CV and Application Tips
and Tricks workshop
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Before you apply CV and cover letter Applications generally
Text Text Text
® Youronline presence ® DesigningaCV ® Toptips
® Using Linkedin @® Writing a cover letter ® How to give your answers

@® Gettingintouch
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Before you apply

Your online presence — make sure there are
no skeletons

Full LinkedIn profile and connections

Get in touch to have a chat if you can
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Who is Phil Lang?

Phil Lang was born in 1886 in Xenia, Ohio, USA. Phil was a writer, known for The Third
Degree (1919), The School for Scandal (1914) and The Black Crook (1916).

. imdb.com
https:/fwww.imdb.com » name

Phil Lang - IMDb

Search for: Who is Phil Lang?

Who is Tommy Lang? v

Feedback

m LinkedIn - Phil Lang AFHEA
1.6K+ followers. H

Phil Lang AFHEA - University of York
York, England, United Kingdom - University of York




Before you apply

Get in touch to have a chat if you can - get your
name on the recruiter’'s mind
For an informal discussion about the post, please contact:

Monica Kanwar; Director of Health & Safety Services at
Monica.Kanwar@york.ac.uk
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Robert Williams

Personal Statement

Industry expert in Structural Engineering with excellent understanding of C
techniques, Ge
Safety focused with analytical approach to using numerica
underground excavations.

ing and Exploration

oy, and 3l equipment used in ur

+ Comprehensive knowledge of Finite Element Analysis tec
strong math and physics skills

= Ensure smooth business operations by following project
including system design, incorporation of customer neec

Work experience ‘ V
Fea Engineer z

Developed struc!
translations and drawings updat
for FEA problems using variety of 5o
plate group nical expert i ;
order to produce better, safer and less expensive products. Technical counselor
for the plants.

Nt analysis(FE

Accomplishments:
Helped with CAD and FEA quoting fo
over $1M,

Developed structural simulations and design o

ety ® Keep it brief (2 sides is good!)
@® Bullet points not paragraphs
e DR e e @® Strong verbs

ications, FEA simulations, to comp
Updated production plants with any changes for a specific product

Accomplishments:

@® Avoid personal pronouns, photo,

sachflor. of Science, Mechanical Engineering p osta I a d d re SS ' d ate Of b i rt h

Open Cast Mining and Quarrying - CESECO
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Cover letter

@® Keep it brief — probably one side
@® Write as regular prose

® Complement the CV by going into
greater depth on key skills



Application forms

Online portal/electronic forms

O O O O O

Personal details etc

Some detail about education/experience
Written in regular prose

More detail than a CV

Refer to the job description/person
specification
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Your application should tell the
recruiter

= Who you are

= Why you want this role (at this organisation)

= Why you are suitable to for the role
(skills/competencies/qualities)



Sounds obvious, but...

Make it easy to read (short, clear
sentences and paragraphs)
Check and double check spelling
and grammar!

Tailor your application to the role
and company

Answering questions

* Get specific — use detailed
examples to show your
skills/qualities

* Keep it relevant: always refer to
the job description

« Use STAR/CAR to structure
your answers



Staff and Students Alumni Jobs

LeedST_rinity Study StudentLife About Research Business

University
International

Application Tips

e Submit your application as early as possible and no later than 23:59pm on the closing
date quoted in the advert.

e Be sure to include a cover letter if one is requested.

¢ Tailor your application to meet the needs of the person specification. Take note of the
essential criteria. We will use your CV (and cover letter if applicable) to review your
suitability to move to the next stage of the process.

¢ Provide a full and continuous history of your education/training and
unemployment/work experience.

e Check all spelling and grammar. Do not rely solely on computer spellcheckers.

e Carefully consider any documentation that you choose to attach. All attachments
should be relevant and add value to your application.
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