that you must not work more than 
eight hours a day, or more than 40 hours per week.
You must have 12 hours rest between each working 
day, and two rest days per working week. You are 
DOVR�HQWLWOHG�WR�D����PLQXWH�UHVW�EUHDN�ZKHQ�\RX�
work for longer than four and a half hours.

3D\��WD[��QDWLRQDO�LQVXUDQFH�DQG�EHQH¿WV
In the UK employers are legally obliged to pay 
you the National Minimum Wage if you are aged 
16 or over – information on the current rates 
can be found at 
ZZZ�JRY�XN�QDWLRQDO�PLQLPXP�ZDJH�UDWHV�

%HIRUH�DFFHSWLQJ�D�MRE�\RX�VKRXOG�¿QG�RXW�ZKDW�WKH�
pay is – remember that when you receive your pay 
cheque some of the money will have already been 
WDNHQ�RII�E\�WKH�*RYHUQPHQW�LQ�WD[�DQG�1DWLRQDO�
Insurance – so the money you actually receive in 
the bank will be less than the role was advertised 
for. For more information on the rates of these, visit 
ZZZ�KPUF�JRY�XN�UDWHV�WD[HV�QL�KWP�

The Citizens Advice website includes tools 
IRU�EXGJHWLQJ�WKDW�\RX�PD\�¿QG�XVHIXO�WR�
help you keep to your spending limits out of 
\RXU�¿UVW�SD\�FKHTXH��
To access it visit: www.adviceguide.org.uk

Remember: If you are in receipt of any 
*RYHUQPHQW�EHQH¿WV�VXFK�DV�KRXVLQJ�EHQH¿W�
or job seekers allowance you must inform the 
relevant organisations of your change in situation. 
If you don’t and you continue to receive these 
SD\PHQWV�WKHQ�\RX�PD\�EH�FRPPLWWLQJ�EHQH¿W�
IUDXG�ZKLFK�FDQ�OHDG�WR�D�¿QH�RU�LQ�VRPH�FDVHV�
a criminal conviction.
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Holidays

,I�\RX�DUH�XQGHU�VFKRRO�OHDYLQJ�DJH�\RX�DUH�QRW�
legally entitled to paid holiday from work. If you are 
RYHU�VFKRRO�OHDYLQJ�DJH��\RX�DUH�OHJDOO\�HQWLWOHG�
to paid holiday and are entitled to 5.6 weeks of 
paid holiday a year. To work out how many days’ 
holiday you can take a year, you need to multiply 
5.6 by the number of days you work in a week.

For example:
,I�\RX�ZRUN�D�¿YH�GD\�ZHHN��\RX�DUH�HQWLWOHG�WR�
���GD\V¶�SDLG�KROLGD\�D�\HDU�������[���

If you work 2.5 days a week, you are entitled to 
���GD\V¶�SDLG�KROLGD\�D�\HDU�������[������

Training

If you are aged 16 or 17 and have not yet achieved 
a certain standard of education or training, you are 
entitled to reasonable time off work for study or 
training. The time off should be paid at your normal 
hourly rate.

If you are aged 18 or over, you may be entitled to 
ask for time off for training (although the employer 
does not have to give it to you and, if they do give 
it to you, they don’t have to pay you for it). You 
have the right to ask for time off for training if:

You are employed

You work for an organisation with 250 or more 
employees.

You’ve been working for your employer for at least 
26 weeks when you make the request.

You can ask for time off to do any training which 
would help you be more effective at work, and 
improve the performance of the business you 
work for. The training can be training that leads to 
D�TXDOL¿FDWLRQ�RU�WKDW�KHOSV�\RX�GHYHORS�VNLOOV�DW�
work. There’s no time limit on the amount of time 
you can ask for. Some employers may encourage 
you to do training as part of your job or be 
impressed that you have shown enthusiasm for 
the role by asking to take time off for it.

once you get 
\RXU�¿UVW�MRE��
well done your 
hard work has 
paid off

One reason I enjoy my job is because 

I feel I’m making a positive contribution 

to the community.  Being a Young Person’s 

Champion allows me to share experiences 

about what it is like to work when you have 

a disability. With the right support most 

people with a disability can be productive 

employees.  Harry
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