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My slides

Before you apply

Text

● Your online presence
● Using LinkedIn
● Getting in touch

CV and cover letter

Text

● Designing a CV
● Writing a cover letter

Applications generally

Text

● Top tips
● How to give your answers



Add a bold

message



Before you apply  

o Your online presence – make sure there are 
no skeletons

o Full LinkedIn profile and connections
o Get in touch to have a chat if you can



Before you apply  
Google yourself – they might!



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



CV

● Keep it brief (2 sides is good!)
● Bullet points not paragraphs
● Strong verbs
● Avoid personal pronouns, photo, 

postal address, date of birth



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 Personal details etc
o Some detail about education/experience
o Written in regular prose
o More detail than a CV
o Refer to the job description/person 

specification



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)



Making your applications sing

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



Title

Text

● List item 1
● List item 2
● List item 3



https://www.brightnetwork.co.uk/graduate-career-advice/no-idea-what-do/seven-simple-ways-set-your-job-
application-apart/
https://barclayslifeskills.com/i-want-help-applying-for-jobs/sixth-form/5-tips-for-writing-a-great-job-application/
https://www.york.ac.uk/students/work-volunteering-careers/apply/applicationforms/
https://www.prospects.ac.uk/careers-advice/applying-for-jobs/write-a-successful-job-application
https://uk.indeed.com/career-advice/finding-a-job/applying-to-jobs
https://nationalcareers.service.gov.uk/careers-advice/cv-sections
https://www.carrotrecruitment.co.uk/blog/10-cliches-avoid-cv
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