C.V. & INTERVIEW PREPARATION COURSE
IMPORTANT: A Note about copyright
Please be aware that copyright law protects these slides/notes and the accompanying delegate
manual. This means that it is completely forbidden to photocopy or reproduce any of this pack,
without prior written permission from the copyright owner. Offenders will be pursued via a
Court of Law.
No part of this pack may be reproduced, stored in a retrieval system, or transmitted in any
form, or by any means electronic, mechanical, photocopying, recording or otherwise without
the prior written permission of the copyright owner. Prior written permission is assumed for
those who legitimately purchase this product from ABC Training Solutions Ltd. or one of its
approved re-sellers.

COURSE OVERVIEW - Page 1
No of Delegates: 12 (maximum)
Timings: Course is based on a 9.30 a.m. – 5.00 p.m. day, with a 15 minute break in the morning,
45 minutes for lunch and a 15 minute break in the afternoon.
Trainers will need to:
• Add own behavioural examples to emphasise the learning and to help ‘bring it to life’
• Review and recap the material covered at intervals
Resources Required:
• Delegate manuals (supplied)
• Pencils
• Name Tent cards (A4 sheet of paper folded lengthways twice)
• Computer with connection to Powerpoint projector and loaded with slides
• Flip chart with supply of flipchart paper
• Flipchart markers – different colours
• Blu tack (or low tack paper tape for painted walls) to hang any completed flip charts
• Spare Paper
• Copies of :
− Course Evaluation Form (not supplied)
− Sample c.v’s for layout ideas (5 samples are supplied at the back of the delegate
manual; Trainer could add additional ones)

© Bryan Edwards 2012

1

WELCOME delegates and INTRODUCE yourself with some background.
INTRODUCE course by explaining:
• The course is in two parts:
 Understanding the strategy, content and design of the curriculum vitae
 Preparing for the recruitment interview: the strategy of the interview, the
preparation and attending the interview, ensuring that we have maximised the
opportunity to prepare effectively and so that the interviewer sees us in the ‘best
possible light’
• The result of covering the content today may produce ‘work in progress’ particularly around
the development of C.V. s, because they may need to be adapted and improved as a result of
the feedback received
If relevant, FEED IN your experiences of being made redundant and/ or looking for
employment and what it felt like for you.

REFER delegates to page 48 in delegate manual: Personal Pledge Form as a tool to capture any
action planning both during and after the course.
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SHOW above slide and introduce the section.
EXPLAIN that we will take a look at the curriculum vitae or C.V. In summary:
• Why do we have one?
• What does it look like?
• What makes a C.V. stand out?
• What items should be in there?
• How long should it be?
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REVIEW above slide and GAUGE replies.
POINT OUT that this is the average time spent by an interviewer screening C.V. s – that’s
about as long as you have to make an impression with your ‘personal advertisement’. So it’s
got to look good. Remember: ‘You never get a second chance to make a first impression’.
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REVIEW above slide, referring to page 9: Visual Appeal in delegate manual to capture notes.
POINT OUT:
• Good quality A4 paper. Copier paper is 80g/metre squared
•Conservative shades create the best effect e.g. parchment yellow, blue, grey, pastels
• For sales and marketing jobs, a more vibrant colour may be appropriate to stand out more
• Use a good quality printer. Cheap dot matrix printers can deaden impact. Think of any
friends or colleagues who could help you. Alternatively, print off at your local photocopier
shop
• Use wide margins. Employers like space to make notes on the side of your C.V.
• A good guide is to use a maximum of 2 sheets of A4 paper or 3 only if you’ve had lots of jobs
spanning a wide period of time. Any more could indicate too much detail.
• Remember the C.V. is your ‘shop window’ to get the interview, not to replace it
• Placing your name and phone number on the bottom of each page makes it easy for the
interviewer and keeps your name in their eye line for impact and recall
Also MENTION that Arial and Tahoma type faces give a professional feel with around a
minimum of 11 point size.
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REVIEW above slide.
POINT OUT:
• Compare the summary profile with newspaper article headlines. It entices you to read
further
• For those with a limited career background, future aspirations may also be included
REVIEW examples of Summary profiles on pages 13-14 of delegate manual.

Designing your Summary Profile
REFER delegates to Exercise: Designing your summary profile on page 15 of delegate manual.
ASK delegates to complete exercise (from scratch or to review their existing Summary Profile
from their C.V. they brought along), review with a colleague and then REVIEW as total group,
using trigger questions to include:
• How easy was it to complete the exercise?
• What did you learn from the exercise?
• What do you need to do as a result of the exercise?
POINT OUT that:
• This is ‘work in motion’
• It can be a good idea to write your summary profile, then go back to it a few hours later and
re-read/revise
• Also share with colleague and friends for their thoughts
• Remember to ask them to play ‘hard-nosed prospective employers’ when critiquing your
work
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Q. What are interviewers trying to do?
A. Get the right fit - matching the individual to the job and company
REVEAL above slide and refer to page 24: Getting the Right Fit in the delegate manual.
POINT OUT:
1. Skill
• Has the candidate got the best level of knowledge, skill and experience to fit what we are
looking for?
• What is the gap?
• How much effort do I need to devote to get them performing effectively?
• How quickly will it be to become fully efficient in the role?
2. Will
• What is the motivation level of the candidate?
• How hungry are they for this position?
• How interested do they appear to be in the job that is on offer?
• What is the likelihood that they will stay for a reasonable length of time?
• How ambitious are they?
3. Fit the Bill means a number of things:
• Culture fit. Consider the environment you’ve come from e.g. fast paced, slow paced;
management structures – were they formal or informal?; were the management assertive or
aggressive?; Will the interview candidate fit in?; How long will it take him/ her to adapt?
What evidence exists that they are adaptable?
• How will you fit into the team? e.g. level of banter and sarcasm within the team; level of
team working required; personality types
ASK delegates to comment on their existing/ last organisation in terms of culture and what
that would mean in terms of the type of people who worked there.
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REVIEW above slide to show delegates the methodical process interviewers may go through
to fill their vacancy.
POINT OUT:
• The person specification is a ‘shopping list’ of what they want in the successful person –
knowledge, skills, qualifications, qualities, experience, achievements. We’ll introduce you to a
shopping list to do some work on later today
• Reviewing C.V./ application form will establish your experience level and suitability.
Interviewers may be interested in:
 Anomalies such as date gaps for which they may want to probe
 Number of jobs you’ve had over what period
 If you have ‘flitted’ from one job to another (particularly if in different fields)
 Vague statements about what you were doing
 Quality of completion e.g. Spelling errors; poor grammar
 Areas for probing if they interview you
 Inconsistencies
• Creating a question plan of areas they will ask about across all candidates, and any specific
questions they might particularly ask you
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SHOW above slide, introducing the areas you will explore in this section:
• Key tips on preparing for interviews
• Understanding more of your strengths and development areas
• Knowing more about the style of questions you might be asked
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REVIEW above slide.
REFER delegates to page 26: Preparing for Interviews in delegate manual to capture notes.
POINT OUT:
Find out as much as you can about the organisation by:
• Checking out their web site. Also try any industry body web sites
• Phoning the organisation and asking them to send you any literature over and above what is
on the website e.g. a product catalogue; a copy of the Staff Newsletter; recent press releases;
the organisation’s annual report
• Looking up the organisation in library business information reference books. It can been
seen as a ‘little old hat’ however can be a useful source
• Research the organisation on Google or Yahoo
• Obtain/ Look up some trade magazines for references to the organisation
• Ask your friends if they know anyone who works, or has worked, for the organisation. What
was it like?; What was the culture?; What was the management style?; How well did they look
after the staff?
• Write out some key facts about the organisation to memorise. You don’t need too many –at
least it shows that you have done some research. Key facts could include:
 Sales turnover,
 Profit
 Product areas
 Key clients
 Competitors
 Innovations in products/ services
 Name of Managing Director
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REVIEW above slide.
POINT OUT:
• Plan what you’ll wear right down to the question: “Does my outfit need a dry clean?”
• The Guardian (Aug 2009) published results of a survey of 500 bosses around recruitment
interviews:
 37% of bosses cited appearance as a major factor in the decision to hire
 The wearing of a tie and jacket is important for males (50%)
 99% of bosses are not impressed by dangly jewellery
 95% having a negative attitude to females with low necklines or no tights
• The message for any job interview appears to be ‘play safe’ and be cautious with attire. At
least a smart, professional appearance indicates is careful preparation by the interviewee
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2. Superior Service Provider questionnaire
REFER delegates to pages 30-31 in delegate manual: Superior Service Provider Questionnaire.
EXPLAIN that this exercise is about their service skills to others.
EMPHASISE that when completing, honesty is the key. It’s not how you’d like to be, it’s how you
actually are.
REVIEW in a similar way to the Ideal Person Checklist.

3. (Optional) How Good a Team Leader/Manager Are You questionnaire
REFER delegates to page 32 in delegate manual: How Good a Team Leader/ Manager are You
Questionnaire.
EXPLAIN that this exercise is about how they supervise and lead people in a team.
EMPHASISE that when completing, honesty is the key.
REVIEW in a similar way to the Ideal Person Checklist.
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REVIEW above slide.
POINT OUT:
• When being picked up by the Interviewer:
 Stand up as they are approaching
 Smile
 Eye contact
 Firm (but not knuckle duster) handshake
 Positive greeting
• On the way to the Interview Room, initiate small talk:
 “This is an impressive building”
 “How many people work here?”
 “Your Receptionist seems friendly”
• All of this shows interest and rapport building skills, which are an essential part of most jobs.
However, beware not to overdo it and become ‘too friendly’
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SHOW slide and EXPLAIN that we will cover an aspect of communication that is important to
get right at interview – body language, both what we ‘give out’ and also being aware of the
interviewer’s body language.
Q. What is body language?
A. Everything we use to convey a message that is not the words themselves – use of hands,
posture, facial expressions, position of body, etc.
POINT OUT:
• Our body language does not always match the intent of the message
• When we are trying to get a message across , we might ‘feel’ something – we may feel
embarrassed, nervous, annoyed. This can leak through our body language
• The words might be saying one thing, but our body doesn’t convey the true meaning
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