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This Connexions service is managed by Careers South West Ltd. Our purpose is to help all of our customers engage in learning and work.

Careers South West
quality standard for information
advice and guidance services
approved by the matrix Accreditation Body

®

This Connexions service is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects 
all employees and volunteers to share this commitment.

This publication can be made available in large print, Braille, tape or in languages other than English. Please contact Careers South West Ltd 
on 01566 777672. 

This Connexions service is committed to improving its products and services. If you have any comments or complaints please contact the Head 
of Quality, Contracts and Adult Services at Careers South West Ltd, Tamar Business Park, Pennygillam Industrial Estate, Launceston, PL15 7ED. 

Jobseekers’ pack 
We hope this pack will help you get the job and training you want.

Contents:

Introduction 
Where to look for work or training
Job hunting checklist
Jobseeking diary
It’s not all about qualifications – matching your skills to the employer’s needs
Golden rules when writing a curriculum vitae (CV)
Writing a letter of application or covering letter
Writing speculative letters
Completing an application form
Congratulations – you’ve got an interview!

We also have a range of leaflets in our How to… series which you may find useful. Ask your 
PA (Personal Adviser) for a copy… 
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Introduction

So you want to get a job or training? Here are a few things to think about:

1. The importance of training and skills
Young people have told us the reasons they want to get a job are:

•• Money
•• Independence
•• Meeting new people
•• Getting new skills and qualifications
•• Taking control of their life

Whatever your reasons, remember your chances of getting a job with good pay and 
prospects now, and in the future, are better if you’ve got the right qualifications and skills or 
show that you’re keen to get trained.

When you apply for any job, ask what type of training you will get and tell the employer in 
your application form and in your interview that you’re keen to increase your skills.

2. You’ve got rights
If you’re 16 or 17 and not in full-time education or work, the Government has promised you 
a place on a training programme. Ask your PA what this means.

You are also legally entitled to paid time off from work to study or train for a qualification. 
You need to be 16 or 17 and have fewer than 5 GCSEs at grade A*- C or equivalent – ask 
your PA for more information.

3. The different types of training
Through work you could get a nationally recognised qualification called an NVQ (National 
Vocational Qualification). This can help you succeed in the work you’re doing, as well as 
proving to future employers that you know the skills for the job. They look good on your CV 
and application form.

Many young people get NVQs while they are Apprentices. There are different types of 
Apprenticeships, at different levels but all young people earn while they learn. Ask your PA 
about Apprenticeships or look at www.apprenticeships.org.uk.

If you don’t feel ready yet for work but don’t want to stay on in school or a further education 
college, then ask about e2e. This initiative gives you the practical help that’s tailored to 
you. You might need help in how you communicate with people, or with writing letters of 
application – e2e might suit you, so check it out.
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4. Employers want people who can:
•• Read, write and use numbers
•• Work in a team and on their own
•• Solve problems
•• Use computers
•• Explain what they mean and ask for help when they need it.

This jobseekers’ pack shows you how you can show an employer you’ve got these skills.

Remember that you can earn more money in the future with experience and 
qualifications.
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Where to look for work or training

Connexions is the best place for young people to look for work. We want to help you get 
the job and training you want - keep in contact with your local Connexions centre and visit 
our website www.connexions-cd.org.uk for the latest local job vacancies.

We can help you to:
•• look for work or training
•• understand the different training programmes
•• keep up to date with local job vacancies
•• review your job choice
•• improve your job hunting skills
•• contact other agencies who may also be able to help you.

We can also help with all the other issues affecting you. If you want to look for work but it’s 
difficult because of another problem (problems at home, problems with transport, or money) 
then talk to your PA as we can help sort it out.

You can help us by:
•• keeping in contact with us every two weeks in person, or by telephone
•• letting us know if you:

	 O	 change your mind
	 O	 start work, start a college course or sixth form, or move away
	 O	 need further help with things that affect your future.

Jobcentre Plus also has vacancies (for young people not just adults). 

Contact your local Jobcentre Plus at:
	 Barnstaple - 01271 395300
	 Bodmin - 01208 254200
	 Exeter - 01392 474700
	 Penzance - 01736 334400
	 Plymouth - 01752 616200
	 Torquay - 01803 356000
	 Truro - 01872 355000
or go to www.jobcentreplus.gov.uk

Look on the Internet for jobs. Use Connexions centres to find out about employers, and see 
if their websites show any job vacancies, or look at www.connexions-cd.org.uk and 
www.apprenticeships.org.uk. 
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Other job seeking websites include:
	 www.thisiswesternmorningnews.co.uk
	 www.monster.co.uk
	 www.fish4jobs.co.uk
	 www.hotrecruit.com
	 www.jobsite.co.uk
	 www.totaljobs.com
	 www.workthing.com
	 http://jobs.guardian.co.uk

Look in local papers – your PA can tell you where to find the jobs pages – some local 
employers only ever advertise this way. Also look in trade magazines such as The Caterer 
for vacancies in a particular work area.

Listen to local radio, they often have a daily job spot.

Try employment agencies, but remember that if you are 18 or under, you must talk to 
Connexions first before the agencies can offer you work. Connexions centres have a list 
of all the local employment agencies so just ask. You can also find a list of all agencies 
throughout the country at www.agencycentral.co.uk. 

Ask friends, family, and other contacts. Think of other people you may know who are in 
work or might know when employers might be recruiting.

Think about doing work trials or voluntary work. This can give you real experience to prove 
to employers what you can do. It’ll also give you further contacts. More experience will 
make you more employable. You never know, if you impress the boss enough they may 
consider keeping you on.

Write a letter to employers you are interested in working for to see if they have any vacancies. 
This is called a speculative letter. For more information, look at the ‘Writing a letter of 
application or covering letter’ section in this pack and our ‘How to write a speculative letter’ 
leaflet.

Ask your PA about training providers who offer local training opportunities.

For information on working for yourself,  
have a look at:
	 www.businesslink.gov.uk/southwest
	 www.princes-trust.org.uk
	 www.shell-livewire.org 

If you can’t find a job, talk to your PA – we  
can find other options open to you.

For more information, have a look at our 
‘How to find out about jobs’ leaflet.
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Job hunting checklist

Find out how prepared you are for job hunting by looking at this checklist.

If you answer no to any of these questions then these are the things you might want to work 
on or improve. Don’t panic if you’re not quite ready – that’s what Connexions is here for!

Yes/No

Do you know what types of job you are looking for?

Do you know what skills, abilities, and qualifications you need for the 
job you’re looking for?

Do you know what skills you have to offer? (Have a look at the 
section on ‘What I have to offer an employer’.)	

Do you have a list of your qualifications?	

Do you have a CV? (For help, look at the ‘Writing a CV’ section and 
our ‘How to write a CV’ leaflet.)	

Do you know which local employers might have vacancies or which 
employers you would like to work for? (For help, look at our ‘How to 
find out about jobs’ leaflet.)	

Have you contacted people who may write you a reference?	

Are you organised? (Use the jobseeking diary in this pack to keep 
records of all the jobs you apply for.)

Have you kept copies of letters and application forms you’ve sent to 
employers, matched with the job advert?	
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Jobseeking diary

Example 
You can record details of all your job applications, with dates of what you need to do. This is an example, but you can use the blank diary 
sheet on the following page.

Date of 
application

Job title Company Contact name and 
telephone number

Where was the 
vacancy found?

What’s happened/
needs to happen?

19.01.09 Sales assistant Brown Shoes Co Mr Brown
0222 445566

Connexions centre Talk to my PA on 
27.01.09 if I haven’t 
heard anything 
from Mr Brown.

19.01.09 Customer service 
adviser

Colours Bright 
Fabric Co

Mrs Reed
0222 112233

Western Morning 
News

Phone Mrs Reed 
to follow up on 
24.01.09 if I haven’t 
heard anything.

24.01.09 “ “ “ “ Offered interview 
on 26.01.09 at 
2pm.
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Jobseeking diary - blank
You can record details of all your job applications, with dates of what you need to do. Photocopy this blank sheet as many times as you 
need to.

Date of 
application

Job title Company Contact name and 
telephone number

Where was the 
vacancy found?

What’s happened/
needs to happen?
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It’s not all about qualifications – matching your skills to the employer’s needs

Try the exercise below and see how many skills/personal attributes you can match to what employers generally want in an employee. 
Think about what you’ve done in school, in your free time, and through any experience of work including part-time jobs. 
 

What I have to offer an employer

Skills employers are looking for Examples Examples of when you’ve used these skills

Working in a team Listening to and supporting others
Asking for advice
Identifying and completing tasks
Respectful
Friendly
Mature
Tactful

e.g. planning a school outing; working in a group science 
project; playing in a sports team

Working on your own Asking for help if you need it
Hard working
Responsible
Reliable
Trustworthy
Initiative
Approachable
Methodical
Capable
Productive
Confident
Competent

Solving problems Logical
Methodical
Perceptive
Motivated
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Using computers Using popular software packages
Using email, spreadsheets, databases
Typing

Using numbers Accuracy
Reading charts and timetables
Understanding spreadsheets
Placing orders
Costing projects

Communication – writing Reports
Letters
Typing
Summarising information
Giving messages

Communication – verbal Telephone skills
Giving instructions
Summarising information
Negotiating
Taking part in meetings
Greeting customers

Communication – listening Listening to instructions
Quick learner
Taking part in meetings
Taking messages

Managing time Efficient
Flexible
Meeting deadlines
Planning
Multi-tasking
Prioritising
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Punctuality Being on time
Reliable

Enthusiasm Motivated
Keen
Friendly
Encouraging

Willingness to learn Quick learner
Listening to instructions
Keen
Motivated

Administration skills Filing
Photocopying
Record keeping
Post duties
ICT
Taking messages

Practical skills Using equipment
Repairing
Building

Leadership Ambitious
Confident
Passionate
Driven
Take charge

Not every employer is looking for the same skills or qualities. Your CV or application form needs to match the requirements that have been 
stated on the job advert or personal specifications outlined in the application pack. By thinking about when you’ve used these skills, you 
will be able to give examples in an interview.
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CV – example 1

Catherine Louise Molton
123 Any Street
Exeter
EX1 3SR
Telephone: 01392 111222
Email: cath@isp.co.uk

Personal profile
I am a dynamic, responsible and motivated employee. I have recently achieved a National 
Diploma in Business Administration. For over three years I have been employed in a 
business administration role. Undertaking work experience in an estate agency has 
confirmed my desire to seek employment as an estate agent.

Administration skills. I can audio type, keep accurate records, deal with post, fax, email, 
file, answer telephone enquiries, and process invoices.

Organisational skills. I like to set challenging goals for myself to achieve high company 
targets. I manage my time well and always complete my work by the deadline.

Teamwork skills. I am good at problem solving and using my own initiative. I share my 
knowledge with other members of staff and support colleagues as needed.

Communication skills. I communicate with customers and colleagues in a confident 
manner. I am able to summarise information and produce written reports.

Education
Exeter College (September 2004-June 2007)
BTEC National Diploma in Business Administration – distinction 
BTEC First Diploma in Business Administration – merit 

West Exe Technology College, Exeter (September 1999-June 2004)
GCSEs in English literature (C), English language (C), Maths (C), Science (C), History (D), 
Food Technology (D), ICT (D). 

Work experience
Junior legal secretary, Simmons Ltd of Exeter, November 2004-present
I work every Saturday typing up court reports and filing confidential records.

Assistant negotiator, Staggs Estate Agents of Exeter, March 2005-June 2005
In this extended work experience placement, I learnt about how to value a property, 
communicate with customers, and office procedures in an estate agency.

Additional information
I like to kite surf. I play competitive hockey. I enjoy reading.

References
Mr Cole, Cole’s Motors, Albert Street, Exeter, EX4 6EN. Telephone: 01392 444555.
Mr Salter, West Exe Technology College, Hatherleigh Road, Exeter, EX2 9JU. Telephone: 
01392 660100.
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CV – example 2

James Nixon
3 Southdown Avenue
Dalton
DL50 3LH
Telephone: 01333 444333
Mobile: 07777 773333

Personal profile
I am a very enthusiastic person who gets on with everyone. I am keen to look for practical 
work and to ideally find a job in a warehouse or as a bricklayer. My strengths include being 
punctual and listening to and carrying out instructions. I am keen to start work as soon as 
possible.

I am physically fit and have a good head for heights. I can manage my time well. I am 
willing to learn and enjoy learning through practical work. I can work well as part of a team 
or on my own.

Education
e2e (January 2005-May2006)
City and Guilds Adult Numeracy Level 1
City and Guilds Adult Literacy Entry Level 3
ASDAN – Bronze Award

Peters High School, Dalton (September 2001-June 2005)
GCSEs Maths (G), Double Science (GG), Graphics (F), Welsh Board Certificate English 
(pass).

Work experience
February 2005-May 2006
During my time at e2e I spent one day a week on work experience at Somerfield. I was 
responsible for checking stock and stacking shelves, assisting customers, and using the till.

Ongoing
I help out with my uncle’s building business. This involves general labouring duties such 
as mixing mortar, choosing and using tools, and laying bricks. 

Additional information
In my spare time I enjoy using my computer to play computer games and also use MSN 
messenger to stay in contact with my friends.

References
Mr Brown, Peters High School, Dalton, DL40 1NJ.
Mrs D Brook, e2e – entry to employment, Dalton College, DL40 1HJ.
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CV – blank

Name: 
Address: 
Postcode: 
Telephone Number: 
Email:

Personal profile

Education

Work experience

Additional information

References

Summarise your main strengths, useful experience, and skills that would be valuable 
in the job you’re applying for.

Name of company, dates of jobs/work experience (most recent first), duties/skills 
used.

Include your interests, sports, team membership, and computer skills.

School/college with dates (most recent first)

Qualifications (show the main GCSEs first)

Names and addresses of two people you’ve asked to write a reference for you. A 
referee would generally be an adult who knows you well, such as a teacher, your tutor, 
an employer, or a family friend who has a professional job; it cannot be a relative.
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Writing a letter of application or covering letter

A letter of application or covering letter is something you write if you are applying for an 
advertised job. You should always send a covering letter with your CV. This can be when 
an employer specifically asks for a CV or when a job advert says “apply in writing”.

A covering letter is a chance for you to tell the employer:
•• what is special about you
•• what you have to offer
•• why you want the job
•• why you might be good at it.

Remember, you are writing to persuade someone that you deserve to be interviewed.

Do
•• Collect as much information as possible about the job you are applying for.
•• Collect together relevant information about yourself.
•• Select the right information to support your application.
•• Use the job description that you may have been sent by the employer to give  

		  examples from your recent experience. You can then show how you could match the  
		  job description.

•• Write a rough copy first.
•• Use white paper, type/write in black ink, and try to keep it to one page of A4.
•• Check the layout is clear.
•• Include the job reference number if you have one.
•• Be positive – sell yourself.
•• Check your spelling and ask someone else to read it through.
•• Sign the letter.
•• Enclose a copy of your CV if the job advert asks for one.
•• Keep a copy of the letter so if you’re asked to attend an interview you know what  

		  you’ve written.

Don’t
•• Use abbreviations.
•• Apologise for anything. 
•• Use negative statements, e.g. do not say “I haven’t any experience working in teams.”
•• Be long winded.

Remember
Dear Sir/Madam – end the letter Yours faithfully
Dear Mr/Mrs [name] – end the letter Yours sincerely
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 Blank application letter

[Insert date]

Ref number

Dear Sir/Madam

I am writing to apply for the position of [insert job title] advertised in [insert newspaper title 
or Connexions centre] on [insert date].

I am interested in this vacancy because [explain briefly why the job interests you].

I enclose my CV, showing details of my skills and experience. I can be available for an 
interview at any time. Please contact me on [insert contact number].

I look forward to hearing from you.

Yours faithfully

[Print your name here]

Enc.

Insert your address

Insert if known

Insert employer’s address

Your signature
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Writing speculative letters

It has been estimated that 75% of jobs are never advertised. One way of finding out about 
these jobs is to send a speculative letter with your CV to companies you would like to work for.

Things to remember when sending out a speculative letter:
•• You’re asking employers to consider you for any vacancies they may have now or in 	

		  the near future.
•• Target your speculative applications carefully.
•• Make a list of the types of employers you would like to work for from:

	 O	 Yellow Pages or www.yell.com
	 O	 Trade directories found in local libraries.
	 O	 Connexions centres and our website www.connexions-cd.org.uk
	 O	 Your Personal Adviser.
	 O	 Training providers.
	 O	 The Internet.
	 O	 Local newspapers.

•• Think about where you can travel to every day – don’t approach employers you can’t 	
		  get to easily.

•• Find out a little about the company to show that you have done some research. Check 	
		  out if the employer has a website and what it says about the company – this should 	
		  give you a good idea about the employer and what they do.

•• Keep the letter short but make sure you ‘sell’ yourself to the employer. Include:
	 O	 Why you are writing.
	 O	 What type of job you are interested in and what you have to offer.
	 O	 Tell them when you are available for an interview and the best way to contact you.

•• Try to find out the name of the person you are sending your letter to. However, if 	  
		  you don’t have a contact name, address your letter to “Head of Personnel” or 		
		  “Personnel Officer”.

•• Keep the letter clear (typed if possible) and check your spelling. Ask someone else to  
		  check it for you.

•• Telephone a week later to follow your letter up – this will show that you’re still keen.
•• Keep a record on your jobsearch diary sheet of who you’ve written to, when, and their  

		  response.
•• Send your CV with your speculative letter – but don’t repeat the information on your  

		  CV, just summarise it.
•• Don’t be put off if you get some refusals – keep trying.

For more information, have a look at our 
‘How to write a speculative letter’ leaflet.

Employers are interested in people with 
determination and a good attitude to work; 
a speculative letter is a good way of 
showing this.
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Example of a speculative letter

5 Broad Street
Torquay

TQ50 4NN

Personnel Officer
Lucky Stores
4 High Street
Dalton
DL50 4MM

1st July 2009

Dear Sir/Madam

I am writing to ask if you have any vacancies in your store at the moment or are likely to 
have any in the near future. I have recently left school and I am keen to find work in the 
retail industry as a sales assistant.

I am interested in this type of work as I enjoy helping and advising customers. I have 
experience of this through working in both a shop and as a hotel receptionist.

I enclose my CV showing details of my skills and experience. I can be available for an 
interview at any time.

I look forward to hearing from you.

Yours faithfully

James Nixon
James Nixon

Enc
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Completing an application form

Some employers may ask you to complete an application form before offering you an 
interview.

Here are some tips to improve the chances of your applications being read.

Preparation
•• Read the instructions carefully.
•• Photocopy the form if possible and practise on a rough copy first.

Filling it in
•• Use a black pen and write clearly and neatly. Keep the form clean and unfolded.
•• Follow the instructions exactly, for example, complete fully in block capitals if asked to 	

		  do so.
•• Answer all questions that apply to you, keeping your answers short and to the point.
•• Make sure you include any relevant experience and give examples where required.
•• Avoid short cuts like enclosing your CV and referring to it on the application form.
•• Some employers may want you to include a personal profile, try to tailor this to the job 	

		  you are applying for.
•• Try to avoid using words which might put an employer off, for example, sacked/		

		  dismissed.

If you have a disability
•• You may want to tell the employer in advance of any particular arrangements you 		

		  need for an interview.

And finally…
•• Check the form carefully, making sure all dates are correct, there are no spelling 		

		  mistakes, and that you have answered all the relevant questions.
•• Make sure you have stated clearly which job you are applying for.
•• Take a copy of your final completed version for your own records.
•• Use a large envelope so you don’t have to fold the form.
•• Make sure you send the form in by the closing date. If it arrives late, the employer may 	

		  not read it.
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Congratulations – you’ve got an interview!

An interview for a job or training opportunity can be nerve wracking but remember, you’ve 
already impressed the employer by your application form or CV.

You will usually have at least a few days’ notice, so make good use of that time and be 
prepared.

Do your ‘homework’
•• Re-read your application form.
•• Find out about the organisation you are applying to – what they do, how many 		

		  employees, etc. See if they have a website.
•• Make sure you know the name and job title of the person who will be interviewing you.
•• Make sure you know where the interview will be taking place – how will you get there 	

		  and how long will the journey take?
•• Try to learn as much about the job as possible before you go to the interview. Use the 	

		  knowledge you’ve gained about yourself and the company to show a ‘match’ between 	
		  you and what the employer needs.

•• Practise answering the sort of questions you may be asked – have a look at our 		
		  examples.

•• Prepare a few questions you might like to ask the employer – see our examples.
•• Get your interview clothes ready.
•• Get a good night’s sleep!

On the day
•• You might be nervous on the day; this is normal, try not to worry.
•• If you have done all of the above you are doing your best, so feel positive and go in 	

		  with a smile.

Make a good impression
•• Look smart, presentable and professional.
•• Be confident, believe in yourself but don’t be too ‘pushy’!
•• Arrive on time – if you are kept waiting, be patient. Any comments you make while 		

		  waiting in reception may be filtered back to your interviewer.
•• When you meet the interviewer, make sure you make good eye contact, smile, and 		

		  shake their hand if you are offered.
•• The number of people interviewing you may vary. In a panel interview respond to the 	

		  questioner but occasionally make eye contact with other members of the panel.
•• Try not to fidget, even if you are nervous, and don’t slouch.
•• If you don’t understand the question or couldn’t hear, ask the interviewer to repeat 		

		  what they’ve said.
•• Try to answer questions in complete sentences. Don’t just give one word answers and 	

		  try not to waffle on for ages.
•• When you leave, if they offer their hand then shake it, otherwise simply say “Thank 		

		  you for your time”, smile, and leave the room.
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Questions you may be asked by an employer
Here are a few examples to get you started. Also, have a look at our ‘How to prepare for an 
interview’ leaflet.

•• What do you know about this company and why do you want to work for us?
•• What makes you think you are suitable for the job?
•• What are your strengths?
•• What are your weaknesses?
•• What sort of work experience do you have?
•• What other relevant experience do you have?
•• What is your biggest achievement?
•• If you were asked to perform several tasks at once, how would you deal with this?
•• Can you talk me through a time when you had to deal with a difficult customer or 		

		  colleague?
•• Can you think of an instance where you had to work as part of a team?
•• What do you like to do in your spare time?
•• Can you give me an example of when you’ve solved a problem?
•• How do you manage your time?
•• What motivates you?
•• How do you feel about wearing a tie/uniform?
•• Are you willing to undertake training?

Questions you can ask
•• What exactly will I be doing?
•• What hours will I be working?
•• Will I have a supervisor or someone to ask for help when I need it?
•• Will there be training? When will this begin and where will it take place?
•• Are there other young people working in the company?
•• If you take me on, what are the opportunities for promotion?
•• How often does the pay get reviewed?
•• When will I hear whether I have been successful, and how?

For more information, have a look at our 
‘How to prepare for an interview’ leaflet.
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