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Fxtemail B A&

http://learnenglishteens.britishcouncil.org/skills/writing-skills-practice/more-formal-email

Subject: English courses

Dear Ms Black,

(I am writing in response to the advertisement | saw for your
English school in ‘World Teens Today’ magazine. | am
interested in doing one of your courses and | would be
grateful if you could provide some further information.

IFifstly) it says in the advertisement that the courses are two
weeks long. Would it be possible to do a three-week

course? | would also like to know how much your courses cost
exactly.

Secondly, your advert mentions accommodation with host
families. Could you tell me if | would be staying on my own
with the host family or if there would be other students
staying there as well?

Finally, | have a question about the social programme. Would
you mind sending me more details about this? | am very keen
on sport and | would like to know if there are any sports
activities included in the social programme.

I look forward to hearing from you.

Lili Song

Top Tips for writing

1. If you know the name of the person you're writing to, use Mr for a man
and Ms for a woman.

2. Start by saying why you are writing or what you are responding to.
3. Use indirect questions such as I would be grateful if you could .. to ask
for information politely.

4. Use words ike Firstly, Secondly and Finalito order your points.

5. Use this standard phrase to finish a formal letter or email,

H title + 4
Dear Sir/Madam, Mr. Mrs. Prof. Dr.
To Whom It May Concern

Yours sincerely, Yours faithfully

H I, we, he



FEIET email FE 4~

ittp://learnenglishteens.britishcouncil.org/skills/writing-skills-practice/informal-email

e e ~ || Top Tips for writing

Subject: Re: Coming to Glasgow
Hi Chris, 1. Use formulaic expressions to start and finish your email.

| Thanks For vour email. 1&'s great to hear from you. ! can't wait to come and 2 " Use T'd prefgp’ + mﬁn]ijg'ro say Wthh op’ﬂon YOU wam'fo dO.

wisie!

S0, about Friday ... !'d love &0 see your friend’s band! What kind of music do 3 USC Informa‘ WOI"dS OI'Id expresswns‘
they play? Utm thinking of starting tny own band so it'll be good to tmeet

your friends and ask them about it. 4. Respond to your friend's email in a friendly, chatty style.
On Saturday, 'd prefer to go on the boat trip on the river. 'm not really a ‘

football Fan to be honest. The boat trip sounds much more chilled out!

| . - . | -
'S0, you're learning ltalian? 'm impressed! (UIRGNEORIENG0E) try and find an 6. Don't forget to respond to all the points in your friend's email.
ftalian &o practise speaking with? If vou find someone wheo's learning English,
you could do a fanguage exchange. (t's the best way to learn. ﬁ
to read some books in Italian as well.

| You asked about my skateboard. !t <orry but ! can’t bring it with me to
Scotland. !'ve got Joads of stuff and jt's too big to At in my suitcase.

P'm ceally looking forward o sesing yout Hi, Dear all, Hello, Dear + first name

Fest wishes,

Sira

Best Wishes, Warm Regards, Lots of Love
Chilled out!

Loads of stuff H you

L5



Curriculum Vitae

* A short document that describes your education, work experience,
etc. (Latin, course of (one’s) life)

[ Create a unique CV for every job you apply for. }

Every CV you send to a potential employee should be tailored to that
role so don't be lazy and hope that a general CV will work because it
_won't. )

Tk kR - The Guardian
(https://www.theguardian.com/culture-professionals-network/culture-professionals-blog/2012/mar/15/cv-tips-first-arts-job)



CV Format

Your CV should be two pages of A4 paper (use A4 envelop to post, PDF online).
A good CV is clear, concise and makes every point necessary.

CV hotspot — the upper middle area of the first page (important information)
Headings should be bold so that they stand out.

Use line spaces and bullet points.

The body of your CV should be between 10 and 12 point font, and your headings
between 14 and 18 points.

Keep your page margins around 2.5cm

The font should be consistent throughout: Use a standard font : Arial, Calibri,
Georgia, Tahoma or Verdan. One font style is enough.



What should a CV Include?

* Contact details

* Education and Qualifications
* Work Experience

* Skills and achievements

* Interests and Activities

* References



What should a CV Include?

* Contact details
Your name at the top in bold, address, an email address and telephone.
* Education and Qualifications
The name of the institution and the dates
Organise your education in reverse chronological order.
Your most impressive and recent achievements first.
* Work Experience
The name of the organisation, your job titles and dates
Describe your duties, your achievements
To make your most relevant experience stand out. (i3 1 T 5% B F

¢ 1 TR )

. Addltlonal Work Experience



K S k | | What are the top transferable skills?
ey I S Here are 10 examples of the most sought-after transferable skills:

1. Teamwork
i ] 2. Leadership
Communication 3. Planning
4. Time-management
Teamwork 5. Delegation
6. Computer
Organisation and time management 7. Written communication
] 8. Verbal communication
Problem SOIVIng 9. Analytics https://www.cv-library.ie/career-
. . 10. Research advice/cv/top-transferable-skills-include-cv/
Motivation ., .
Leadership

Creativity, flexibility and openness to change
Confidence /assertiveness
Interpersonal, intercultural and global awareness

Information and IT literacy


https://www.cv-library.ie/career-advice/cv/top-transferable-skills-include-cv/

Commercial awareness

Enthusiasm to make
. things happen and to Foreign
learning e~ ACCePting §dm qodls Self Reliance Editing/ ,a@'tg&
skills as required  Respansibility Summarising

Reporting

Lateral thinking Working on your own
Numeracy Initiative Writing Telephone skills
Collecting ; - Presenting
data Professnlonahsm Communicating Speaking
managing your Listening Skills
Classifyi learning/performance
o kol i Team. | PO Gringacsing
entiying patahandling| problem SKILLS MAP i constructive criticism
evaluating options o Solving 5 : working Supporting others
YNNG anisin
Summarising data rglannin: - Presenting a positive
IT Skills Investigating/ N personal image
Prioritising mn:;":mt making Motivating others
Working to . Delegating Being assertive
deadiines ~ Responding flexibly . Setting Persuading &
and positively to . YEVE 3 . iy
changing siuations planning objectives influencing  Negotiating

©® Copyright of the University of Kent. Please emall Bruce Woadood bwikent.ac.uk if you have suggestions for improvements,
www.kentac.uk careers

ok kR - Skills Map https://www.kent.ac.uk/careers/sk/skillsmap.htm



Interests and Activities

Interests can provide a more rounded picture of you.
Provide short descriptions of different leisure interests (use bullets).

Don't include passive interests like watching TV, reading, listening to music, playing
computer game? etc.

Solitary hobbies can be perceived as lacking in people skills.

Make yourself sound really interesting. _ _
Examples of good interests and hobbies

* Endurance sports

* Team sports

* Art

* Volunteer works

* Travel

* Blogging / video production

* Foreign languages

* Gaming (problem solving and remote collaboration ability)
* Music

* Club membership



€@ When to include interests and/or hobbies:
e Your hobbies and interests relate to the company and/or position
e Including a hobby allows you to showcase skills relevant to the role
* The organization prompts you to include this information
* Your education and work experience don't fill a one-page resume

* You know the company values personalized applications

© Don'tlist hobbies or interests if:

* Your hobby or interest hints at antisocial or alienating behavior

* Participation in the hobby may be considered dangerous or violent

* You know the hobby or interest conflicts with a company’s culture or values
* Your hobby or interest may be seen as inappropriate or discriminatory

e Listing a hobby or interest divulges personal information such as political or
religious affiliations

ER}CE: Resumegenius https://resumegenius.com/



References

* Include the referee’s name, relationship to you and full contact details
on your CV.

* Try to include one academic referee (such as a teacher or tutor) and
one work related.

* Choose someone who can comment on your attitude and personality,
known as a character reference.



Adness: 123 Airyside View, Shwlfiald, 510 167
Email. rerioncnProin an
Tel: 0114 113 4557
Academic qualifications

Wiblusei Zochogy a th Usiversity of Sheffield, Sep H114 - present

#  Awwiagling b 1" dids digies cualfaation b ot tikei o lai.

#  Fourth vead Pessarch project and dhaematios h e Evelutioniary and Ecslogical Emomology Rid afch
G wparvtied By D Nail Schubs, et igating te egect of insect ant-sicrobll pestides o
Bacterial rctation rabes. Trainlig b= releaich kilh indeding sdestifie wildng, welting Pondlng
application and advasond staticl ssakab.

#  Thied yeie iesearch project "The elTect of gesder and copolatien on e kvl of imimune foganie in
the mealwiis beeth Tenebrio moltor”. Supsrdscs Professor Rasmilin Kida, Project mark 75,

#  Third yeir Sssertation “Wachasisms gesstatieg gender blid & the pasidlism of veflsbiate”.
Sugesrwtund De L Morgan. Dhidenatis mark T2

Saint Manir, Glovtesen, Sept 2008 - June 2013

#  A-Liwel Blokegy |A), Paycholegy (8], Geography [B), and Geneal Studies (B
# AL lovel Chainititry (A)
& IDGCSED raches A° - B ecluding Mathesalic, Schises and English

Unversity of ShelMeld Evelutisnary and Ecologleal Emomology Reseandh Group, June - Sept Bi17

Bwarched @ Wellcome Trut undesgrelale readch summes shadentship jointly soperstiad by Dr Susan
‘Willis and Profesor Ramvilis Kali leveatigated temporal varfation asd specifidty s the peaduction of
anit-microbial pgtkbes folowing an ene dhallsngs s ifdects. Comtinued o be ireobmed in this project
el wdll e o-iisthed o a publization cuirestly s phepadaties.

Unhversity of Sheffield Ecoteoology Research Group, lune - Sept Bl6

Surninei Research Asbtanl supefddsed by Professor Chadlotte Mivers Werking on a long i fludy
jointly Fended by the Highwiyd Agessy and he Esvironmies! Agency imvestigating the impes of
comtaminated partculate mitter dischanped from carvlageeiy suisses ueon necebdsy surleos wilirs
lvedved detting wg 1n ity Blosday and dedissent bedcity bmls 1o aseess the ecological dgsificance of
stliseril contamisants, collection and somtieyg of Thebwter imenebrae samphes, and preparation of
sl dapli for chamical analyib.

Laberatory Wark

#  Bacteilal cdvring Edudieg teile techilgess and making of misda for bicterla culuns.

#  Parforming imeose chillesgin on imects and immune nespesds sy cdudisg: mesuing the
wicapriclation feigine, 2o of bactedal hibitios pes, and Malgightan tubule fuscation asuy.

#  nsect dhdection,

#  Moipholeglcal measoremests of linects,

#  Malntsnasos of insect cullunes.

o My founth year project will also give me the opportunity 1o lesrn meee practical technigues such as
reetation tate says.

¢ Collection and preparation of sedmernt semples for chemical anadysls.

*  Measuring and recceding of fiver properties including Sow retes, sediment lod, oH, axrygens content,
and tevgeratuce.

¢ The e of surber samplers to analyse benthic stream organisms,

¢ Setting up and moniorng of in 1ty feeding sdsays with fresh water vvertebrates & o short-term
scbilethal lemonitor of water quality.

*  Arsnge of practical work with the Shefeld Usiverdty Conservation volunteers induding plant sceveys,
habitet mansgement and helping 1o set up education programs.

o Ve Ohair of the University of Sheffield Conservation Volostoers, Sept 2017 -~ present
Responsbilties ciude organising practicel conservation tasks with groups such e Yorkabire Wildife
Trust, The Peak District Rargers and communily peojects soch o FarmYard,

¢ Stedent Representative, Usiversity of Sheffield, Nov 2016 ~ presest. Attend department open days,
Rukding prospective tudents arcend the Usiversity and answering perents’ questions. Assisting with
Interviews for prospective students, coordinating departmentsl introdections eed  ensuring
individuals atterd interview on time.

o determittent bar work for Whitbread Brewery, Oct 2015 « present. Workieg as part of & smal laen
In & busy bat, serving customers and deslisg with any compleints which sose,

¢ GAP year, Sept 2013 - Aug 2014
- Teaching English and Biology at Science College, Malaysia [six momths). Planning and tesching
lessond, designing extra tiion for individue students and ceganiing extra<urricular activities such
s mini spons and quls ints for up to 60 students.
- Deputy Manager at Reel Livieg, Gloucester [sie montha). Organising stafl rotes, sonitering stock,
balancing finances and managing daly cperations in the Manager's absence.

¢ Full British deiving fcence
¢ PADI sdvanced quelified scubs diver

Fourth Year Superviser.
Dr Neils Schulte Emal nsbalte@shelMieldac.uk Tel 0114 222 0000

Third Year Project and Wellcome Trust Summner Studentibip Supervisor:
Professor Ramviles Kale Email: chala@shefMield ac.uk Tel 0114 227 0000

Supervisor of Summer Work ia Ecotosdicology Research Group:
Professer Osarlotie Meyers Emall coneyers@shelMakdacuk Ted : 0114 222 0000

Addresa feor all of the above:
Department of Ardmal & Mant Schences, Usiversity of Sheffield, 10 2TN




Social Media Profile
(Your Digital Footprint)

* Professional profile online: LinkedIn, ‘Facebook for professionals’,
Twitter, Behance, Blog, Vlog, Google+

* Your CV and social media profiles are living documents so try to keep
them up-to-date.



Tailoring, Keywords and ATS

* It’s perfectly acceptable to keep a generic copy of your CV for your
own records, but if you’re applying for a job, it must be tailored to the
role. Not only will this show employers why you’re a match, but it will
help your application beat the ATS robots too.

e ATS — Applicant Tracking System (‘Resume Robot’)

You just have to remember that most ATS algorithms won’t read your CV if it
includes:
* Graphics or symbols of any kind, except for simple bullet points (like this one)
 Lots of different fonts (styles, sizes or colours).
e Tables (use tabs instead)

* delete photos to avoid discrimination based on age, race, sex, or hair colour



Keywords and ATS

e Key word search

* Target titles — use standard titles

e Concrete skills

* Specific, highly relevant achievements

e Optimising your keywords

* Try to make your qualifications relate to the specific job.

* Beat the ATS (Applicant Tracking System) robots (‘Resume
Robot’)

7 ’?1‘ https://www.cv-library.co.uk/career-advice/cv/six-ways-ensure-cv-beats-ats-
robots

/



Six ways to ensure your CV beats the ATS robots

{e Victoria McLean 1Sep 2019 (Vs <

The most dispiriting aspect of job-hunting for many people is the stream of standardised rejection
emails. These often appear arbitrary, as if no one has actually bothered reading your CV.

That's probably because they haven'.

In fact, Applicant Tracking Systems (ATS), or ‘Resume Robots' as they're disparagingly called, now
reject up to 75% of CVs before they even get to a human.

https://www.cv-library.co.uk/career-advice/cv/six-ways-ensure-cv-beats-ats-robots/



CV Mistakes

* Poor formatting

* Failing to tailor your application
* Spelling errors

* Lying

* Lack of evidence

* Not explaining ‘why’



Rating my CV

Does it have an immediate, positive visual impact?

Is the language clear, and free of spelling and grammatical errors?
Is the CV an appropriate length?

s it relevant to the particular job or course?

Does it highlight and provide evidence of your relevant skills?
Does it stress your achievements?

Does it emphasise what you have to offer?

Does it provide an insight into your personality?



The Top Ten Words to
Make a Good Impression
in your CV

Achievement
Active

Developed
Evidence
Experience
mpact

ndividual
nvolved

Planning
Transferable skills

The Top Ten Words to

Make a Poor Impression in
your CV

e Always

o Awful

e Bad

e Fault

e Hate

e Mistake
e Never

e Nothing
e Panic

e Problems



CV library https://www.cv-library.co.uk/career-advice/cv/how-to-write-a-cv-tips/
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https://www.cv-library.co.uk/career-advice/cv/how-to-
write-a-cv-tips/

@_'b@rg Search Jobs CV Builder Courses Job Alerts Career Advice Company A-Z

Keywords e.g. Sales Executive Location e.g. postcode or town Find jobs Q

Career Advice > CVs > How to write a CV: Tips and examples

@ Login B | Register = Recruiting?

Home  Getting Started CVs  Cover Letters Interviews Work Life  Career Development  Graduates Apprenticeships  COVID-19 Advice

How to write a CV: Tips and examples Related Recent

Q Contentteam 3Jan 2023 CVs <

To write a good CV you must first make sure you know what your goals are. You need to write your CV with a
specific job in mind. The right CV will get you an interview quickly, while a badly written CV may mean you won't

even get a rejection.




How to Write an Impressive
Cover Letter



What is a cover letter?

* A document sent alongside your CV when applying for jobs or
applications

* Cover letters should complement your CV but not duplicate it.

* Length of these documents: three to five paragraphs, not exceed one
A4 page



What should a Cover Letter Include?

* Address detail (Use the formal layout of a business letter.)

* Contact detail (Address to a named individual rather than 'Dear
Sir / Madam’).

* Short introduction (Explain what the letter is about).

* Why you are a good candidate.

* Why this job / study / research and why this employer / institution
* End with positive conclusion.

* Signature: Dear Mr. Walker - Yours sincerely; Dear Sir/Madam
- Yours faithfully
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How to write a cover letter?

* First paragraph — Why you are writing the letter.

e Second paragraph — Why you are suitable for the job, why you are
interested in working for the company, what you can offer the

organisation.

* Third paragraph — Highlight relevant experience and demonstrate
how your skills match the specific requirements of the job description.

 Last paragraph — Reiterate your interest in the role and indicate your
desire for a personal interview.



Tips for an effective cover letter

* Do your research.

* Tailor it to the job.

* Keep it professional and formal.

e [dentify your USPs — unique selling points (be positive).

* Provide real evidence or examples to show your skills and
experience.

* Write an email in the shape of a cover letter.

* Write to a named person or use general salutation : Dear
Sir/Madam, Dear Hiring manager, Dear Human resources
director



Tips for an effective cover letter

* Keep it short.

* Write in clear and concise English.

* Give evidence for all your claims.

* Be enthusiastic and interested.

* Try to limit the number of sentences beginning with ‘I’
* Don’t repeat your whole CV.

* Don’t list.

* Check your spelling and grammar.



tps://www.m

o.uk/cv



X + v - (=] X

& > C @& myperfectcv.couk/build-letter B =2« » 0 ° :
myperfectCV @ 5%
myperfectCV -

What's the title of the job that you're applying for?

( . DESIRED POSITION

Research Assistant

DESIRED COMPANY

Ace Technology




4

myperfectCV — 20%

Choose your top 3 skills for the Research
Assistant position

We'll apply these to your letter, or you can add your own later.

' Literature review + ' Experimental design + Data analysis + Data collection + ' Lab safety +

' Clinical research + ;" Lab operation + Show more v

Choose your top 3 strengths

Showing how you're unique helps you stand out from the competition.

Personal effectiveness + {: Self awareness + :) Agility +

Resilience + ' ' Communication + | | Negotiation + ' Show more v

myperfectCV

{: Ability to learn and grow +

Choose your top 3 strengths

Showing how you're unique helps you stand out from the competition.

<Self awareness \/) (Communication V) <Interpersonal. awareness \/)

+

ty +

e

nd gr

+

v+

Show more v

30%



myperfectCV — 0 :

How long have you been working? myperfectCV

Include relevant internships, voluntary work and unpaid jobs.

Less than one 1 2 3 B E] 6 7 8 9 10+

myperfectCV —

What's your most recent job title?

This is usually the first thing that employers will want to know. You thrive in dynamic

environments driven by
JOB TITLE innovation and creativity.

You're accustomed to leading
teams with empowering and
decisive task delegation.

How would you describe your working style?

We'll use this to personalize the tone of your letter.

You bring a resourceful
approach with a knack for
problem solving.

‘r tomer Service Representative

ORGANISED

You bring structure and focus to

streamline tasks.

PRACTICAL

You go above and beyond to
meet goals and ensure timely
tasks completion.

SERVICE ORIENTED

You excel in collaborative

situations and enjoy helping

others.

myperfectCV

Do you have a gap in employment that you'd
like to explain in your letter?

It's ok if you have. We'll help explain it.




:j Cover Letter - My Perfect CV X + v — (] pid

& C @& myperfectcv.co.uk/build-letter?docid=0dd93234-e0db-4931-95ce-043d3000ec2e & =& w *» 0O ° :

IRECTRIETTT
Recipient's first name Surmmame
Subject Company name
City, Postcode
Greeting “hone
Ema
Opener RE: Research Assistant, [Ref#], [Date]

| etter Body Dear [Ms. or Mr. Surname],

As an experienced [Previous Job Title], the posting for Research Assistant with [Target

B Download -

Call to Action Company] piqued my inferest. While reviewing the job requirements and your website, |
was excited to see that my qualifications and personal traifs are aligned with your B Print
Closer requirements and mission.

| bring a set of falents that | believe will be valuable to [Target Company]. In my [Previous &a Email
Job Title] role, | honed my abilities in literature review and [3kill 2], providing a solid
foundation for the Research Assistant position. My self awareness, people-centric nature

+ Add a section and eagemess 1o please have afforded me excellent communication skills. | am excited
o confribute my strengths and proficiency in interpersonal awareness towards your team

efforts. As an extroverted and personable communicator with a proven frack record in

[Skill 3], my focus on bullding strong professional relationships has been a valuable asset

throughout my career.

A Spell check ' '
Please review my CV for an in-depth view of my work history and accomplishments. Thank

you for your time and consideration.

Yours sincerely,

shu hua chou

TEMPLATE FORMATTING Normal w LETTER TYPE Service oriented

i ass L =CCcCoB AT R FAm 0



[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]

[Recipient's Position]

[Research Institution/Organization]
[Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| am writing to express my keen interest in the Research Assistant position at [Research
Institution/Organization], as advertised on [source of advertisement]. With a strong
academic background and a genuine passion for [your field of research], | am confident in
my ability to contribute to your ongoing research projects and make a meaningful impact on

your team.

| recently completed my [Degree] in [Field of Study] from [University Name], where |
acquired a solid foundation in research methodologies, data analysis, and critical thinking.
My coursework, which encompassed [relevant courses or specialized areas of study], has
equipped me with the necessary skills to navigate complex research tasks and contribute

effectively to various stages of the research process.

During my time as a Research Assistant at [Research Institution/Organization], | had the
opportunity to collaborate with a diverse team of researchers on [mention specific projects
or research areas]. This experience allowed me to develop strong data collection and
analysis skills, as well as the ability to interpret and present research findings effectively. | am
adept at using [statistical software/tools] and have experience in synthesizing large datasets

to extract meaningful insights.

In addition to my research experience, | possess excellent communication skills, both written
and verbal, which are vital for effectively conveying research findings to various audiences. |
am meticulous, detail-oriented, and proficient in organizing and managing complex research
data sets. Furthermore, my ability to work collaboratively in a team environment, coupled
with my strong problem-solving skills, enables me to contribute to the success of research

projects.

| am highly motivated to continue expanding my knowledge and skills in [your field of
research], and | am excited about the opportunity to contribute to the innovative research
being conducted at [Research Institution/Organization]. | am confident that my dedication,

attention to detail, and passion for research will make me a valuable asset to your team.

| would welcome the opportunity to discuss my qualifications and how | can contribute to
your research efforts in more detail. Thank you for considering my application. | have
attached my resume for your review, and | look forward to the possibility of an interview.

Sincerely,

[Your Namel ‘> Regenerate response



https://www.careers.manchester.ac.uk/applicationsinterviews/cv/
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MANCHESIER

@ Careers Service Search the site

Which career Jobs /experience ' Applications / interviews International Help / advice

Fvents CareerConnect

< careers senvice CV advice and support Get CV Ready | .
< Applications / You may need to use a CV to apply for jobs, internships, G p iy
interviews

placements, postgraduate study or even funding or other
opportuniites. The basic principles are always the same, If

Vv CV advice and you understand what the reader is looking for in your CV and
Za[prelt how it will be assessed then you stand a better chance of
success.

CV advice: students

Find out more about how to understand

CV advice: eraduates

https://www.careers.manchester.ac.uk/applicationsinterviews/cv/



Which career  Jobs/experience -Applications/interviews | International Help/advice Events CareerConnect

< s CVs for gifferent purposes and examples

Use these examples and tips to see how you can tailor your CV for the job you are applying for. Think about how

{ Applications / interviews
the different layouts, language and examples of experience given contribute to the overall effectiveness of the CV.

V . F
S B DT One page or resume style CV

CV advice: students There are some institutions e.g. Investment banks who may ask you to produce a one page CV. (Always check the
application instructions).

CV advice: graduates

» Be concise with your academic experience.

CareerSet CV checker n Focus more on any relevant work experience you may have had (eg internships or work shadowing).

»  Include any achievements and key skills (eg languages/ IT) you may have had.

CVFAQs n Personal interests and hobbies are also good to include.

Active anguage n  Competition for positions is fierce in investment banking, so it's important that when a recruiter receives
your CV, they get a clear synopsis of who you are and what makes you suitable for their firm.
| Example CVs | n [fyouare using a one page CV this will normally require a longer covering letter.

Using Linkedin » Investment Banking CV example




< Careers Service
< Applications / interviews

V' (V advice and support
CV advice: students
CV advice: graduates
CareerSet CV checker

CV FAQs

Active language

Example CVs

Using LinkedIn

Using active language

When writing CVs and applications be specific: Avoid using too many general descriptive words e.g. various, some,

many, lots, several. Instead quantify your achievements: if you met a target give the numbers; if you delivered
presentations say how many; if you raised money say how much.

How to use active language

For most impact use words carefully and in context. Quantify your examples too. For example:
» Resourceful geography graduate with 6 months' work experience in transport consultancy.
» Led ateam of five students in a design project for which we were awarded a first class mark,
»  Successfully negotiated a discount with the venue for the Summer Ball, saving £400.

»  Advised customers on relevant products for their needs utilising detailed technical knowledge.

s Volunteered to redraft a leaflet for the charity, which was then chosen for a regional campaign.

10 words to show... Your personal qualities

Enterprising; Adaptable; Resourceful; Proactive; Experienced; Practical; Versatile; Driven; Hard-working;
Dependable

Heow von 1 worlk with ntherg

https://www.careers.manchester.ac.uk/applicationsinterviews/cv/activelanguage/



10 words to show... Your personal qualities

Enterprising; Adaptable; Resourceful; Proactive; Experienced; Practical; Versatile; Driven; Hard-working;
Dependable

How you work with others

Volunteered; Collaborated; Supported; Facilitated; Participated; Assisted; Mentored; Motivated; Encouraged

You taking charge of others

Administered; Delegated; Supervised; Directed; Co-ordinated; Motivated; Led; Managed; Presided; Represented

How you made something better (don't forget to quantify!)

Improved; Increased; Streamlined; Saved; Delivered; Resolved; Transformed; Doubled; Edited; Refined

Your information/data handling skills

Analysed; Assessed; Evaluated; Reviewed; Researched; Interpreted; Discovered; Identified; Interviewed;
Investigated

How you share information with others

Advised; Coached; Guided; Mentored; Organised; Demonstrated; Trained; Presented; Instructed; Recommended

How you take the initiative

Established; Initiated; Created; Designed; Developed; Devised; Introduced; Volunteered; Launched; Suggested



Improved; Increased; Streamlined; Saved; Delivered; Resolved; Transformed; Doubled; Edited; Refined

Your information/data handling skills

Analysed; Assessed; Evaluated; Reviewed; Researched; Interpreted; Discovered; Identified; Interviewed,;
Investigated

How you share information with others

Advised; Coached; Guided; Mentored; Organised; Demonstrated; Trained; Presented; Instructed; Recommended

How you take the initiative

Established; Initiated; Created; Designed; Developed; Devised; Introduced; Volunteered; Launched; Suggested

Your organisation and planning skills

Arranged; Co-ordinated; Organised; Planned; Maintained; Prepared; Scheduled; Revised; Processed; Produced

Your effectiveness in persuading others

Negotiated; Mediated; Persuaded; Presented; Liaised; Encouraged; Promoted; Guided; Influenced; Interviewed

Your achievements and going the extra mile

Volunteered; Suggested; Recommended; Mastered; Nominated; Achieved; Awarded; Selected; Won; Attained



Use Assertive and Positive Language

* Use powerful words such as ‘contributed’, ‘influenced’,
‘managed’ and ‘negotiated,” etc.

e Use Active Words.
 Use Power Words.



Use Active Words

* Accomplished * Implemented
* Achieved * Improved

. Adapted * Influenced

* Advised * Let

e Maintained

* Analysed .
, * Negotiated
* Co-ordinated :
* Organised
* Communication e Participated
* Completed * Persuaded
* Delivered * Planned
* Developed * Researched
° Enhanced ¢ ReSO|VEd
» Established ’ Tea.m work
* trained

* Fulfilled



informal

seem
clirmnb
helo
stop
begin
Use
shorten
show
g0
want
ask
ernd
tell
get
keep
saV 1o
free
rrrend
need
live
keep

formal

appear
ascend
assist
cease
conumence
consume
decrease
demonstrate
depart
desire
enquire
Jirish
inform
obtairn
preserve
reject
release
repair
require
reside
retain

informal

whole
Wirong
1Worse

dirm
enough
better
clear
understanding
lack
chance

in charge
fucky
sight

in the end
at once

at first

an and off
rrrairndy
rext

50

formal

complete
rrrcorrect
Inferior
fndistinct
sufficient
superior
transparent
comprehension
deficiency

O OrtLrTity
responsibility
Jortunate
wision

finally
rmmediately
rrnitially
intermittently
princoally
subsegquently
therefore



Accelerated
Accomplished
Achieved
Adapted
Advanced
Advised
Analysed
Assessed
Challenged
Co-ordinated
Committed

Communicated

Compiled
Completed
Conducted
Consistently
Created

Use Power Words

Debated
Decided
Delivered
Designed
Developed
Devised
Effective
Empathised
Enhanced
Ensured
Enterprising
Enthusiasm
Established
Exceeded
Excelled
Extended
Fulfilled

Heading
Helped
Implemented
Improved
Increased
Influenced
Informed
Investigated
Led
Maintained
Managed
Mediated
Monitored
Motivated
Negotiated
Persuaded
Planned

Professional
Promoted
Provided
Represented
Researched
Resolved
Responsible
Significant
Specialised
Succeeded
Successfully
Team Working
Tested
Trained
Upgraded
Utilised
Versatile



e build, construct,
assemble, devise,
produce, create,
originate, invent

told, stated,
claimed, declared,
mentioned,
referred, remarked,
announced,
notified

notice, observe,
perceive,
distinguish,
discover, detect,
regard

advance, move,
continue, progress,
travel, proceed,
depart

perform, finish,
complete, enact,
act, achieve,
commit, execute

many, humerous,
plentiful,

countless, various,
abundant, profuse



KXXKKXXXXRRRRKKKKKKKXKKX

INSTEAD OF

very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very
very

WORDS TO USE
“VERY””

noisy

often
old

old-fashioned

open

painful

pale

perfect

poor

powerful
pretty
quick

qgquiet
rainy
rich
sad

scared
scary
serious
sharp
shiny
short

shy

simple

ALLLLLEAAEELLLLEERKLKY

deafening
frequently
ancient
archaic
transparent
excruciating
ashen
flawless
destitute
compelling
beautitful
rapid
hushed
pouring
wealthy
sorrowful
petrified
chilling
grave

keen
gleaming
brief

timid

basic


https://www.google.com/url?sa=i&source=images&cd=&ved=2ahUKEwjmr_bdypzbAhWKiLwKHal5BuMQjRx6BAgBEAU&url=https://michaelrosensays.wordpress.com/2017/01/10/here-is-one-word-you-should-stop-using/&psig=AOvVaw14XhVuqauykojQCKmhiiP7&ust=1527190667482611

Old French

English
* [iS€e * mount * ascend
* ask * question * Interrogate
» fast e firm * secure
* kKingly * royal * regal
* holy * sacred * consecrated

* fire o flame » conflagration



Formal English

* No contractions (it’ll, there’s)

* No idiomatic /colloquial words (stuff, gonna, kids)
* No informal adjectives (hard, easy, big)

* No idioms (informal and personal)

* No phrasal verbs (put off, look into)

* Informal verbs (get)

* No personal pronouns (I, we, in my opinion)

* No vague language (and so on... / etc.)



They did an experiment.

You can find out all about the
survey on page /.

Safety officers are looking into the
problem.

There were no big differences
between the three different groups
we tested.

This shows that ...

The experiment was carried out /
performed.

Details of the survey are to be
found on page 7.

Safety officers are investigating the
problem.

No significant differences emerged
between the three different groups
tested.

This demonstrates...



They seemed to fix the problem.

Numbers are going up.
They put the plan into action.

We do not think this is a good idea
to do anything at the moment.

We think you should discuss the
research findings at the next
departmental meeting

This appeared to rectify the
problem.

Numbers are increasing.
The plan was implemented.

It is suggested that no action
should be taken at this stage.

It is recommended that the
research findings are discussed at
the next departmental meeting.



Formal and Informal English

BBC English Masterclass: Formal and informal English

- .. D ——a
' Hey, how's it going? Good afternoon, how are you? J o

- ,
https://www.youtube.com/watch?v=hdKYI8Tg_FQ



CV Websites

* https://www.cv-library.co.uk/career-advice/cv/how-to-write-a-cv-
tips/

* https://www.myperfectcv.co.uk/cv/formats

* https://www.careers.manchester.ac.uk/applicationsinterviews/cv/


https://www.cv-library.co.uk/career-advice/cv/how-to-write-a-cv-tips/
https://www.myperfectcv.co.uk/cv/formats

How to Succeed at Interviews

* Introduction — success and failure

* How to Answer Interview Questions
* Be concise
e Signpost language
* STAR method
* Mirror Technique
* Google Docs voice typing

* How to speak English Clearly?
e Self-assessment



In a survey of 2000 bosses,
claimed that that they
know within the first

of an interview
whether they will hire
someone.




55% they way
we dress, act
and walk
through the
door

7 % from what
they actually
say

Statistic show

that when
meeting new

people the

iImpact is:

38 % the
quality of our
voice and
overall
confidence
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33% bad
. posture

e

26%

handshake 67% failure

that is too to make eye
\ontact
\ weak
eommon N

Common Y
nonverbal P —

mistakes

21% playing madeata g |
with hairor | job interview 4 38% lack of

Qlching face | \smlle

47 % having Y
little orno 21% crossing
knowledge | arms over

of the " their chest
company 4



70% employers
claiming they don't
want applicants to

be fashionable or
trendy

65% of bosses said
clothes could be the
deciding factor
between two similar
candidates.




Failure at Interview

* Trying to be all things to all people

* Inadequate research about a potential employer
* Not showing enough interest or enthusiasm

* Concentrating too much on what you want

e Lacking humour, warmth, or personality

* Over explaining why you lost your last job



Practicalities

* Take a copy of your application or CV.

* Read over your application and think about the questions that you
might be asked.

* Try to find out about the format of the interview, how long it will last,
and who will be interviewing you.

* If you are making a presentation, take a hard copy handouts.
* Aim to arrive at least fifteen minutes early.
* Decide what to wear beforehand and try it on for comfort .



Researching an organisation

* Try using the web, relevant journals and other media to find out the
organisation’s aims and values - what does it say in its ‘mission
statement’?

* How do they present themselves? What news have they been sharing?

 How will you fit in with its values? Can you identify its culture? Its
clients / customers and competitors



How to answer interview questions

* Be precise and avoid unnecessary details.
e Speak in full sentences and highlight your answer and put it at the beginning.

* |f you find yourself struggling to answer a question, do not be afraid to repeat or
reword their question.

* Don’t use slang or jargon and watch out for too many ‘ers” and ‘ums’.

* Pauses are usually fine, and can buy you a bit of thinking time (not too long).
* Practise speak slowly and clearly.

* Speak with confidence.

* Mistakes you make will not be penalised.



Tell me a little about yourself.

* Well, | was born in a small town, where | also went to school. |
studied engineering at university and then. .. So, after |
graduated. . .| mean, | did a master’s degree first but then | worked
for a small firm in my hometown for a few years, which was great fun.

1) Unnecessary details

2) Incomplete sentences



Tell me a little about yourself.

* |'ve always loved designing and building things, so | suppose it’s
natural that | became the engineer. I've worked in a variety of roles
and companies, which I’'ve learned a lot from, but now I’'m ready for
a new challenge.

1) Key features linked to engineering
2) Concise



Where do you see yourself five years from now?

* There are many things | could be doing. I'd like to have, you know,
some sort of progress ... What | mean is that | don’t just want to be
doing the same things I’'m doing now. | like to be moving forward in

my career, for example...Err...| definitely see myself in a better
position than | am now.

 Rambling, wasting words, unclear and unnecessary details



Where do you see yourself five years from now?

| don’t know exactly, but the most important thing is that | continue to learn
and grow in my career. I’'m the kind of person who needs new challenges to
stay focused. | might even start my own business, because that’s something

I’'ve always wanted to do at some point in my life.

* Concise, clean and focused answer
* Record your answer, listen and keep practising.

S e



How to answer interview questions

 Signpost language

e Star methods

* Mirroring

* Google docs voice typing



Signpost Language
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How to answer interview questions: Signpost Language

Solutions simples ffaccessibles et sur mesure pour réussir l en anglais.

€as j accesS en”%&

Linking Words and Expressions

Using transitional words and phrases or linking words helps you to make yourself understood more easily,
make shorter sentences and improve the connections and transitions between thoughts.
It also helps if you can structure your ideas into a clear beginning, middle and end.

uld only be used m n sentence.

and but so becatise K ' ;.hk,n 21 until such as

Other linking words should onlykbe used between sentences.

|

Furthermore,

i
Moreoyer, However, Nevertheless Therefore,

Some linking w :‘ eused to condude )out point.
In conclusion In that cas{ ‘Providing that tnless as long as
— .
Let me sum up That covers what I wanted to say Feel free to ask any questions

Id be glad to answer any questlon§ ; ‘e"'f Thanks for listening

Linking devices are nelther nouns, nor vérbs. R )

« Some linking words must be followed by a clause bk
(Subject + Verb + Object)

For example:

« Other linking words should be follo“ed hy an
(Linking word + (the) + Noun/Pronoun orgmmd)——- —

while why because 50 hereas when
;’, LT 'R

~_,_J

For example:

because of despite during in spite of

Solutions simples lfaccessibles et sur mesure pour réussir_ J en anglais.

€cas j accesS en,hch

3. Uses of linking words & expressions

in essence
in other words that
is to say
in short
in brief
to put it differently

in addition Restatement

also  again  as well as besides

furthermore

likewise

MOoreover

imilarly . Accordingly subsequently
similarly For this reason &l

As aresult

therefore Consequence

consequently

as a rule as usual hence

otherwise 50 then
for the most part

generally

generally speaking

ordinarily
usually




What is your leadership style?

* I’'m quite a hands-off manager. If one of my team has a project, I'll
keep an eye on things, but | don’t need to be involved in every detail.
I’'m very approachable. | make sure my team know they can come to
me with problems or questions at any time. | like to lead from the
front. If everyone’s working late to meet a deadline, | make sure I'm

there with them.



What is your leadership style?
Using signpost language

e First of all, I’'m quite a hands-off manager. For instance, if one of my
team has a project, I'll keep an eye on things, but | don’t need to be
involved in every detail. I'm also very approachable, in that | make
sure my team know they can come to me with problems or questions
at any time. Finally, | like to lead from the front. That means that if
everyone’s working late to meet a deadline, | make sure I’'m there
with them.



What are your strengths and weaknesses?

*I’'m very good at working with other people. In my last
job, I always tried to encouraged my colleagues and
create a good atmosphere. | suppose | can be a bit
careless sometimes. I’'m not the kind of person who
focuses on details. I'm very clam, and | can keep a cool
head in very stressful situations.

* Jumps around



What are your strengths and weaknesses?
Using signpost language

* Firstly, I’'m very good at working with other people. For
example, in my last job, | always tried to encouraged my
colleagues and create a good atmosphere. On the other
hand, | suppose | can be a bit careless sometimes,
because I’'m not the kind of person who focuses on
details. Coming back to strength, I’'m very calm, and |
can keep a cool head in very stressful situations.



How to answer interview guestions: STAR Method

As an interviewee, you are to promote your brand (THE BEST YOU). Share
concrete examples of ways in which you have excelled in class and in the
workplace using the STAR method:

* Situation - provide some brief details about the situation you were in

* Task - outline what your objective or purpose was during that situation

* Action - describe what you did in that situation and how you approached it.

* Result - state the outcome, for example: Were the objectives met? What did you
learn/gain from being in that situation?

* If you follow these steps you will be a star at every interview!



Can you tell me about a time when you demonstrated
excellent customer service?

 There was one time when a customer’s order hadn’t arrived, and we
didn’t know what happened to it. The customer was very unhappy,
and | had to try to solve the problem for him. | arranged for a
replacement to be sent, thinking we could find out what happened to
the previous order later. In the end, the customer was happy that |
could solve his problem quickly and simply.

*S T A R
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How to answer interview questions: STAR Method

Tell me about a mistake you’ve made. How did you handle it?

Situation: “I was working as an intern for an events company, and | was
responsible for ordering the floral arrangements for a private event hosted by a
high profile client. Unfortunately, | mixed up the information from another event,
and the flowers were delivered to the wrong venue on the other side of town.
Task: | took this very seriously and knew | needed to find a solution quickly as we
were working on a tight deadline.

Action: After considering a few different ways to resolve the issue. | admitted my
mistake to my boss, informed them of my plan and why | thought it was the best
course of action. | took an early lunch break, drove to the other venue, picked up
the flowers and delivered them to the appropriate venue an hour before the
event.

Result: The client never knew about my mix-up, and my boss was very grateful.”



How to answer interview guestions: STAR
Method

e Situation: “l was working as a retail manager at a department store
during prom season. A customer purchased a dress online and had it
delivered to the store. One of my associates accidentally put the dress
out on the floor, where another customer immediately purchased it.
Task: | knew | needed to make this right for the customer to meet my
own service level standards and to uphold the reputation of the company.
Action: Before calling the customer to let her know about the mistake, |
located the same dress at another store location nearby. | ordered it to
be pressed and delivered to her home the morning of prom, along with a
gift card to thank her for her understanding.

Result: The customer was so thankful, she wrote us a five-star review on
several review sites.”




Interview questions using STAR method

e Share an example of a time when you faced a difficult problem at work. How
did you solve this problem?

* Have you ever had to make an unpopular decision? How did you handle it?
* Tell me about a mistake you’ve made. How did you handle it?

e Share an example of a time you had to make a difficult decision. What did you
do?

* Describe a time when you had to deliver bad news. How did you do it?

* Share an example of a time when you failed. What did you learn from the
experience?

* Tell me about a time when you had to persuade someone to do something.

* Describe a time when you had a conflict with a colleague / teacher. How did
you handle it?



How to use the star-interview-response-technique

https://www.indeed.com/career-advice/interviewing/how-to-
use-the-star-interview-response-technique



How to answer interview questions:
Mirroring key words and phrases

* Using some of the words and expressions as the person you're talking
to.

* It keeps your answers focused and relevant.

* It shows the interviewer that you’re listening and that you care about
the questions.

« £ 48 ¥ m* T (how do they describe themselves, adjectives used
in advertising, etc.) » T 4FEH % o



| think are a
for your

How do you think

fit with our

5 for

two reasons.




Mirroring key words and phrases
Creativity, Innovation, Challenge

Creativity is very important to me, and I’'ve always wanted
to work in an environment where | can innovate and find
my own solutions to challenges. | also feel that your

company will continue to evolve in the future, and | like the
idea of contributing to that development.



Mirroring key words and phrases

Commanding respect, Long history, Great communication skills,
Passion for helping others

| believe that great customer service starts with good
communication, which is a strength of mine. | also think that in
customer service, you need to care about what you’re doing. | care
about helping others and as such | believe you would find me to be a
respectful and effective team member who can fit with the
established traditions of your company.
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* What sort of opportunities are there for me to gain relevant work
experience whilst | am studying? (OK)

* | see on your website that you work with employees to develop
individual training and development plans. Could you tell me more
about what training and development | might expect to help me
progress in the organisation? (good question)

* What is the main function of the department that | will be working in?
(on the website)



=2z B8 4 B8 BEH
=% b ek AR

-f

o k3% R A

‘ﬂ\\\d
s
-\1\\\

* What salary, pension and other benefits may | expect to be offered by
your organisation? (a valid question but wrong time to ask.)

* | read in the newspaper last week that you are expanding into Europe.
Is the organisation expanding into any other markets? How might this
affect its employees? (too in-depth)

* Would you mind if | briefly tell you about another of my achievements
that | feel is relevant to the job / course, but which | haven’t yet had
chance to talk about?




How to speak English clearly:
Fog § 7 L% (Intelligible) e 3%

* F g € § (stressed and unstressed words)

 if 5 (linking words)

* ¥ k& (word endings %3 % #cs ~ #3F ks, ed)
* i® 4 (pauses)

F ¥ (thought /sense groups)
* Rhythm and Intonation



Word stress (Intelligible) F & 3

politics political politician
democracy | Democratic democrat
intellect intelligent intellectual
photograph | photography | photographer
diplomacy |diplomatic diplomat

Numbers: 13/30, 14/40, 15/50, 16/60, 17/70, 18/80, 19/90

F ek 3

act
blimd
help
bumnch
primi
expaeck

change

end
desk
box
old
field
think

result

F ¢ & Word syllables

com-pe-ti-tion
ex.pe-ri-ence
tech-nol-o-gy
sym-pa-thet.ic
ap-pli-ca-tion
en.ter.tain-ment
ri-dic.u-lous
in.ves.ti-ga-tion

Robert Louis Stevenson (1850-1894)
From a Railway Carriage

Faster than fairies, faster than witches,

Bridges and houses, hedges and ditches;

And charging along like troops in a battle,

All through the meadows the horses and cattle:
All of the sights of the hill and the plain

Fly as thick as driving rain;

And ever again, in the wink of an eye,

Painted stations whistle by.

Here is a child who clambers and scrambles,
All by himself and gathering brambles;

Here is a tramp who stands and gazes;

And there is the green for stringing the daisies!
Here is a cart run away in the road

Lumping along with man and load;

And here is a mill and there is a river:

Each a glimpse and gone for ever!



FRaE s o5 gt 3 B4
Sentence Stress: stressed and unstressed words in sentences

* | want tosay /| loveyou/inasong.//
 The Book / is on the table.

* The river / is in front of the house.

Pauses (1% #g) and Thought Groups

* Did you kill the chicken / in the kitchen?

Did you kill / the chicken in the kitchen?
* “The teacher,” / said the student, / “is stupid.”

The teacher said, / “the student is stupid.”
e Woman without her man is a beast.

Woman, / without her man, / is a beast.
Woman, / without her, / man is a beast.
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What is your favorite way to relax after a long day? ;,\‘ E‘%‘ Ch atG PT
If you could have any superpower, what would it be and why? s
What is the most adventurous thing you've ever done? e 6 F\:
If you could travel to any country in the world, where would you go ° T f
and why? 1"& E
What is the most challenging thing you have ever accomplished? ¢ El 5'\*
Do you prefer reading books or watching movies? Why? o

. If you could invite three famous people to a dinner party, who
would you choose and why? ®

. What is your favorite season of the year and why? °

. If you could learn any new skill or hobby, what would it be and why?

. What is one thing on your bucket list that you haven't done yet but °

would like to do in the future?

. Can you describe your experience in conducting research and providing assistance to

researchers?

2. What strategies or methods do you use to locate relevant research materials and sources?

3. How do you ensure the accuracy and reliability of the information you provide to

researchers?

. Can you share an example of a challenging research project you assisted with and how you
navigated the obstacles?

. How do you stay updated with the latest developments in your field to effectively assist

researchers?
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‘Good pronunciation’ is pronunciation that is intelligible to the listener.
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