CV and interview tips
Thinking about your strengths – it’s important to recognise your own personal strengths. This can be a lot
harder than you think, especially when you then need to think about how that strength relates to the job
opportunity that you are looking at.
Below, are a range of different strengths, recognising yours, which words relate to you?
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Have a chat about the words and identify a number of personal strengths; what are you top 5? Make some notes
about times that you have demonstrated that strength that could be used on a CV or application form.
Quality
1.
2.
3.
4.
5.

Short example

Linking your strengths to buzz words
Each company will have their own recruitment processes. Some may request a CV and
covering letter, others may require an application form to be submitted. It is almost
certain that any recruitment being carried out in the coming weeks and months will be
online so that social distancing requirements are met, including telephone and online
interviews and assessments. Whatever process the employer is following, the details
should be found in the job advertisement. Most vacancies will receive a number of
applications from potential candidates. To help your application to stand out from others, following these simple
‘buzz word’ techniques can make a positive impression on the person reading them.
Step 1: Identify the buzz words from the
job advert.
Look at the job advert and job description
example on the right and see if you can
identify all of the words that the employer
has used to describe the characteristics or
skills that they are seeking in an applicant.
Go through the advert and highlight or
circle all of the buzz words. An example is
provided for you in the ‘Desired skills’
paragraph of the extract on the right.
Step 2: Create a sentence to demonstrate
the skill/attribute Buzz word
Example:
Confident - I am a very confident individual. While in 6th form, I was confident in showing prospective parents and
students around the school, answering their questions and helping them to introduce them to teachers and other
key staff.

CV Expectations - Things to consider when writing a CV
What is a CV? The term CV is short for Curriculum Vitae which is Latin for ‘the
course of one’s life’.
A CV is a short, written summary of your skills, achievements and experience.
You use it in the first stage of applying for jobs. Employers often ask for a CV
instead of an application form.
A CV is a clear way for all relevant information to be stored together and can be
updated when required. Having an up to date CV will also help to make it easier if you need to transfer information
to the employer’s application form.
What should a CV look like? There are lots of templates that can be found online that can be used when writing a CV.
There is some good advice on the National Careers Service.
Tailoring the CV to the job advert Once you have a standard CV that you are happy with, you can enhance it by
tailoring it to the role that you are applying for. To do this, you can incorporate buzz words and phrases from the
advert or job description into your CV.

Hobbies and interests This section
of a CV is optional, although make
sure you remove the header if it is
not going to be used. Writing about
your hobbies or interests that are
relevant to the role may support
your application and they can show
a little bit of your character.
Step 1: Identify skills and attributes
Think of all of the hobbies and interests that you have and
the skills and attributes that this may show to a future
employer.
Step 2: Other hobbies and interests
Do you have a hobby or interest that isn’t included in the
list provided? If so, write it down and think of the skills that
this shows a potential employer.

CV checklist:
* The layout, design and spacing of the words and
paragraphs is consistent.
* The contact details are correct, including a
professional email address.
* The font is the same. The most common
recommended fonts for writing a CV are Times
New Roman, Arial, Verdana or Helvetica. The font
size is point 11 or 12.
* The CV should be no more than 2 A4 pages.
* The headings should be bold and clear.
* The information should be organised and in
inverse chronological (your most recent
experience goes first).

* The sentences are short and use bullet points.
* You have referenced buzz words from the advert
/ job description into the CV.
* You do not need to list references on the CV, but
make sure that it is recorded that they are
available upon request. Try not to use family
members as referees.
* Proofread to make sure that you check the
words, spelling and grammar on their CV are
correct.
* Include hobbies or interests that they would be
confident to talk about in an interview.
* The information must be true; remember they
may be asked about it at an interview.

Preparing for interview
Interviews can be a nerve-wracking experience for anyone, regardless of
whether you have been to an interview, or if you have never had an
interview before.
The STAR method is a helpful technique that can be used in an interview to
help to answer a situational question, which are the types of questions that
typically ask you to describe or explain a situation or task and how you
responded to it. These may also be known as competency questions.
These types of questions can sometimes be the most
difficult to answer on the spot.
What is the STAR method?
The STAR method is broken down into 4 steps:
1)
2)
3)
4)

Situation
Task
Action
Result

- describe the situation that you were in or a task that you needed to achieve
- explain what the goal was or what needed to be done
- describe the action you took to address or resolve the situation
- describe the results or outcome of your action

To take this method a step further, you can add ’Reflection’ at the end. This will provide an explanation on how you
felt the situation was handled and if anything would be done differently.
Why use the STAR method?
The STAR method helps you to be concise and clear in your answers and provide real examples of strengths and
attributes that the employer is looking for. The employer will often ask these types of questions to get an
understanding of how you might react to a situation or what your thinking is in your approach to a task, so this is an
opportunity for those interviewing to share examples that demonstrate such strengths and attributes positively.
Preparing for the interview Using the STAR method
Example of the STAR method - Describe a problem you had recently and how you solved it
In my personal time, I play football and for the last year I have volunteered to run our social media accounts. January
was a particularly busy time for me with my A Level study and part time job, and I was concerned I would not be able
to meet the weekly target of sharing 10 posts. I explained the situation to our coach and asked if a member of the
team could help me for the first two weeks. I created a template that they could use with guidelines and provided 5
examples that they could learn from. My teammate was very grateful and was able to quickly help in keeping the
account going so we still met our target. It was also really positive in helping to teach someone else the process so we
can ensure someone can help or cover in future situations.
Now it’s your turn to think about how you could use the STAR method:
1. Can you describe a stressful situation you have been in and how you handled it?
2. Tell me about a time when you performed well under pressure
3. Can you give me an example of a goal you met?
4. Can you give me an example of a goal you couldn’t meet and how you handled it?

Top tips for using the STAR method
Describe a specific event or task that you were
involved in
Give enough description for the interviewer to
understand, be concise and clear
Keep the focus on you and what you did, as
opposed to the team
Don’t be shy about your contribution, it is good
to take credit for your work
Remember to link it back to the strengths and
attributes the employer is looking for
Make sure your answer includes positive results
Illustration by Jon Marchione @The Balance

Whilst STAR is great for helping you to think about specific examples don’t follow it too rigidly, let your response
flow.
Typical STAR Interview Questions
Questions to measure sense of judgment
•

Tell me about a difficult decision you've made in the last year.

•

Tell me about a time when you had multiple important projects to finish and how you prioritized them.

Handling Pressure
•

Describe a stressful situation at work and how you handled it.

•

Tell me about a time you had to learn something you weren't familiar with very quickly.

Leadership Potential
•

Describe an experience in which you used your leadership abilities.

•

Give me an example of when you showed initiative and took the lead.

Self-Awareness
•

Give me an example of a time when you tried to accomplish something and failed.

•

Tell me about a project that wasn't going to meet its deadline and how you minimized or confronted the
consequences.

This is a great summary video of how STAR can work:
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