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Introduction

To student
Find Your Career Interest

Before you start looking for a job, think about your career first. Choosing a
career means more than finding a means of making a living. Your work will
determine many aspects of your daily activities, so you are in fact choosing
your future way of life.

Before you start your job search, you have to take into consideration different
factors:

How do you currently spend your time and energy?

What do you enjoy doing and what you are good at?

What do you value most: developing your potential, becoming an expert,
serving the community, taking care of your family and friends, making a lot of
money or gaining status and prestige?

The first step of career planning is to assess your interests, values, skills
and personality traits. Self assessment is a process by which you learn more
about yourself. A good self understanding can help you determine which
occupations and work situations could better fit you. DON'T be forced by the
market to take up jobs you don’t like. Build your career around your interest
and abilities.

The Interest Item Pool (IIP) is designed to provide for people to assess
their career interest. This inventory is created by Professor James Rounds
(Professor of Educational Psychology and Psychology, University of Illinois
at Urbana-Champaign), Dr Hsin-Ya Liao (Assistant Professor of Counseling,
San Francisco State University), and Dr Patrick Armstrong (Assistant
Professor of Psychology, lowa State University).

This inventory includes 31 basic interest scales. The sole purpose of this
tool is to help you to identify your career interest. These tools will list out
many items that describe the work activities or characteristics of a particular
profession. You are required to rate vour preference from a scale of (1 to 5) to
indicate your preference on a particular item. After finishing the rating, you
can identify your career preference from the list. To have better evaluation
of your career interest, it is advised to look for career expert to help you to
interpret the results.
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BASIC INTEREST MARKERS ADMINISTRATION INSTRUCTIONS
Indicate how much you would like to do each activity by assigning the
number that most closely represents how you feel about it. The rating is:

Strongly dislike Dislike Neutral Like Strongly like
1 2 3 4 5

Athletic Coaching

1. Participate in competitive sports
2. Provide physical fitness training
3. Coach a sports team

4. Explain a sport to other people

5. Referee a sporting event

6. Take a course in athletic training

Business

1. Understand the qualities of an effective business

2. Develop business systems

3. Learn about the needs of the marketplace

4. Think of ideas to increase the sales for a company

5. Implementing quality review procedures in a company

6. Develop strategies for advertising campaigns and sales promotions
7. Set prices on goods based on forecasts of customer demand
8. Plan the expansion of a company

9. Set up an office in a new city

10. Set up business transactions between companies

11. Negotiate a business deal

12. Develop relationship with external suppliers

Creative Arts

1. Sketch a picture

2. Take a film-making course

3. Design a creative work of art

4. Design a piece of artistic furniture
5. Design costumes for a movie or play
6. Participate in an art show

7. Develop a portfolio of artwork

8. Write an original musical piece

9. Visit an art gallery

10. Create a sculpture

11. Study painting
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Creative Writing

1. Study creative writing

2. Write a script for a TV drama
3. Write a celebrity biography
4. Write a novel

5. Develop a script for a movie
6. Edit a newspaper article

7. Compose short stories

8. Write a true-life story

9. Write a play for a theater

10. Be on a team of writers for a situational comedy
11. Write children books

Engineering

1. Modify an equipment design to reduce sound level
2. Develop more user-friendly machines

3. Redesign an engine to improve fuel efficiency

4. Maintain the main generator in a power plant

5. Test a new cooling system

6. Design electronic systems

7. Improve the efficiency of an assembly process

8. Design structures that can withstand heavy stresses
9. Analyze problems in aircraft design

10. Design a highway overpass

11. Design a diagnostic routine for a power plant

Family Activity

1. Take care of children at home

2. Redecorate the living room

3. Play with your children

4. Maintain the attractiveness of the house
5. Prepare exciting meals for your family

6 Meet the needs of my partner and children
7. Arrange transportation for your child’ s and friend’
8. Provide a comfortable home for my family
9. Take the family on a picnic

10. Arrange play dates for your child

11. Cook for your friends and family

12. Take the family on a vacation

13. Keep the home looking comfortable

14. Read a story to your child

http://www .hkit.edu.hk/

46

s play activities

Finance

1. Understand economics principles

2. Understand the role of finance in business
3. Work with financial data

4. Create a budget

5. Study how to generate business profits
6. Analyze financial information

7. Project future expenditure

8. Analyze a person’ s credit history

9. Provide advice about investments

10. Evaluate the quality of an investment
11. Arrange business loans

12. Learn about money management

Human Resource Management

1. Meet with workers to mediate disagreements

2. Explain new company policies to workers

3. Organize a diversity workshop for a company

4. Assess employee opinions of the company

5. Investigate employees’ job satisfaction

6. Direct activities to improve office communication

7. Provide human relations training

8. Facilitate relationships between management and employees
9. Review organizational policy matters on equal employment opportunity
10. Organize activities to raise employees’ morale

11. Structure an employee disciplinary action

Information Technology

1. Design a technology system for distance learning
2. Acquire the latest electronic technology

3. Maintain network hardware and software

4. Maintain a website for an organization

5. Keep up-to-date on the latest software

6. Take a course on network administration

7. Design a computer system for an organization
8. Use computers to archive historical documents
9. Create a computer database

10. Improve computer network efficiency

11. Modify existing software

12. Install a new computer system
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Law

1. Research case law

2. Find precedents related to a legal case

3. Obtain a license to practice law

4. Rule on the admissibility of evidence in court
5. Work to improve the legal system

6. Interpret the constitutionality of a law

7. Gather evidence for a trial

8. Present arguments to a jury

9. Prepare legal documents

10. Defend a client against a legal charge (in a courtroom)
11. Arbitrate legal disputes between parties

Life Science

1. Learn about the life cycle of an animal species
2. Breed animals in a laboratory

3. Dissect an animal

4. Track the migratory patterns of birds

5. Study the diet of an animal species

6. Investigate human gene structure

7. Identify and classify bacteria

8. Collect plant samples

9. Study how plants grow

10. Conduct research with growing bacteria

Management

1. Direct the business affairs of a university

2. Direct all sales activities for a company

3. Plan and coordinate a convention for a professional association
4. Administer city government

5. Plan and direct training and staff development for a business

6. Serve as a president of a university

7. Direct and coordinate the work activities of subordinates

8. Coordinate the activities of all departments in a bank

9. Direct the operations of a medium size company

Manual Labor

1. Load and unload freight materials

2. Deliver office furniture

3. Transport people’ s belongings from one place to another
4. Drive a nail into wood

5. Clean offices

6. Stack lumber in piles
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7. Dig a hole for a fence

8. Clean up trash or debris

9. Feed items into a machine

10. Separate items by weight or size

11. Feed and groom livestock

12. Use hands to lift, carry, and pull objects

13. Use vacuums and shovels to clean working areas

Mathematics

1. Solve an algebraic equation

2. Develop mathematical formulas

3. Understand applications of calculus

4. Learn about a new branch of mathematics

5. Graph an equation

6. Take a course in advance mathematics

7. Solve geometric proofs

8. Apply mathematical techniques to practical problems
9. Calculate the probability of winning a contest
10. Use mathematical theorems to solve problems

Medical Service

1. Research new drugs to cure cancer
2. Explain how viruses infect the human body
3. Determine the cause of an illness

4. Perform surgery

5. Provide physical therapy

6. Diagnose mental 1llness

7. Examine a patient in a clinic

8. Provide first aid

9. Prescribe medication to relieve pain
10. Treat injured animals

Outdoor-Agriculture

1. Protect crops from diseases and pests

2. Feed and water animals in a zoo

3. Raise livestock on a farm

4. Learn about soil and climate requirements of specialty crops
5. Work on a dairy farm

6. Install a crop irrigation system

7. Harvest trees for timber

8. Care for and plant trees

9. Work on a commercial fishing vessel

10. Work in the outdoors
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Office Work

1. Perform office work

2. Develop procedures to improve office efficiency
3. Operate commonly-used office machines

4. Improve a system for handling employee reimbursements
5. Order and maintain an inventory of office supplies
6. Provide customer service

7. Design an office filing system

8. Record meeting minutes

9. Schedule, maintain, and update appointments

10. Organize files and documents

11. Prepare payrolls

Performing Arts

1. Study one of the performing arts
2. Participate in a musical performance
3. Act in a television commercial
4. Sing on a stage

5. Perform magic tricks on stage

6. Act in a play

7. Appear in a talent show

8. Direct the performance of actors
9. Conduct an orchestra

10. Take a screen test for a movie
11. Act in a movie

Personal service

1. Wait on tables in a neighborhood restaurant

2. Plan the food and drinks for a business meeting

3. Provide personal services to airplane passengers

4. Serve beverages in a club

5. Provide a client with a manicure

6. Greet guests and answer questions about activities in a hotel
7. Arrange travel plans and accommodations

8. Style hair in a salon

9. Plan parties for weddings and other special occasions
10. Help a client plan an exercise program

11. Help a client plan a vacation to Europe

12. Lead a tour to points of interest in a large city

13. Fit and alter clothes for a customer

14. Work with clients to meet romantic partners
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Physical/Risk-Taking

1. Do work that is dangerous and exciting

2. Discover uncharted territories

3. International travel to countries where there is armed conflict
4. Scuba-dive among unexplored coral reefs

5. Have some adventure during every work day

6. Participate in high-speed chases

7. Parachute jump from an airplane

8. Rescue someone stranded on a mountain

9. Participate in extreme sports

Physical science

1. Study the laws of gravity

2. Investigate the molecular structure of substances
3. Search for new solar systems

4. Study the nature of quantum physics

5. Measure the speed of electrons

6. Study the movement of planets

7. Test chemical reactions

8. Study rock and mineral formations

9. Describe the structure of an organic compound
10. Study why earthquakes occur

11. Use meteorological information to predict the weather
12. Take a course in the physical sciences

Politics

1. Persuade people to vote for your candidate
2. Work in a political campaign

3. Influence voters to support your ideas

4. Debate the merits of political candidates

5. Argue for or against an idea

6. Run for a political office

7. Write legislation

8. Give a speech supporting your candidate

Professional Advising

1. Advise people in meeting their professional goals
2. Assist people in planning for retirement

3. Conduct a workshop on time management

4. Coach people to prepare them for an interview

5. Provide consultation for colleagues

6. Apply professional skills in a consulting role

7. Provide skill development training
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8. Conduct career planning workshops
9. Assess organizational development needs
10. Recommend changes in how a company operates

Protective

1. Search for explosives in an airport

2. Make inspections to be sure that laws are not broken
3. Patrol an area to maintain security

4. Direct traffic after an accident

5. Take a person into custody on an arrest warrant
6. Guard a government building

7. Patrol borders to stop illegal immigration

8. Respond to emergency calls for help

9. Conduct surveillance of suspects

10. Escort individuals for their own protection

11. Learn fire-fighting techniques

Religious Activities

1. Read a religious text

2. Help children understand religious teachings
3. Provide spiritual guidance

4. Develop my spirituality

5. Train to be a member of a religious ministry
6. Interpret religious writings

7. Conduct religious ceremonies

8. Participate in a prayer group

9. Attend a religious ceremony

10. Explain a religious text to people

11. Pray

12. Take a class about religion

Sales

1. Describe features and benefits of a product or service you sell
2. Increase sales in your sales territory

3. Work in a position that offers a commission based on sales
4. Convince people about the usefulness of a new gadget

5. Promote sales of medical equipment to physicians

6. Sell services and equipment

7. Determine customer needs

8. Explain products to customers

9. Persuade customers to spend money

10. Sell commercial property

11. Sell a new product to consumers

12. Learn new sales tactics
13. Be a sales representative for a retail business

Skilled Trades

1. Install the piping and fixtures of a drainage system
2. Use tools to repair factory equipment

3. Repair the engine of an automobile

4. Construct wooden cabinets

5. Diagnose malfunctions in automotive engines

6. Maintain manufacturing equipment in an industrial plant
7. Install the electrical wiring in a house

8. Replace defective telephone lines

9. Learn how to operate power tools

10. Use building materials to construct a wall

11. Weld together metal components of products

Social Sciences

1. Learn about human behavior

2. Develop a theory about human behavior

3. Investigate cultural practices

4. Conduct social science experiments

5. Study child-rearing problems

6. Compare cultural differences among groups

7. Analyze the effects of discrimination on minority groups
8. Review the interpersonal relationship literature
9. Study class structures of a society

10. Study intersections among people in a group

Social Service

1. Assist people with disabilities to find employment
2. Help families to adopt a child

3. Counsel families in crisis

4. Help the homeless find shelter

5. Help people find community resources

6. Provide childcare services

7. Organize a soclal support group

8. Volunteer for a community service center

9. Help children from disadvantaged background adjust to school
10. Counsel clients with personal problems

11. Provide services to individuals with disabilities
12. Help people overcome social problems
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Teaching

1. Develop a lecture

2. Design tests to evaluate students’ learning
3. Take a teacher development workshop

4. Create an effective classroom atmosphere

5. Interact with students in a classroom setting
6. Facilitate students’ discussions

7. Design an active learning activity

8. Conduct seminars

9. Offer feedback on student papers

10. Supervise high school students?research projects

Technical Writing

1. Write complex technical information in an understandable way
2. Write instructional manual for a piece of equipment

3. Write directions for how to operate a VCR

4. Plan and edit technical manuals

5. Write a manual on how to operate a cell phone

6. Write instructions on how to assemble a toy

7. Prepare a manual for a computer program

8. Write a user guide on practically anything

9. Create manufacturer’s catalogs

10. Write operating documents for an organization

GET READY FOR WORK

Writing successful CVs

Your CV is a great chance to prove that you have the specific skills and
experience required by an employer. To promote yourself effectively, identify
the skills required in the vacancy and provide evidence of you having them.

For example, you could prove your teamwork skills by describing a specific
activity at HKIT and outlining how you:

Listened to colleagues, encouraged them and responsibly carried out my
personal role, resulting in a mark of 71% and a business recommendation.

You should use positive power words and any headings you want to promote
your specific skills and experiences - here are some of the headings you
should consider:

Personal details

- This 1s usually the first heading on a CV and you should keep it short.

- Print your name at the top in a large font.

- If necessary, include both your term-time and home addresses (with dates
when you will be at each).

- Create a professional voicemail reply message and email address
incorporating your name.

- Generally, no need to include information relating to your age, sex,
nationality, marital status or health.

Education
Provide details of your education going back to your secondary education
(or equivalent). For each school, further education and higher education
institution you have attended (or are attending), list the following:
- the institution’ s name;
- the town (and country, if it is overseas);
- when you were there (from start to finish);
- your qualifications and grades (especially if they are good), and their HK
equivalents if they were taken overseas e.g. Grade 11 or high school second
year is equivalent to Form 5).

Summarise your high school results or public examination results, but
promote your recent education and training more fully. Relate vour degree(s)
to the job you are going for. For example, you could list relevant modules,
outline related projects and/or promote the skills you have gained.

Experience/work experience

All work experience counts, whether paid, voluntary or shadowing (working
alongside someone for a short time to see what their job is like). Outline
your responsibilities and achievements that were/are relevant to the job you
are seeking. Provide more information for recent and relevant roles. Some
experience can be grouped together. For example:
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Summer 2011: A variety of customer service roles including bar work,
waitressing and telesales. Developed an awareness of customer relationship
management and improved my teamwork skills whilst working with
challenging customers in high pressure environments.

Positions of responsibility/achievements/interests

Choose one of these headings to outline extracurricular accomplishments
which demonstrate your personal initiative and career motivation. Briefly
describe what you have done, how you have succeeded and the relevant skills
you have gained. For example:

As president of the university karate club I organise regular meetings to
discuss possible events and successfully collaborate with a wide range of
people including undergraduates, postgraduates, administrators, senior
academics and sponsors.

Referees

You can either provide the contact details of two referees or tell the employer
that your references are ‘available upon request’ . Ideally, it is better to
have one of your referees be related to your work, e.g. a manager at work, and
one should be an academic.

Optional headings
You can also create any other headings which highlight your particular
attributes for the specific job. Some options are shown below.

Personal profile/career objective

This 1s a short (three/four line) summary of your relevant attributes and
specific career aims. Well targeted profiles can attract attention but general
statements often create a bad impression.

Follow these rules: o, o
- use the third person (donotuse ‘I or ‘my );
+ focus on just one or two of the key skills and experiences required.

For example:

Pro-active marketing graduate with over three years’ experience organising
and publicising successful events. Created a popular marketing campaign
during internship with ABC Company. Looking for a challenging and creative
marketing position in the XXX industry.

Relevant experience and Additional experience

If you have a wide range of employment experience, you may want to
highlight your most relevant work history under a ‘Relevant experience’
heading and list your other jobs inan “Additional experience’ section.

Other possible headings .
You may want to include any nurpber pf additional h,eadir}gs such as: Caregzr
summary , Technical skills' , "Publications  , “~Additional skills

and ‘Accountancy experience (relevant to the job role)” .

Layout
It should be easy to scan your CV and see your key skills and experiences. To
do this effectively:

+ use an appropriate type of CV (chronological, skills-based or academic);

- highlight relevant skills and experiences;

+ place key information at the top of the CV where it can be easily seen;

- use bullet points to break up text;

- use positive headings such as ‘Skills gained’ and ‘Relevant
experience’ ;

- list your experiences in reverse chronological order (most recent first);

- make dates easy to see and leave no unexplained gaps in time.

Presentation

- To create a good impression:

- use good quality paper (if sending a hard copy);

- In most instances, use two full pages (investment banks may expect a one-
page CV, and academic institutions may want a longer academic CV for
academic roles);

- use a simple consistent format;

+ promote yourself with positive words and phrases;

- spell everything appropriately and use correct grammar;

- avoid graphics and tables as they can look cluttered;

- use a larger font size for headings and use bold for emphasis (but do not
overdo it);

- keep it simple and attractive even if a job calls for artistic creativity (vou
can always provide a portfolio of your work);

- avoid too much white space.

Three types of CVs

1) Chronological CV

This is the traditional CV format which directly links your education, work
experience, achievements and interests to your relevant skills. Experiences
are listed in reverse chronological order (i.e. your most recent studies and
jobs are shown first).

This format is particularly effective if you have relevant experience because
it highlights:

- what you have done;

+ who you have worked for;

- how you have progressed.

See the sample chronological CV.
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2) Skills-based CV

In this type of CV vyou briefly list your education, work experience,
achievements and interests in one section and outline your relevant skills in a
separate ‘skills profile” .

CVs with well-targeted skills profiles are particularly effective when:
- your experiences are not obviously relevant;
- you have changed jobs frequently;
- you have a wide range of experiences;
- you are looking to change career direction.

This is because your skills profile shows that yvou have addressed the needs
of the employer and you have gained all the transferrable skills required.

See the sample skills-based CV.

3) Academic CV
If you are looking for a research role you should demonstrate your relevant
academic knowledge and achievements. Your headings could be:
- dissertation;
* research abstracts;
- research interests;
- areas of expertise;
- teaching experience;
- administrative experience;
- publications;
- presentations;
- conferences attended;
- professional memberships;
- fellowships and awards.

Remember - your research interests should be comprehensible to people
outside your field but scholarly enough to interest fellow researchers.

Do not neglect your transferable skills and always use a professional layout.
Academic employers want academic staff who are motivated team players,
and can manage projects, bring in funding and communicate concisely and
professionally.

See the sample Academic CV.

Covering letters

Whenever possible, send a covering letter with your CV which demonstrates
your motivation, commitment and relevant skills.

- Always tailor your covering letter to the specific role.

- Show you have researched the role, the organisation and the industry.

+ Outline why you are attracted to the specific opportunity.

- Highlight your unique selling points.

When applying by email, add the letter as an attachment.

Style

- Use one page of A4 paper and four or five paragraphs.

- Address your letter to a named person, even if you have to contact the
organization to ask who deals with recruitment.

« Include your contact details and the employer’ s (including their title).

- Make sure your grammar and spelling are perfect.

- Use a professional tone.

- Link your writing style to the industry, e.g. covering letters for a job as a
waitress will be less formal than those for an internship at a bank.

Content

Use the following format as a guide for your letter. You may also want
to include an extra paragraph to explain any personal circumstances or
anomalies such as low grades or a career change.

5-Paragraph format

- a positive, formal introduction outlining how you heard about the
opportunity, listing the documents you have enclosed (such as your CV).

- outline why you are interested in the role and the organization,
demonstrating indepth research and mature reflection on how the opportunity
fits into your career plans.

- highlight your key skills and experiences.

- highlight your key personal characters and strength.

- end positively outlining when you will be available for interview.

Two sample letters:
- Standard covering letter
- Covering letter for a speculative application
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JOB INTERVIEW TIPS

TYPES OF INTERVIEW

The interview is a core part of the recruitment process for all organizations
and is a two-way exchange between you and each interviewer. Interviewers
assess your suitability for the role by asking questions which give you the
opportunity to demonstrate your abilities and personality. In turn you can ask
questions of your interviewers and assess whether the organization and job is
the right match for you.

Interview format

Informal interviews are often used as the first part of a multi-stage recruitment
process. For less senior jobs this may be the only selection method used. The
format tends to be a general chat about you and your interests. Be aware that
it 1s still an assessment of you. In structured interviews, all candidates are
asked the same set of questions in a structured format. Typically they begin
with a brief chronological review of your overall career to date.

Competency/criteria-based interviews - these are structured to reflect the
competencies or qualities required by the job. The interviewers are looking
for evidence of your skills and abilities and expect yvou to support your
answers with examples of your experience from your life to date.

Technical interviews - if you have applied for a job that requires technical
knowledge, it is likely that you will be asked technical questions or have
a separate technical interview. Questions may focus on your project or
assignment or on real or hypothetical technical problems. Don’ t worry if you
don’ t know the exact answer - interviewers are interested in your thought
process and logic.

Portfolio-based interviews - if the role is within the creative, media or
communications sectors, you may be asked to bring a portfolio of your work
to the interview and to have an in-depth discussion about the pieces you have
chosen to include.

Case study interviews - in these you may be presented with a hypothetical or
real business problem. You will be evaluated on your analysis of the problem,
how you identify the key issues, how you pursue a particular line of thinking
and how you organize your thoughts.

Specific types of interview

Some recruiters use a single interview to decide whether to hire you. Many
will use a sequence of interviews to inform their decision. In sequential
interviews you will be interviewed by a number of different interviewers or
panels in turn. You may find that the questions asked get more difficult each
time. Alternatively you may be interviewed by a more senior member of the
organization each time or be asked about a different set of competencies.
Answer every question fully even if you feel you have been asked it
previously.

Face-to-face interviews - this is the most common method. One interviewer
or two or a panel of interviewers will conduct the interview. The one-to-
one method is the least preferred due to ethical issues around equality and
transparency but is sometimes used for informal pre-screening interviews as
part of a multi-stage recruitment process. Two person interviews ideally have
an interviewer of each gender. Panel interviews generally contain a spread
of gender and expertise and are often chaired by the person to whom you will
report, should you get the job.

Group interviews - several candidates are present and will be asked questions
in turn by two or more interviewers. A group discussion around a specific
topic may be encouraged and you may be invited to put questions to the other
candidates and/or to the panel.

Telephone interviews - telephone interviews are increasingly used by
companies as part of the recruitment process, often at an early stage of
selection, especially by overseas recruiters. Prepare in the same way that you
would for a face-to-face interview. Make sure you choose a suitable time and
date, in a place where you will be free to chat in a quiet place without any
interruptions. Make sure your mobile is charged if you are using it. Remember
to keep any necessary documents, like your CV and the job advert, to hand
throughout the phone call.

Professionalism

Employers are noting your level of professionalism at each stage of the
recruitment process. Use a formal style for every communication whether
it” s an email, letter or telephone call. It is courteous to respond in a timely
manner to offers of an interview and job offers, even if you have decided not
to accept. Even more importantly, demonstrating total professionalism leaves
the employer with a good memory of you - essential should you decide to
apply for any future position with them.
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PREPARING YOURSELF

Before the interview find out:
+ Where will it be held?
- How long will it last?
- What format will it take?
- Will there be any tests or group exercises?
- Do I need to bring or prepare anything specific?

The interview invitation is likely to provide you with the above information. If
not then call the organization and ask for it.

Ensure that you check the date and time of your interview. Figure out how you
will get to the venue and how long the journey takes, especially if you are using
public transport. Check for any planned disruptions to road or public transport
services and aim to arrive early, rather than rushing in late. This is especially
important for assessment centres, where the day runs to a tight schedule.

What to take for the interview

On the day, make sure you have the interview invitation letter and a copy of
your CV, cover letter and application form if you used one. You will need notes
of the key points you want to make and the questions you want to ask during the
interview. Take some cash in case you need to get a taxi at the last minute or
some other unforeseen expenditure.

What to wear

Decide on your outfit well in advance; ideally it should be a suit or equivalent
business wear. Ensure it is ironed and ready to wear. Have a second outfit as a
back-up and ensure your shoes are clean. Personal grooming is essential and you
should avoid wearing overpowering fragrance. It is probably best to avoid alcohol
the night before the interview and smokers should resist the temptation to have a
cigarette on the way to or while waiting for an interview.

Personal safety

Give someone all the details of where you are going and when you expect to
return. In the unlikely event that you are invited to a private residence bring
someone with you and have them wait for you outside the venue.

Knowledge about yourself

If you are being interviewed for a job that was advertised, use the job description
as a guideline as to what you 1l be asked about in terms of your personality,
skills, work experience and qualifications. Other candidates may have similar
abilities, employment and academic experience to you. Think about how you
might distinguish yourself. It is possible to highlight all of your strengths without
sounding over-confident or aggressive.

Knowledge about the job

Know everything you can about the job on offer including the job and/or person
specification. Search the web for profiles of employees who hold the same or
similar roles and read the relevant occupational profiles in types of jobs.

Knowledge about the organization

Research your prospective employer organization. Employers will expect that
you will have at least researched their website, their recruitment information
and their annual report(s). Do more than this - search for media articles about
it and consult industry insights for an overview of a range of employment
sectors.

Current affairs/commercial awareness

Expect to be questioned about current affairs, about how they currently
impact upon the sector in which the organization operates and what
developments are likely to impact on the organization™ s future.

Psychological preparation
Remember that the interviewer wants every candidate to be a great one.
Remember also these key points:

- get a good night” s sleep the night before;

- eat properly and drink plenty of water on the day;

- practise breathing deeply;

- think positive thoughts;

- remember that, if properly harnessed, nerves can sharpen your performance.
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MAKING AN IMPRESSION

First impressions really do count. If you get an interview you can assume that
your potential employers already like what they have seen. The interview is an
opportunity for you to build on that impression to secure the job.

It’ snot just what you say but how you say it that reinforces the message you are
giving and creates an overall impression of your suitability. Here are some tips for
making a good initial impression:

- arrive on time - ideally at least ten minutes early which will give you time to
relax and collect your thoughts. If you are unexpectedly delayed, contact your
prospective employer as soon as possible to explain the situation;

- when you arrive yvou will meet a receptionist or someone appointed to
receive you. State, in a clear and friendly manner, your name, the time of your
appointment and the name of the person you expect to meet;

+ have all the relevant documentation ready to present if needed: your interview
invitation and a copy of your CV and cover letter or application form;

- switch your mobile phone off before you enter the interview room.

Once the interview commences you will continue to make a positive impression if
you:

- listen carefully to each question and give concise answers supported with
relevant examples; avoid saying just ves or no;

- ask for clarification if a question is not clear;

- speak clearly and loudly enough for the interviewer to hear and try to keep to a
moderate pace;

- stay as relaxed as possible. Prepare techniques in advance that will help to
offset any nervousness. This might be simply repeating a silent mantra such as
‘relax’ or whatever works for you and also taking a deep breath before you start to
answer a question.

Body language

- Be aware of the effects of your body language and how to use it to your
advantage.

- Give each interviewer a firm handshake at the beginning and end of the
interview.

- Keep a relaxed but alert posture and a friendly expression. This will indicate
a positive approach on your part. Be conscious of maintaining good posture
throughout the interview as you may find that when an interview is going well
you tend to slouch into a casual pose.

+ Maintain good eye contact. If there is more than one interviewer, look at the
person asking the question when you reply but glance at the other interviewers
from time to time.

- Most interviewers need to make notes as you are speaking so that they will
remember key things about you when making their selection decision. Showing
that you are distracted by it will have a negative effect so stay focused.

* You may find that you fidget when you are nervous and/or wave your hands a
lot when speaking. This can be distracting to the interviewer and take away from
your performance. Develop a technique that will help you to control the movement
whilst still appearing natural and relaxed.

INTERVIEW QUESTIONS

Their questions

Imagine that you are the interviewer. Think of every question yvou would
ask to find out if a candidate was the best person for the job. Try to cover
all aspects of the job and/or person specification that has been provided. If
you’ ve been granted an interview on the back of a speculative application
then try to anticipate the questions that might be relevant.

Prepare your answers but avoid sounding as if you have rehearsed them. Ask
your careers adviser for a mock interview.

Most interviews will contain questions about your competencies and skills,
personality, interests and values. Interviewers will expect you to support
your answers with evidence from your life to date. A useful strategy for
providing that evidence and for answering competency-based questions
concisely 1s to use the STAR technique:

+ Situation - briefly describe the where/when/who;

- Task - outline the task or objective (what you hoped to achieve).

+ Action - describe what you did - focus on your role and your input.

+ Result - what the outcome was and what skills you developed.

Develop a range of examples of numerous competencies, using the above
format. Draw from all aspects of your life. Store them safely and update your
examples as you go through your career.

Challenging questions

Think of all the questions you would least like to be asked. Is there a gap in
your CV? Have you had some poor academic results? Were you ever fired?
Prepare an answer to each one. Answer as honestly as you can, without
being defensive or blaming anyone. Try to turn your answer into a positive
statement with a successful outcome. Show how you overcame any difficulty
and what you learned from it.

Sometimes you may wonder if a question has been designed to antagonize
you. Questhns such as this are designed to test your emotional intelligence,
1.e. will you just react or provide a calm and insightful response?

Finally, if you are asked a question that you feel you can’ t answer ask to
return to it later and, if still unable to attempt it then, say so.

Personal questions

Recruiters must not discriminate on grounds of gender, race, religion, sexual
orientation, age or disability. If you feel uncomfortable about any question
then say so. If you feel unsafe or very uneasy, end the interview politely
and leave. If you feel that you have been discriminated against, or that your
personal safety has been compromised, discuss this with your careers adviser
as soon as possible. See equal opportunities for further advice.
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Your questions

Have a list of questions in mind to ask. You may feel that all your questions
have been answered at some point during the interview but try to ask some, if
only to show enthusiasm and interest.

These might include questions concerning progression opportunities, support
for further study or any plans that the company has to expand. Avoid asking
questions for the sake of it or asking very basic questions that you should
already know the answer to.

Ending positively

If the interviewer does not tell you, at the end of the interview ask when
you should expect to hear news of their selection decision and, if you are
successful, what the next stage of the process will be. End the interview on
a positive note. Thank the interviewer and reiterate your enthusiasm for the
job for which you have applied.

INTERVIEW PROBLEMS

Not getting interviews

If you have been applying for jobs for which you meet the minimum criteria but are
not being asked to interview it is probably time to take a critical look at your CV
and application forms. Make an appointment with your careers adviser to review and
improve them. You may also find it useful to look at job application advice and CVs
and covering letters.

Ask yourself: Am I demonstrating in my applications that I know what the company
does, what its products are, what the job is about and how my skills, experience
and personality relate to what the job and the organization require? The written
application you send is all the employer has to inform them when making a decision
about who to short-list for interview.

Do not send the same generic covering letter and CV to a multitude of jobs. Tailor
both your letter and CV to each specific job application.

If you are applying for popular graduate training schemes which have only a few
places on offer then think about other routes into the organization, such as a very
junior position, to gain experience. You could also consider work shadowing.

When you make speculative applications, make sure you follow up you initial
enquiry. Call them within a few days to ensure they have received your application.
If they do not offer you even an informal interview, try to negotiate a short meeting
with them at a time convenient to them. You will know by their tone if it is time to
thank them and put down the phone or whether a bit of charm and persuasion will
get you a foot in the door to chat.

Not getting past interviews and assessment centers
Stay positive!

If you are not successful in progressing to another round of selection, or in being
offered a job, it is not necessarily an indicator that you have performed poorly. It is
merely that the employer has deemed that another candidate or candidate(s) are a
better fit for the organization than you.

Get feedback

It is best practice for organizations to give you feedback on your interview and
assessment centre performance. If they do not do this automatically then call and
ask for it. Discuss any information they give you with your careers adviser and
consider what action you might take to improve your performance in the future.

Review
After interviews and assessment centers, along with the interviewers’ feedback,
it’ s important for you to conduct your own critical review on how things went.
You can really learn from the experience and build on it for the next occasion. Make
notes on how you think you performed, asking yourself questions such as:

+ Was I as prepared as I could have been?

- Did I demonstrate my interest, enthusiasm and a positive demeanour?
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- Did I articulate my personal skills, strengths and abilities clearly?

- Was I able to relate my previous experience to the position for which I was
being interviewed or assessed?

- Did I provide concrete examples of my skills and experience and did I avoid
generalizing?

+ Did I under-sell myself by using ‘only’ in my examples? E.g. 'Yes, I’ ve
worked as part of a team, but I was only a waitress and it was only a part-time
job.’

- Was I able to show the interviewers how much I wanted the job?

- Did I demonstrate a good knowledge of the organisation and the position?

- Which elements of the assessment centre did I do well on and which did not
g0 so well?

+ Was I as well presented as I could have been?

- Did my body language or nervousness detract from my performance?

- Would more coaching and more work on practice tests improve my
performance in the future?

http://www .hkit.edu.hk/
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JOB OFFERS

What constitutes an offer
You are likely to receive your offer initially by telephone. This should be
followed by a formal written offer letter inviting you to accept the job which
generally contains the following information:

- your name and the name of the employing organization;

- the date of the offer;

- the job title and department or location;

- the salary;

- the period of notice required for either party to end the contract;

- your start date.

It may also include your full conditions of employment including:

- hours of work;

- holiday entitlement;

- other information, e.g. details of pension scheme, bonuses, salary reviews,
other benefits such a company car, medical schemes, employee handbook;

- details of the any probationary period.

The offer may be contingent upon the following:
- acceptance of the offer by a given date;
- completion of a medical examination;
- proof of a specific class of degree;
- positive feedback from your referees;
- police vetting or clearance.

Keep your letter safely - it forms one half of your employment contract. Seek
clarification if there is anything you do not understand or that you think has
been omitted. If you have concerns about any aspect of the job offer, discuss
it with your careers adviser.

Making a decision

To evaluate whether an offer is right for you, or to decide between multiple
offers, you need to consider a variety of factors including: the job itself,
the organisation, the location, the working conditions, the salary, training
and career development, and your own values and needs. Compiling a list of
weighted pros and cons can help you make your choice.

Remember:

- when jobs are in short supply it may be that you will opt for a ‘good-
enough for-now’ job in order to earn money and gain experience;

- few people find their ideal job, at least not initially;

- every job can open unexpected doors into other career options and provide
you with a valuable network of contacts as well as new skills;

- if vou find that the job doesn’ t suit you, discuss the issue with your
immediate supervisor or the HR department to try and resolve it. If it cannot
be r,esolved you can leave giving the appropriate period of notice. It is in no
one s interest for you to stick with a job that you are really unhappy in.
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Accepting an offer

If yvou decide to accept an offer, telephone the employer to state your initial
acceptance and follow with a reply in writing by the deadline given or on
the next working day. There may be a form or a copy of the letter included
with your offer that you just need to sign and return. If not, address your
acceptance to the person who wrote the offer letter, stating that vou agree to
the terms and conditions of employment outlined. Your reply constitutes the
other half of your contract of employment so keep a copy and store it safely
with the offer letter.

When your offer of employment is confirmed, 1.e. no longer conditional, you
should immediately decline all other job offers or invitations to interview and
withdraw any outstanding applications.

Declining an offer

Think very carefully before deciding to reject an offer. Respond in writing to
the person who sent you the offer, thanking them and outlining your reasons
for declining it, if you feel happy to disclose these.

Send your response as soon as possible so that the employer has time to offer
the job to an alternative candidate. Such an approach will reflect well on you,
especially if you decide to seek employment with the organization again in
the future.

An example of a standard covering letter

Include the person’s name,

position and full address # Lappageourt
Mrs LGroom Tyler Green

Graduate Recruitment Manager Bucks, HP8 41D
The High Roller Group -
Blue Base Road, 23 June 2011
Birmingham. B1 2BE

State where you saw the job advertised

Dear pMrs Groom
Trainee Decision Maker

lamwriting to apply for the above role as advertised in the Real Prospects Directory 2011 and enclose my CV in

which | have systematically addressed the skills you require. | Outline what attracts you to the role,
— showing that you have done your research

| first became aware of The High Roller Group at The London Craduate Recruitment Fair in December 2010 and
was impressed with the staff at the stand and the company profile. | am particularly attracted by the emphasis
your company puts on ‘working with clients to understand their needs and those of their customers or pension
scheme members.’ Furthermore, | am excited about The High Roller Group training scheme because it offers 3
platform of learning and experience which leads to a wide range of opportunities,

The graduate roles on offer suit the knowledge and skills | have gained on my degree, and my personal
attributes. My degree offers a firm foundation of theory and principles related to your two main services, le.
customer management and improving quality and efficiency. | am also an avid reader of the financial press and
aware of current trends and developments within the insurance and pensions industry, as demonstrated in my
final year dissertation.

Highlight the key skills and
experiences you have to offer

My CV shows a range of roles where | have demonstrated high level communication, interpersonal and
interpretive skills so | am confident that | can build and maintain productive relationships with clients and
colleagues at your organisation. | would especially like to draw your attention to my six-month internship in
Madrid where | successfully performed precise and exacting tasks in another language and culture.

In rmy CV | have also outlined my aptitude for maths and practical nurmber ability as demonstrated during rmy

technical degree and my experience as a financial assistant. * If you would like something taken
into account express it here

I hope that, on consideration of my CV, you will be persuaded of my potential to perform well on this training
scheme and make a real contribution as a member of your firm. | can be available for interview at any time and
look forward to hearing from you.

Yours sincerely

Ashtey Gl

Ashley Gill




An example of a speculative covering letter

Include the person’s name,
J position and full address Shawn Andrews
Mrs Hannah Simpson 42 Benson Heights
Young People’s Counselling Group Didcot, Cxon

Denby Road, O¥55 5YT
London, NW9 8ET

23 June 2011

Outline what attracts ou to
the role, showing that you
have done your research

State where you heard
about the organisation

Dear Ms. Simpson
Possible openings

Your new charity has come to my attention because it offers practical counselling and related services to young
adults. Whilst listening to your recent BBC interview | was particularly moved by vour experiences with young
people in yvour area and how you got the idea for your charity in the first place. | would really like to be part of
this project and have enclosed my CV to highlight my relevant skills and experiences.

As you can see from my CV, | am about to graduate from university with a degree in youth wark. | have corn-
pleted projects in the local area that have increased young people’s confidence and have tackled bullying.

My final paper is entitled ‘Inner City Youth: Myths and Morality' for which | surveyed the opinion of 30 adults
and 45 young people. | found that there is a dangerous disconnection between the two groups which | want to

address in my career. t Highlight the key skills and
experiences you have to offer

I have also completed two years towards a counselling qualification during which | have developed a strong
ablility to listen to young people in a non-jud gemental way and give themn the tools to help thernselves,

Furthermore, | volunteer at MUZIK, a community programme which lends cut instruments to local people,
provides free music lessons and creates local bands. During my time at MUZIK | have supported numerous
young adults and have also gained valuable fund-raising through networking and applying for grants.

Iwould be grateful to have a chance to discuss my skills and experiences with you and to learn more about
your work. [will call next week to see if we can arrange a convenient meeting.

Yours sincerely
Stawe Andrews

Shawn Andrews

Example of a chronological CV

ASHLEY GILL

3 Lappage Court
Tyler Green, Bucks.
HF8 41D

Telephone: 01882 652349
Mohile: 07717 121824
Email: ashleygill2023@ gotmail.com

If you include a profile make sure it’s
concise and related to the specific skills
and experience required.

Multi-lingual business student with international financial experience and ability to develop business
relationships seeking a financial consulting career in life insurance and pensions.

Education and Qualifications

2008 - present Buckinghamshire Edge University
BA International Business Studies with Spanish (expected 2:1)
+ Ske-monthwork placement in Madrid,

+ 12,000 word dissertation analysing the UK pension market to 2050.

Relate your degree to the
job by listing your relevant
modules/dissertation and
outlining the related skills
you’ve gained.

Highly mathematical and technical degree giving me excellent numerical skills
and ability to conduct sophisticated statistical tests.

Dermonstrated ability to gather pension data from a wide range of sources,
draw appropriate conclusions and clearly communicate my findings, resulting

ina73% grade and a business recornmendation.

2000 -2007 Freebridge School
A-level: Business studies (B), French (C)
8 OCSEs including Maths, English, Spanish and French

If you have relevant
experience it can be useful
to group it all together.

Finance Related Work Experience -

2011 (Feb — Aug) Audigest S.A. (Madrid) Audit Assistant

+ S months'work experience in an international bank.

List your relevant duties. l_p + Reviewing company financial systems and analysing risk.

+ Testing to check that financial information systems were fit for purpose.

Developed excellent data investigation skills such as an ahility to use a range
of sources, check findings and question conclusions resulting in a key role
helping business clients develop efficient systems.

Bullt longstanding business relationships through outstanding client service
delivery, a professional attitude and an ability to communicate with senior
colleagues in both English and Spanish.

2008 (Jan — Aug) Top Choice Holidays and Flights Ltd {Low Wycom be)

Financial Assistant/Supervisor

+ Supplier statement reconciliation: Worked in 3 team of four matching

invoices to payments made on account.
+ Matched income to expenses over the financial period.

Directly relate your
experience to the skills
required by outlining
how you performed the
skills to a high level. Demonstrated excellent teamwork skills in a busy financial environment, such

[ as an ability to listen to clients and managers, perform my role to a high level
and support colleagues, resulting in an early promotion,




2007 (Jul - Aug)

Make sure your dates are
easy to see.

Neatly align your headings.

2006

Example of a skills-based CV

Dogs Protection League - Financial Assistant -

Highlight the headings.

+ Working within the accounts payable team.

+ Conducted bank reconciliations, branch recharges, updated sales and
purchase ledger and calculated trial balances.

+ Maintained fixed asset register.

+ Responsible for producing branch holding funds and preparation of
management accounts,

+ Passed OCR Level 1 Book Keeping course.

Quickly established myself as an enthusiastic and flexible finance professional
ready to take on a wide range of technical data gathering and investigation roles.

Demonstrated sound problem-solving skills by developing a new financial
protocol for assistants which is still being used today

Dave Bruegold Chartered Accountants - Work experience
Developed 3 strong passion to wark in client service delivery within the finance

industry,

Use short positive statements

Additional Work Experience

and power words.

2010

2008-2011

2006

Finsbury’s supermarket (Hazelbridge)
Supervisor - Managing a small team and providing customer service.

Buckinghamshire Edge University
Learning resources assistant and unfversity tour guide

McHenry’s Restaurant (Low Wycom be)

Y Less detail is required for
Crew member and supervisor

less relevant/older roles.

Voluntary Experience

2011
2009
2007

Teaching English in Spain
Student volunteering: Teaching yvoung adults DVing skills
Teaching English in Mexico

Additional Skills

Outline any useful skills that are not

mentioned in the advert/job description.

Languages + French: Semi-fluent.
+ Spanish: Fluency obtained working in Spanish-speaking countries.
T - OCR Level 182 Web design. -
+ Experience with Sageline 100, Barclays Business Master and Care
{LiveContacts).
+ Confident with all Office applications, email and internet.
Additional

Referee details available upon request

+ Enjoy running and have successfully completed organised races for Diabetes UK.
+ Cleandriver’s licence.

Use the two full pages. |

ASHLEY GILL
3 Lappage Court Telephone: 01882 652349
Tyler Green, Bucks. Mobile; 07717 121824
HPE 41D Ermail:
ashleygill 2023@ gotmail.com

Personal Details

|Summary

+ Business studies with Spanish undergraduate.
« Ability to speak French and Spanish.
+ Extensive business experience including an internship with Top Choice Holidays.

Make sure you carefully assess the job advert/job Q

description and address all the skills they require.

Skills and Achievements

Effective communication g

+ Able to communicate effectively with a wide range of clients and colleagues, by showing Interest, carefully
listening to needs and appropriately adjusting my message, as demonstrated during my time at Finsbury's
Supermarket.

+ Strong presentation skills and confidence demonstrated by experience of delivering presentations in different

languzages to groups of five to fifty.

Customer service

+ Ability to quickly bulld rapport with custorners and calrmly deal with any problems as shown during ry retall
experience in high pressure environments,

+ Capacity to maintain professional relationships through emall and other written correspondence, for example,
at Audigest in Madrid, where | built longstanding business relationships with customers and colleagues across
the globe.

Teamwork

« At Top Choice Holidays demonstrated excellent teamwork skills in a busy financial environment, such as an
ability to listen to clients and managers, perform my role to a high level and support colleagues, resulting in
promation.

Administration Prove you have each of the
+ Excellent ability to plan ahead and manage time effectively, for example, skills required by outlining

managing complex roles during my internship at Top Choice Holidays. where you performed them
+ Gathered data from awide range of sources during my dissertation % and how you perfarmed

whilst balancing my other studies and two jobs, resulting in a 73% grade. them well.

Experience of travellers’ needs

+ Recent travel consultancy experience gives me an in-depth understanding of the expectations of holiday
customers and the competitive nature of the industry,

+ International travel experience and language ability give me an empathy with travellers and a passion for
helping them find a unique holiday experience.

Initiative

+ Selffunding an evening course in bookkeeping during my first accountancy role demonstrated my ability to
plan ahead and take control of my career,

+ Successtul studyand work in Spain and Mexico show that | can creatively develop my skills and experience and
adapt to new and different environments,

Sales knowledge
+ Wide experience of financial roles gives me an awareness of the tight monetary pressures which drive UK
service Industries,




+ Raised sales at The Dogs Protection League by 12% by up selling add-on packages to new and existing
customers.

Language ability

+ Spanish fluency obtained working overseas, French - semi-fluent.

Academic CV

Education and Qualifications

2008 - present Buckinghamshire Edge University

BA International Business Studies with Spanish (expected 2:1)

Relate your degreeto + Study semester at The University of vallold (Spain).

the job by listing your e . Simonth work placerment in Madrid.

éie;sgtr;gdmeg/ + Relevant modules included: Business Planning; Sales Promotion and
: Marketing; and Business Operations Management.

2000 - 2007 Freebridge School
A-Levels: Business Studies (B), French (C)
8 GCSEs including Maths, English, Spanish and French

|W0rk History
2008 - 2011 Buckinghamshire Edge University — Learning resources assistant/tour guide

+ General administrative and customer service roles.
2011 (Feb-Aug) Audigest S.A. (Madrid) — Audit Assistant

+ Sk months work experience in an international bank.

« Lizising with colleagues and clients in English and Spanish.

Briefly list

2010 (June—Dec) Finsbury’s supermarket (Hazelbridge) — Supervisor your relevant

+ Managing a small team. ~f—————— duties.

+ Customer service in a busy competitive environment.
2010 (Jan-Aug) Top Choice Holidays and Flights Ltd {Low Wycom be)

Financial Assistant/Supervisor

+ Working in a range of teams to manage complex financial processes.
2007 {Jul-Aug) Dogs Protection League — General Assistant

+ Dealing with enquiries and selling packages to a range of clients.
2006 {Jan—Dec) McHenry’s Restaurant (Low Wycombe) — Supervisor
|Vo|untary Experience |
2007/2011 Teaching English in Mexico/Spain
| Interests |

Active member of University Business Club — Winner of the ‘Bucks Best Business Pitch’ award in 2010 Enterprise
week, judged by Michael Eavis.

Include all your referee details including their email and

e phone number (but ask for their permission first).

Professional: Mr. lose Andreas, Management Accountant, Audigest, Avenida de Concha Espina 2, Madrid, ES-
28036, +34 91 398 5476, j.andreas@audigest.es

Academic: Dr. lane Luffle, Personal Tutor, Buckinghamshire Edge University, Due Road, Low Wycombe, Bucks,
HD15 30L, 01628 435 6784, j.luffle@bedge.ac.uk

ROBERT BROADSTONE

Home: 74 Langdale Way University: School of Environment

Heaton Green - The University of Carmarthen
. Academic CVs P d
Carmarthen usually include a Oxford Roa
CAS 2WE university address L% Carmarthen, CA4 3DE
Email: rbroadstone @hotrmail.com too. Telephone: 01431 2750113
RESEARCH

My principal research interests lie in the field of conservation and impacts upon the South Wales economy | am
currently investigating the impact of tourism, government palicy and demography on conservation for my PhD,
Using the latest econometric modelling and e-factor analysis techniques.

My future research plans are to build on the foundations of my PhD to further develop models and tools in
conjunction with government bodies, environmental agencies and city financial modellers. | have z particular
expertise and interest in the regulation of urban utilities from a conservation and sustainability perspective. | am
able toread and speak French.

Relate your interests and skills to the vacancy early in your CV.

EDUCATION
2008 - 2011 PhD ‘The impact of the South Wales economy on conservation — towards conservation

maodelling’
University of Carmarthen, Centre for Environment & Development

Supervisor: Professor F Smith — leading researcher in conservation. Partial funding
awarded by the Wales Developrment Agency.

+ Inclose collaboration with the Centre for Finance, The Wales Developrent Agency and
Groundwork Wales, my thesis investigates novel modelling tools and analytical models.
+ Econometric modelling, e-factor analysis, the Harvard model are used to track correlations

and produce test models. Attach other documents
+ Extensive use of databases to manage and analyse statistics. including longer |ists of

(A synopsis of work undertaken is attached) gfe————1 oublications.

2005 — 2008 BA {Hons) Economics & Geography (First Class) University of Carmarthen

todules included: Social & Human Ceography, People & Environment, Planning,
Economics & Econometrics, Quantitative Research Methods. Awarded - Initiative in
Development Award for dissertation project.

2003 — 2005 Alevels: Geography (A), Maths (B), Business Studies (C)

PUBLICATIONS

« Towards a model of conservation’ The Economist, 1st December, 2008,

+ 'Conservation and the South Wales econorny’ Conservation Times, July 2008.

: p ; Reference
+ 'E-factor analysis for the environmenty’ The Economist, 4th January, 2007. =g

fully — usually
Harvard style.

TEACHING/ADMINISTRATION EXPERIENCE

2010 - Tutorial Assistant - University of Carmarthen
+ Supervision support for two undergraduate projects in econometric models for
conservation.




2005-2011

WORK EXPERIENCE

Delivering seminars in ‘Conservation theory and Environment modelling” to groups of
10-20 undergraduate students - planning teaching methods.

Mertor to 2 new PhD students in the Department,

Group leader on 3 field trips - requiring leadership, problem solving under pressure and
enthusiasm,

Hall Representative - Griffin Hall, Carrmarthen

Maintaining the effective running of the hall in conjunction with the warden, including
one-to-one student support, administration and seeking students’ comments for hall
reviews,

Conservation

Tourism

Member - Student Conservation Groups International

Participating in regular conservation projects including building restoration, riverside
clearance and land reclamation,

Exposure to conservation marketing, budgeting and impact assessment.

Tour Guide - Dingle Peninsula, Carmarthen Tourist Board

Active In running activities - seminars, talks, guided tours and interaction with a broad
range of visitors,

One of 4 guides 3t the Blasket Island Centre dealing effectively with over 2,000 visitors
each season.

PROFESSIONAL MEMBERSHIPS

TECHNICAL SKILLS

The Institute of Ecology & Environmental Management - Affiliate
British Trust for Conservation Volunteers — local branch member and previously secretary
to the Treasurer,

Econometrics
Databases

E-factor analysis (fully competent), The Harvard Model

Include relevant technical
SPSS, H1X models, Access e Z—

skills and competencies.

CONFERENCES & COURSES

July 2010

August 2008

REFERENCES

‘Conservation North West’ - Presentation of a poster - 250 attendees including leading
government bodies. £300 attendance funding awarded following successful bid to the
Welsh Tourfst Board.

Graduate School - Research Councils - developing skills in project management, career
management and team-working ability.

Prof. F. Smith (Supervisor),

school of Enviranment,

University of Carmarthen,

Cxford Road, Carmarthen CA4 3DE
Ernzil: fsmith@carm.ac.uk

Ms. 8. Smith (Employer) \ Usually two academic

Carrmarthen Tourist Board, references and one employer/
Green Flelds, Carmarthen CA2 4ER character reference.

Prof. B. Jones ({Collaborative Tutor)
school of Econormics,

University of Carmarthen,

Cxford Road, Carmarthen CAd 3DE
Email: b.jones@carm.ac.uk

IIP Scales in scientific publications

Rounds, J., Su, R., Lewis, P., & Rivkin, D. (2010). O*NET Interest Profiler
Short Form Psychometric Characteristics: Summary and Supporting
Evidence. Department of Labor O*NET Resource Center.

Armstrong, P. 1., Allison, W., & Rounds, J. (2008). Development and initial
validation of brief public domain RIASEC marker scales. Journal of
Vocational Behavior, 73, 287-299.

Liao, H-Y., Armstrong, P. I., & Rounds, J. (2008). Development and initial
validation of public domain basic interest markers [Monograph]. Journal of
Vocational Behavior, 73, 159-183.

Liao, H-Y., Armstrong, P. I., & Rounds, J. (2007). Interest Item Pool (IIP).
Retrieved [24th April, 2012] from http://netfiles.uiuc.edu/jrounds/IIP/home.
htm.
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