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Career Management - Why it is important

The Carrus Career Management Guide

Today, planning your career is similar to planning a 
journey with several stop off points or destinations 
along the way. You need to decide on your 
destination(s) and plan what to take with you, by 
identifying your transferable skills and qualities that 
all employers will value.  

Your career is unlikely to be a straight line between 
where you are now and where you will be in the 
future. It is perfectly acceptable to take backward 
steps along your journey. Some routes may be 
quicker than others, unexpected things do happen 
and you may have to reconsider your plans from 
time to time.  

However, remember to focus on the good stuff 
– with careful planning and preparation and by 
making sure that you have the right tools to deal 
with situations, you will be much more likely to 
reach your goals.  

This booklet will help guide you throughout your 
journey. Remember that planning and preparation 
is essential to achieve your goals;  
this is called Career Planning. 

Your Carrus report identifies your core abilities and 
personality traits.  

•  Core abilities – numeracy, verbal,  
non-verbal and mechanical  

• Your personality traits  

Your report will suggest career paths 
you may want to consider. However, 
some of the suggested options may 
not appeal to you or even seem 
appropriate but they may help to 
indicate the type of jobs that suit 
you best. This guide is intended 
to help you through your career 
planning journey towards making 
the best possible decisions  
for you.

“In any moment of decision, 
the best thing you can do 
is the right thing, the next 
best thing is the wrong 
thing and the worst thing 
you can do is nothing”  
Theodore Roosevelt,  26th 
President of the  
United States
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Career Management - Why it is important

Your Career Planning Journey  It is important 
to remember that the career choices you make 
have an effect on other areas of your life. You will 
need to consider:  

•  How well you are suited to the suggested career 
sectors identified in your report.  

•  How the world of work is changing; many jobs 
around today did not exist 10 years ago. It is 
important to explore all of your options.  

•  What employers, colleges, trainers and 
universities are looking for in their  
potential recruits.
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Decision Making

Before you make any career decisions, 
consider the following:  

•  Your understanding of a job or an area of work 
may not always be correct – be well informed.  

 •  Be positive but realistic about your abilities – it 
is important to think carefully and honestly 
about the choices available to you. Understand 
yourself, think about the activities or subjects 
you enjoy and what you are good at. It is helpful 
to talk to others about the subjects and activities 
you are good at and see if they agree.  

•  Try to identify positive role models and listen 
to their suggestions but make sure that the 
decisions you make are your own.
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Try out this six step checklist to help you to 
make well informed and realistic decisions:  

1.  RESEARCH – ensure that you get the facts on 
careers that interest you from reliable sources!

2.  ANALYSE – consider all the choices available to 
you. Ask yourself: Which type of career might 
suit you best and why?  

3.  CONSEQUENCES – consider the impact of any 
decisions you make; good and bad.  

4.  PLAN – when you have reached a decision, plan 
how you want to get there. Your plan does not 
have to be complicated but should lay out clear 
steps and timescales to achieve your goals and 
will keep you focused. 

5.  ACTION – put your plan into action. 

6.  CHANGE – be prepared to review and change 
your plans if you need to.

RACPAC Checklist
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Career Choices

Stand Out From The Crowd  We’ve all got 
something unique to offer, it is helpful to spend 
some time in identifying where your strengths are 
and how they can be applied to the job or course 
that you are interested in. This will help you to 
stand out from the crowd.  

When you make a decision about the type of 
job you would like, think about how you can put 
yourself in the best possible light to improve your 
chances of success with potential recruiters.  

This means you should attend to  
two things:  

Understanding what employers, trainers, colleges 
etc look for in people who perform well.  

Understanding how well you offer these.  

The Carrus report is designed to help you do both 
of these things.   
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Career Choices

Take your time to plan and prepare and 
follow these helpful tips:  

•  You need to create a complete and positive 
picture of yourself – don’t undersell yourself!

•  Recognise your strengths and qualities and think 
of how these can be applied in the areas of work 
that interest you.

•   Don’t fall down at the first hurdle. Take time 
to put together a high quality CV / application 
form and well written letter of application, be 
prepared to update and adapt these to interest 
potential employers.

•   Remember to adapt your application to meet 
the needs of the employer and the job role you 
are interested in.
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How your Carrus Report can help you

Your Carrus report provides results on  
4 key areas:  

1.  Your ability with numbers, words, shapes and 
engineering skills. Employers are interested in 
evidence in your ability with words and numbers; 
they often represent a measure of your ability 
to learn. It is possible to improve your scores in 
these areas over time.  

2.  Your personal attributes in relation to 12 key 
areas of success in the workplace.  

3.  The report also matches your profile against 
career areas which may be a good fit for you. 
Read these carefully to help to identify the jobs 
that suit you best.  

4.  Your Employability Profile: A self-awareness 
tool to help you understand what you have to 
offer a potential employer. 

It enables you to:  

•  Check that you have the right combination of 
skills and qualities for a particular job.  

•  Identifies any gaps in your knowledge to help 
you improve.  

• Plan your next steps.  

•  Helps you identify your unique selling point 
to help you stand out from the crowd. This is 
important because most people understate 
what they can offer.   

•  Knowing your Employability Profile will give you 
more confidence.   

careers

Development Report
Sample Report

12 December 2013

http;//www.reachfor.org.uk/

CARRUS
Career Management Toolkit 
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•  Problem Solving: Actively identifying, 
analysing and solving problems. 

•  Creativity: Adding new ideas and innovation to 
your work. 

•  Organisation: Being structured organised in  
your work. 

•  Team – working: Working effectively  
with others. 

•  Altruism: Acting in the best interests of others.

•  Emotional Intelligence: Being aware of your 
emotions and the emotions of others. 

•  Assertiveness: Communicating our beliefs, 
thoughts and emotions in a positive and 
confident way.

•  Conscientiousness: Having the desire to 
perform a task well.

•  Concern for standards: Identifying and 
working to high standards.

•  Ambition: Being the best that you can be. 

•  Continuous Improvement: Reflecting on  
how you and others perform and seeking to 
improve this. 

•  Continuous Professional Development: 
Accepting responsibility for your own learning 
and progression.

Your Employability Profile – Key Themes

Abilities (What) Motivation and Drivers (Why)

• Numerical
• Verbal
• Spatial
• Mechanical

• Conscientiousness
• Concern for Standards
• Ambition
• Continuous Improvement
• Continuous Personal Development

Skills in Dealing with People (Who) Skills in Dealing with Problems (How)

• Team-Working & Self Reliance
• Altruism
• Emotional Intelligence
• Assertiveness & Co-operativeness

• Problem Solving
• Creativity
• Organisation
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Developing an Action Plan

Complete the following Action Plan to help you build your Employability Profile:

Profile Identify weaknesses / 
development points

What do you need to 
change/improve on?

What actions will 
you take?

By when? 

Abilities – literacy, numeracy and problem solving

Motivation and Interests – Enthusiasm about 
certain career areas 

Personality – how you react to people, situations 
and environments

Personal (Work Characteristics) – these 
describe other characteristics which you display in 
your work and in your dealings with others 

Knowledge – for example, reading or studying 
and work experience 
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Developing an Action Plan

Profile Identify weaknesses / 
development points

What do you need to 
change/improve on?

What actions will 
you take?

By when? 

Work Environment – Your preferred working 
environment, for example: indoors or outdoors, 
being located in one place or travelling

Skills – something specific that you can do to a 
certain standard  

Your Experience and Achievements – your 
successes and accomplishments 

Commercial Awareness – For example, 
recognising the importance of customer 
satisfaction 

Resilience – How you cope with stresses and 
challenges
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Career Planning

 Knowing where to start with your career 
plan can be bewildering. 
These activities aim to help you make well 
informed and realistic decisions about your future 
progression. Give yourself plenty of time to decide 
on what you want to do and research your options 
carefully. Making use of your career ideas can 
help you to think more clearly. Make sure that the 
careers you are interested in suit your talents and 
abilities.

One useful technique is to use the DOTS 
framework as a starting point for career 
planning.

D – Decision making: Make sure you know 
the facts, speak to people in the know and try to 
arrange work shadowing. Talk over your ideas with 
friends and family and make use of professional 
networks such as LinkedIn to discuss your career 
ideas with people who are already in the industry. 
There are many forums you could join but think 
carefully before you post any comments because 
on social networking sites they can sometimes be 
misconstrued.

O – Opportunity: Awareness: Even if you think 
you have a clear idea of your career goal, it is 
always helpful to research other opportunities; 
you may be surprised at other options that might 
appeal to you. Aim for the stars but stay realistic 
and remember to research and consider different 
entry routes, such as apprenticeships and graduate 
schemes. Remember that some careers might 
require you to gain experience first, don’t be put 
off by this, you may have to go through several 
stages to reach your goal but it will be worth it in 
the end.

T – Transitional skills: Think carefully and reflect 
on where you are going and where you want to be. 
You may discover that you need additional skills to 
achieve your ambitions. Gaining new skills is never 
wasted; you will find that you can use these skills in 
other roles as your career progresses. Set yourself 
targets with clear timescales so you keep moving 
forward and have something to aim for. 

S –  Self Awareness: Use the Action Plan Chart 
in this guide to help you think about your skills 
and values, what motivates and interests you? 
The Carrus Development Report will help you 
build up your Employability Profile further. Every 
so often you may want to reflect on the plan 
and take the Carrus measure again to refocus 
and assess how you have changed since you 
started your career journey.
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 Knowing where to start with your career 
plan can be bewildering. 

•   Make sure you research employment and 
learning opportunities in your area such 
as Careers Conventions, Open Days and 
Recruitment Events.

•  Ensure you are aware of key deadlines for 
applications in your chosen pathway.

•  Try to practice interview techniques with friends 
and family.

•  Ask your local Careers Adviser to check your CV 
to make sure that you are selling yourself and 
your experiences in the best light…they can also 
check for typos too!

Where are the Jobs?
To support you in making your future decisions, 
it is important that you think about what is 
happening in the labour market to help you have 
an understanding of where the jobs are. This is 
useful if you are looking for a job now or if you are 
thinking about the qualifications you may need to 
get the job of your dreams.

Career Planning
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Career Planning

When you are exploring different careers 
and industries, consider the following:
Being more self aware helps you to identify a 
suitable career path that is a good fit for you. 
When you have completed your Carrus Assessment 
and you have received your report read through it 
carefully and use the suggested Job Profiles
and your Employability Action Plan (on page 10) to 
help you to decide which areas of work you might 
like to explore.

By now, you should have a clearer idea of where 
your skills lie and some idea of the direction you 
would like your career to take. Don’t worry if you 
are still not sure; you are not alone. A good starting 
point is to visit Careersbox on:  
http://www.careersbox.co.uk/ this online library 
of career related film, news and information should 
help you begin to shape your ideas. The film 
profiles provide real life, comprehensive guides that 
give an insight into the typical, day to day workings 
of certain careers and industries.

Find out about those around you
Talk to relatives and friends about the careers they 
have and their different experiences, what they like 
most about their jobs and what they would change 
if they could.

Go into the workplace or volunteer
Work shadowing or volunteering will give you a 
better sense of the day-to-day responsibilities, 
challenges, and work environment within various 
careers. This experience will help you get to know 
what skills, qualities and interests you will need 
to succeed in the industry of your choice. Use 
your contacts and identified networks to seek 
opportunities to do this. Trying out short term 
work or voluntary activities helps you to reflect  
on your experience which will help you define your 
career ideas.

Researching the Labour Market
Now look down the left hand side of the table on 
the following page to identify the career area you 
are interested in and click on the website link  
alongside it:

In the next section, we will look at how to 
develop networks.
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Career Planning

My Career Interest Website
Property, Housing, Cleaning Services and Facilities Management www.assetskills.org/careersandtraining

Automotive Skills: Retail Motor Industry www.theimi.org.uk

Construction www.citb.co.uk/en-GB/Careers-in-Construction/

Advertising, Crafts, Cultural, Heritage, Design, Music, Performance, Literacy and Visual Arts www.ccskills.org.uk

Energy and Utility: Electricity, Gas, Waste Management and Water Industries www.euskills.co.uk

ICT www.e-skills.com

Financial Services  www.financialskillspartnership.org.uk/

Passenger Transport , Hospitality, Leisure, Travel and Tourism in the UK www.goskills.org

Food and Drink Manufacturing and Processing www.improveltd.co.uk

Environmental and Land Based Industries www.lantra.co.uk

Community Learning, Further Education, Higher Education, Libraries, Archiving and 
Information Services www.ourskillsforce.co.uk

Process and Manufacturing www.proskills.co.uk

Science, Engineering and Manufacturing Technologies http://www.semta.org.uk/apprenticeshipservice

Fashion and Textiles http://www.creativeskillset.org/

Social Care, Children, Early Years and working with Young People http://www.skillsforcareanddevelopment.org.uk/

Health www.skillsforhealth.org.uk

Policing, Law Enforcement, Youth Justice, Custodial Care, Community Justice, Court Services, 
prosecution Services, Forensic Science http://www.sfjuk.com/

Logistics, Freight, Wholesale Industries www.skillsforlogistics.org

Sports and Recreation, Health and Fitness, the outdoors, Play Work www.skillsactive.com

Broadcasting, Film, Video, Media and Photo imaging www.skillset.org

Retail http://www.people1st.co.uk/retail-apprenticeships

Building services www.summitskills.org.uk
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Top Tips to Networking

Top Tips to Networking: How to broaden 
your existing networks and meet people in 
the know...

•  Networking is a key part of job search; it is all 
about building relationships and also learning 
from people you already know.

•  Now you’ve got a clearer idea about your 
goals, plan how you will approach other people 
and what you want to gain. Write a list of key 
questions you would like to know the answers to.

•  Make sure that you have carried out some 
research about the job role you are interested 
in; that way you will get more out of the 
conversation and are more likely to impress your 
contact.

•  Be patient, networking is about building 
relationships and this can take time.

•  Expand your networks to learn about the variety 
of roles and possibilities that may be open to 
you. Maximise your opportunities!

•  Be well prepared, friendly, show interest and a 
keen awareness and keep an open mind. 

•  Be prepared to tell them about yourself and the 
skills and qualities you have.

•  Reflect on the networking experiences you have 
had and ask for advice when you need it.

•  Ask for advice and ask if they know anyone else 
you can contact.

•  Always say thank you and keep in touch if 
appropriate.
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More and more people are keeping in 
touch by virtual means…

Social media is used to keep in touch with friends 
and family but it can also help you develop your 
career aspirations and even help you to build 
an online career presence. You can build your 
own page on social networking sites such as: 
Facebook, Twitter, Pinterest, LinkedIn and MySpace 
to highlight your accomplishments, interests and 
qualifications in a positive light. However, be aware 
of the following:

•  Make sure you don’t make spelling mistakes and 
the information you post is clear, relevant and up 
to date.

•  Remember that what you post is very often in 
the public domain and once it goes live it can be 
seen by others; including potential employers. 
Ensure that privacy settings enable only your 
friends to see your profile.

•  Be consistent with the quality of information 
you are providing and don’t lie about your 
achievements.

Don’t …

•  Presume a potential employer wouldn’t check 
your status on social networking sites.

• Post improper photographs, or be critical.

• Make prejudiced comments.

Making use of Social Networking
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Writing a winning CV

 Your CV is your personal marketing tool; it helps 
employers to clearly see what your skills, qualities, 
interests and achievements are. There are many 
different formats you can use and a number of 
websites that will enable you to build your CV from 
scratch.

The golden rule is that you should always do your 
research and find out exactly what the employer is 
looking for and modify your CV accordingly.

Remember to keep your CV up to date - It is a 
working resource and will over time need revisiting 
and updating.
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Voluntary work can improve your CV: 
Voluntary work involves taking part in 
unpaid activity that helps the community,
environment or someone else.

Why Volunteer?

•  To make a difference to the lives of others.

•  Give something back to an organisation that has 
impacted on a person’s life, either directly on 
indirectly.

•  To improve your CV.

•  Help you explore your career ideas.

•  To make new friends.

•  To gain valuable experience.

•  To have fun.

•  Help you build your self confidence.

•  To put something back into the community.

•  To allow your CV to stand out from other 
people’s.

Volunteering can help you to get into your 
chosen area of work; it can provide a  
means of:

•  Gaining new skills, knowledge and experience.

•  Developing existing skills and knowledge.

•  Enhancing a CV.

•  Improving one’s employment prospects.

•  Gaining an accreditation.

•  Using one’s professional skills and knowledge to 
benefit others (usually described as pro bono).

Whatever the motivation, most volunteers would 
agree that voluntary work is both challenging and 
rewarding.

Voluntary Work
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Voluntary Work

Apart from gaining valuable experience and 
making your CV more appealing to potential 
employers, you may get help with your expenses, 
such as: travel costs.

There are opportunities to get involved with charity 
work and volunteering in the UK and overseas but 
you often have to be 18 or over to volunteer away 
from home.

There is a wide range of Volunteering websites 
and opportunities; to get you started, try visiting 
Vinspired. They have an Opportunity Marketplace 
for Volunteers where you can sign up for various
opportunities, visit:  
http://vinspired.com/ opportunities/marketplace
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Before sending out your CV check:-

q  Is it in a readable font such as TAHOMA or ARIAL 
and have you used justify to align your CV?

q  How does it look? – Is it well presented and 
clearly laid out and is your name and contact 
details in bold?

q  Is it on good quality and preferably cream / gold 
/ blue paper or similar?

q   Have you asked a third party to check it for 
spelling / grammatical mistakes?

q  Is it tailored to each and every job? – have you 
referenced it to the original advert and person / 
job specification?

q  Are your skills and abilities set out and 
evidenced?

q  Is it prioritised? – Is the most relevant and recent 
information first in its section?

q  Have you spoken to potential referees about 
supplying references on request, permission 
received?

q Have you provided a covering letter?

q  Does your covering letter complement your CV?

Writing a winning CV
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Covering Letters

NO application form or CV should be sent 
without a covering letter.  Covering letters can 
range from applications in response to advertised 
positions, speculative letters and to letters 
requesting information from employers. 

Covering letters form an essential part of any 
job search activity and should be compiled with 
care and attention reflecting the needs and 
requirements of the position applied for.

It is a good idea to use some of the words and 
phrases that the company or employer has used in 
their job description / person specification (make 
sure you reword it though). Just keep in mind, 
‘What have I got that they are looking for.’

Covering letters must be targeted, well presented, 
contain no spelling mistakes and help direct the 
reader to your strengths and away from potential 
weaknesses. Remember your letter is going 
to be the first document they see.

Presentation Letters should be typed unless a 
hand written letter is specifically asked for.

They should be no longer than a single page; 
any more and there is the danger of repeating 
information contained in the CV.

Remember it has to pass the 5 second test – a 
very busy person is reading it, and there may be 
a hundred more to look at; do a draft copy and 
adjust as required.

Once a good letter is settled upon it can be 
tailored for each new application - using the job 
specification for guidance.

Never dwell on negatives, instead, highlight your
positive ability to learn, etc.

Express your suitability for the post and the 
benefits you will bring to the company.

Speculative Letters - A speculative covering 
letter is a letter written to a company to enquire if 
they have any suitable positions.

Knowing where to send speculative letters

http://www.yell.com/ is the Yellow Pages on 
the Internet. It is a good starting point to find 
addresses with postcodes including telephone 
numbers.
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The classified section in the local 
newspaper – you can see exactly what the 
company does and what they specialise in.

The business pages of newspapers – or trade 
journals often contain items about new contracts 
being won, new products being produced or the 
company may be expanding and require additional 
staff. It is very expensive to recruit, CVs already 
received from people who have shown an interest 
will help a company to keep costs down.

Networking amongst friends, family, 
acquaintances – let people know you are looking 
for work, but remember to keep them up to 
date with your progress; people like to know how 
you are getting along. Often in staff canteens or 
notice boards employers may advertise for vacant 
positions, so if your friends and family are aware 
of what you are looking for they can keep and eye 
open for you.

Always send a thank you letter to a company who 
takes the trouble to reply even if it is a ‘sorry but 
not at this time letter’, there is nothing to lose and 
your name has been put in front of them again. It 

is not a bad idea either to write a thank you letter 
after an interview, expressing enthusiasm for the 
job now that you know more about it.

Always (or whenever possible) write to a named 
person rather than Dear Sir or Madam. The name 
could be found by ringing the company and 
enquiring; if it is a large retail outlet then there is 
usually a picture gallery of who’s who within the 
branch, for example.

Sometimes recruitment may be directed via head 
office so make sure you send your letter to the 
right place. 

Increasingly applications are made via the internet, 
if this is the method a company uses then follow 
their instructions carefully, and either complete the 
online application or upload your CV and covering 
letter. Do not use the email as your covering 
letter, you should compile a letter along with your 
CV and send them as attachments.

Covering Letters
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Interviews

Preparing for Interview  Thorough preparation 
is the key to a successful interview – make sure 
you research the job, research the company and 
what you have to offer. Try and anticipate any 
questions you might be asked by reviewing the job 
description again. You could also talk to somebody 
already in the job; they should be able to gain 
a better understanding of what the role would 
involve.

There are different types of interview 
technique that different employers use. 
These include:

Competency Based Interviews this is a popular 
format for interviews and demonstrates to the 
employer that you have the skills and abilities to 
match the job. A good technique to adopt here is 
the STAR technique. This will help you to answer
questions in a more structured way.
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Hypothetical or Scenario based questions 
These provide an insight into your approach to work 
situations. To practice, think of practical examples 
and how you would respond.

Topical Issues or Being asked your Opinion 
These may be related to the sector, job or 
organisation. This shows that you can provide an 
opinion but make sure that you respect other 
people’s points of view and that you demonstrate 
that you can see the other side of the argument.

Role Play More and more employers are using 
role play to select their workforce. The idea of role 
play is to see how candidates perform in ‘real life’ 
situations related to their business and usually the job 
candidates are being interviewed for. So for example, 
for customer facing roles it is usual to be presented 
with a scenario whereby candidates would have to 
deal with a difficult customer.

Interviews

Star Steps Example

On Reflection: 
How could I 

Improve? 
(Group Discussion)

S
Situation – This 
allows you to set the 
background for your 
story.

T
Task – what was 
required of you? What 
was your role?

A Action – explain what 
you actually did.

R Result – how well the 
situation played out. 
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Interviews

It is a useful opportunity to demonstrate that you 
have researched the organisation, the job role 
itself, including the job description. Stay calm, 
role play can be nerve wracking but the secret of 
success is to be clear about the task itself; make 
sure you read the brief carefully, listen to others 
opinions and as always try to prepare well.

Problem Solving All jobs bring challenges with 
them so it is hardly surprising that interviewers 
are likely to ask questions or provide scenarios at 
interview whereby you will be requested or given 
the opportunity to demonstrate your problem 
solving skills. This includes demonstrating your 
levels of resilience and innovation when you are 
faced with challenges. Problem solving approaches 
often involve evaluating situations and seeing 
them from different view points to understand and 
consider the various ways you could tackle them.

Group or Team Work Activities Show your 
enthusiasm for team work at interview; employers 
want to hire people who are team players, so make 
sure that you demonstrate your communication 
skills, listen to others, respect other people’s ideas 
and opinions and provide suggestions.

Presentations Some people have a natural ability 
to engage an audience in a presentation whilst 
others find it nerve-wracking. To help minimise 
the stress levels; you may want to consider the 
following: 

•  You will usually be notified of the title of the 
interview presentation in advance; this may 
be in the form of a question which will be 
related to the job you are being interviewed 
for. It could be to find a solution to a problem 
in the organisation or to identify how you can 
contribute to moving the company forward. 
This is your opportunity to highlight your skills 
and experience in relation to what the company 
are looking for in the successful candidate. 
Don’t leave anything to chance. Prepare well, 
research the company thoroughly and practice 
your completed presentation making sure you 
can deliver it in the required timeframe. Your 
presentation must be engaging, relevant to 
your audience and leave people wanting to hear 
more; try to find out who you will be presenting 
to so that you are able to make it relevant  
to them.
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Try out these different types of 
presentation structure to see which one  
you prefer: 

Presentation Suggestion One: 
1.  Tell the audience what you are going to  

tell them. 

2.  Explain the key points you are going to cover.

3.  Tell them what you’ve told them in summary. 

4.  Provide a conclusion and suggest next steps. 

Presentation Suggestion Two:  
1.  The why (the context, the identified need, the 

resources required). 

2. Provide more detailed information. 

3. How you see it working.

4.  Considerations for the future; leave your 
audience with a memorable statement or pose 
a question.

Panel Interviews Don’t feel daunted if you 
are told that a panel will interview you. A panel 
interview is a more time efficient way of finding the 
right person for the job. The panel will be made 
up of people that are part of the decision making 
process from different parts of the company and 
will typically include a member of the HR team, the 
identified line manager and possibly a technical / 
operational member of staff. Each panel member 
will ask a standard set of questions in turn and 
use a scoring system to record your answers. After 
the interview they discuss each candidate and 
compare their scores. Panel interviews are seen 
as a fair process and an effective way of assessing 
the strengths of candidates and their fit with the 
organisation. If possible, find out beforehand who 
will make up the panel by phoning ahead and 
asking if it is possible for the HR department to 
provide you with the information. You will need 
to demonstrate that you are a good fit with the 
company, culture and workforce. You will also 
need to demonstrate your ability to perform in 
the job so make sure you relate the examples you 
give to practical job related skills as identified in 
the job description. For more help on preparing 
for interview, have a look at the Interview 

Questions section of this booklet.

Telephone compared to a face to face meeting; 
however it does save time and may alleviate your 
nerves if you are in the familiar surroundings of 
your home and have not had to deal with the 
added stress of travelling to an interview venue. 
Make sure you won’t be interrupted, give yourself 
plenty of time and have a copy of your CV and 
application to hand so that you are able to refer to 
them when necessary. The interviewer is likely to 
be working to a script of interview questions but it 
is a good idea at the start to ask what the structure 
of the interview will be.

Webinar Interview methods have moved on 
and webinars are being used more often as a 
way of assessing candidates. This is reliant on 
software, this may be through using Skype or 
other systems; this obviously requires planning and 
communication with the recruiter to make sure 
that there are no breaks in communication while 
the interview is being carried out. Using Skype and 
Webinars for interview is usually a method adopted 
when distance is an issue and it is not practical for 
the candidate to travel to the company venue.

Interviews
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Assessment Centre Assessment Centres as part 
of the interview process are becoming more and 
more favoured by recruiters. So, if you are invited 
to an assessment centre make sure you consider 
the following: 

•  If possible try to practice assessment exercises: if 
you can prepare, you will be less nervous on the 
day. 

•  You should receive a briefing from the company 
about what to expect at the Assessment Centre 
– in most cases, the assessor will be assessing 
you against a list of predefined list of skills, 
qualities, attributes and competencies. 

•  Look back at the job description to identify 
the key skills and qualities required by the 
organisation. 

•  Make sure that you manage your time carefully – 
try to keep to time; in many assessment centres 
a common theme is that candidates run out of 
time trying to complete activities. If possible, 
read through the information first to get an idea 
of how much time you need to spend on each 

exercise. You may want to complete sections 
you feel most confident about first and then 
revisit sections you may find more challenging or 
require more time and thought towards the end.

Psychometric Tests You will know by now 
that Carrus is a psychometric test and that 
you managed to get through that! Often 
psychometrics used at interview will measure 
your core competencies; your capabilities in 
numeracy, literacy and problem solving skills. Some 
psychometrics also measure resilience or identify 
how you would behave in a challenging situation 
by asking key questions about your personality. 
If you are asked to take part in a psychometric 
measure, don’t over think your responses but act 
instinctively.
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Checklist for Interview

q  Make sure that you have researched the 
organisation you are going for an interview with 
(most organisations have a website). 

q  Look carefully at the suggested interview 
questions list and think of how you could answer 
them. 

q   Ask for feedback from any interviews you 
attend. 

q   Dress code – find out what the dress code is. 
Think about what the employer would consider 
to be appropriate dress. 

q   Prepare yourself with a set of questions to 
ask e.g. Are there opportunities for personal 
development, opportunities to gain further 
qualifications, promotion etc? 

q   Remember to keep eye contact!

q  Being prepared for your interview will give you 
more confidence.

q  Keep animated.

q  Make sure that you give ‘real life’ examples – 
for example, how you met targets by showing 
customers accessories which would suit a dress 
they liked etc.

How to prepare for Interview Questions

What does the employerwant to know? 

•  How well you would do the job. 

• How reliable* you would be. 

•  What ‘added value’ you can offer (particular 
experience, specialist skills, reasons why you 
would be particularly dedicated). 

*  Reliability is really important to employers. They 
need people who will be there to do the work 
and who will do their best as the employer has 
customers to keep happy and they don’t want to 
pay you for not being there.

Remember:

It is in the company’s best interests to get to know 
you as well as possible by making you comfortable, 
so you can talk a lot. They are not trying to trip 
you up. The interviews you may have seen on The 
Apprentice are NOT usual.

Interviews
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How can I work out what questions they 
will ask? It is impossible to predict this accurately 
but this is where the job advert, job description 
or person specification is essential. For example, if 
they are looking for someone with experience of 
something in particular, they are likely to ask what 
experience you have in it.

•  Read through the job description and

•  Highlight key points

•  Think of things you have done that relate to each 
point and

•  Practice talking about them.

Will all the questions be about me? Probably 
not. It is quite likely that you will be asked at 
least one question that tests your initiative and 
enthusiasm for the job by asking what you know 
about the organisation you have applied to and 
what you know about the job. The question that is 
often asked is “Why do you want to work for us?” 
It is essential that you do a bit of research on the 
company before your interview, and the company 

website is usually great for this. Try to find the 
following:
Do they have a ‘mission statement’ (a few lines that 
state the purpose on the company)?

•  Are they planning any changes or expanding the 
business in any particular way?

•  Who are their main competitors?

•  Is there anything interesting about the 
company’s history (e.g. they bought out another 
company)?

•  Are there any key facts you could easily 
memorise (e.g. number of staff, turnover, 
profit)?

Interviews
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If it is a small company and you can find any of the 
above things, try looking for review websites or 
ask around to see if anyone you know can tell you 
anything about them. When asked why you want 
to work for them you can then say something like, 
“I know someone you worked for and they were 
impressed with the quality of your work.”

What kind of questions will I be asked?
This varies a lot, partly as some interviewers have 
training and experience and others do not. Those 
with training usually ask ‘competency-based’ 
questions.

•  Competency – HOW you do something.
•  Skill – WHAT you are capable of doing.

They are usually based on what you have done in 
the past, e.g. “Tell me about a time when you…” 
Why?

1.  Your past behaviour is a good predictor of your 
behaviour in the future. 

2.  Asking hypothetical questions (e.g. “What would 
you do if…?”) only shows what you know that 
you should do NOT what you would actually do.

Examples of commonly asked competency 
based questions include:

•  Describe a situation in which you dealt with 
confrontation.

•  Describe a situation in which you influenced or 
motivated people. 

•  Describe a situation where you worked in a 
team.
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To answer this type of question well, just 
remember STAR:

•  Situation – where were you?

•  Task – what did you have to do?

•  Action – what did you do? This is the most 
important part.

•  Result – what happened as a result of what you 
did?

E.g. Tell me about a time when you dealt with a 
customer complaint?

(Situation :) When I was working at the High 
Street Café, (Task :) a customer complained that 
she had found a hair in her soup. (Action :) I 
quickly apologised for the hair being in her soup 
and said it was very unusual that it should have 
happened. I said that I would replace her soup 
immediately and tell the chef, to make sure it 
wouldn’t happen again. I then got the managers 
permission to take the soup off her bill. (Result :) 
The customer said she was happy with how quickly 
and efficiently I dealt with the problem and she left 
me a big tip.

What are the hardest questions I could be 
asked?
The hardest questions are usually about things that 
could be negatives things about you or your work 
history e.g. “Tell me why you haven’t been working 
for a year.” “What is your greatest weakness?” The 
key to answering these is to be honest but turn 
them around into something good. If you have 
been out of work, talk about the positive things 
you have done with this time e.g. applying for jobs 
or getting more experience. If asked to identify 
a weakness, don’t say you don’t have any. Pick 
something and say what you do about it, e.g. “I 

am quite shy so I make a particular effort to talk to 
people to help myself overcome this.”

Other tricky questions are those that are quite 
general, e.g. “Tell me about yourself.”, “How 
would others describe you?”, “What is the biggest 
challenge you have ever faced?” or “What is your 
biggest achievement?” For the first one, just give 
a brief introduction to yourself, like a mini CV (your 
main qualifications, experience and interests). 
The last two are hard if you haven’t prepared for 
them, as you have to think of something fast, from 
any area of your life (it doesn’t have to be work-
related).

At the end, you will almost always be asked if you 
have any questions for them. Make sure you 
have prepared at least one as it shows interest in 
the company or job.
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What if I dry up or forget the question? Just 
ask them to repeat the question – this is not a 
problem and gives you thinking time. They should 
have provided you with a drink of water; take a sip 
as this also gives you thinking time.
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Common interview questions:

Tell me about your current job or your 
career to date.
Mention the skills you used, responsibilities you 
had, promotions etc.

Why did you leave your last job?
Avoid rubbishing former employers; make sure you 
turn negatives into positives.

What has been your greatest achievement 
at work or socially?
Think of something that links in some way to the 
skills required for the job.

How would you describe yourself?
Sell your strengths.

How would your colleagues describe you?
Sell your strengths and describe how you get on
with other people. 

What is your greatest strength?
Select one or two of your qualities, skills or 
experience.

What is your biggest weakness?
Avoid anything relevant to the job and give a 
positive explanation how you overcome it.

Tell me about a situation where you have 
had to work under pressure.
Describe what the challenge was, how you 
approached the situation, and what you achieved.

Tell me about a time when you had to work 
to a budget.
Describe what the budget was, how you 
approached it, and what you achieved.

Tell me about a time when you had to 
achieve something by a deadline.
Say what you had to do and talk about organising 
and prioritising things, as well as what you 
achieved.

Describe a situation where you had to solve 
a difficult problem?
Be careful what problem you choose, ideally pick a
problem that you didn’t cause.

Why do you want to work here?
Refer to positive reasons such as training, 
development opportunities, friendly, well 
managed, good reputation etc - avoid wages and 
financial benefits.

What do you know about our company?
Use your company research.

What do you think are the most important 
aspects of the job?
You need to have analysed the job advert, explain 
how you will fulfil these roles.

How can you best use your skills within this 
job?
Explain how your skills will benefit the company.
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What do you think you can offer this 
company that other people can’t?
Mention qualifications, experience, previous 
successes, hardworking nature, reliability, etc.

Where do you see yourself in five years 
time?
Don’t go into too much detail and make sure your 
aim is appropriate for the position.

Examples of questions you might want to 
ask at interview:

•  What are the prospects for growth and 
advancement for this position?

•  Does the company offer training opportunities?

•  When can I expect to hear from you?
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Glossary of Terms

Career Sector: - a group of careers with similar 
characteristics and which involve similar work. For 
example, career sectors may be Accountancy & 
Finance or Industrial & Manufacturing.

Transferable skills: - are those versatile skills 
that you can apply and make use of in a number of 
different roles. For example, if you have coached 
a local sports team or helped out with a youth 
club then you may have developed leadership and 
communication skills.

DOTS: - is a career management model. 
Established by Bill Law and AG Watts (1977) it 
advocates that in order to manage their careers, 
individuals need to have a clear understanding of 
the decision making process, the opportunities 
that are available, how to make the transition from 
where they are now to where they want to be as 
well as a degree of self awareness.

Networking: - is the interaction with others to 
exchange information and develop professional or 
social relationships.

Social Networking: - the use of dedicated 
websites and applications to communicate with 
other users and develop professional or social 
relationships.

Covering Letter: - is a letter sent with your 
CV and/or application that provides additional 
information on your most relevant skills and 
experience and outlines the reasons for your 
interest in the specific role.

Speculative letters: - are letters sent as part 
of a speculative application together with your 
CV. Applying ‘speculatively’ means sending your 
CV and speculative letter to an employer asking 
whether they can offer jobs or work experience.
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