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Aims 

 

 Understand the selection process from an 

employers perspective 

 Enable you to market yourself at the 

application stage 

 Ensure you can prepare for and perform well 

at interview 



 

Selection Stage One: 

Applications 
 



Selection process – stage 1 

 You need to persuade an employer to offer 

you an interview.  

 

 To achieve this you should: 

• identify the employer’s selection criteria 

• market your relevant skills, experiences, 

personal qualities and qualifications to 

demonstrate that you meet the criteria 



Selection criteria activity 

 Look at the job description for Project Officer  

    (page 10 of handbook) 

 

 What do you think the employer is looking for in terms of 

skills, attributes, qualities and experience? 

 

 Identify your top 5 criteria 

 

 Now compare your criteria with the person specification 

(page 12) 



  What makes a good CV? 

• Careful targeting (job and employer) 
 

• Highlights relevant experience, skills and 
achievements 
 

 

• Makes an impact  

• Visually appealing 

• Appropriate length 

• Accompanied by a strong covering letter 



Types of CVs 

 Conventional/Chronological 

 Skills Based/Functional 

 Academic/Technical 

 Visual/Creative 

 Electronic 

 International 



CV Guidelines 

 Maximum 2 sides A4 

 Email as PDF / Use high quality paper 

 Reverse chronological order 

 Layout 

 avoid large chunks of unbroken text 

 use bullet points or line spaces to break it up 

 white space can be as important as text 

 bold and large characters are clearer than underlining 

 Balance 

 allocate space according to relevance 

 fill the prime selling space with the hottest material 

 No spelling or grammatical mistakes 



CV review activity 

 Now it’s your turn… 

 Review your own CV or the example CV 

 Opportunity to apply learning from CV slides 

 Can use CV checklist on pages 16-17 of handbook 



Cover letter 

 Business letter format 
 Get a name!  Correct ending (Dear Mr Jones… Yours sincerely) 

 Subject line (Re:  Marketing Trainee Vacancy) 

 

 Set context – why you are writing: 

 what you are applying for/ where you saw the advert and your 
current situation 
 

 Explain why you are interested in this job with this particular 
organisation 
 

 Highlight what you have to offer - draw attention to key evidence 
in your CV or application.  Establish links between you and the 
job 
 

 Confident, positive finish.  Action points? 
 

 1 side A4, typed (unless stated otherwise) 



Marketing yourself effectively using 

social media 



Social media – some definitions 

 Websites and applications that enable users to create 

and share content or to participate in social networking  
Oxford online dictionary 

 Forms of electronic communication (as web sites for 

social networking and microblogging) through which 

users create online communities to share information, 

ideas, personal messages, and other content (as 

videos) 
Econsultancy.com 

 Online technologies and practices that people use to 

share opinions, insights, experiences, and perspectives 

with each other 
Tvb.org 



Marketing yourself effectively using 

social media 
Use social media platforms to: 

 Self publicise (e.g. a ‘hire me’ campaign) 

 Share your research 

 Find and connect with key people (building your network) 

 Look for companies to approach for work & internships 

 Find vacancies 

 Explore career ideas 

 Learn new information/get inspired 

 Keep abreast of developments within your field 

 Market a company 

(Different platforms suit different purposes) 

 





Application Forms 

 How much information should you include? 

 What about gaps in employment? 

 Can you include attachments? 

 How long should your answers be? 

 Does it have to be handwritten? 

 Should it be posted or emailed? 
  

 



Example questions - analytical 

 Describe a situation where you had to work effectively as a 
member of the team. What were the team's aims? How was 
the team selected? What was your role? 

 

 Describe how your personal planning and organisation 
resulted in the successful achievement of a personal or group 
task. 

 

 Describe where you have had to show flexibility to rearrange 
your plans to cope with a change in circumstances. 

 

 Can you give me an example of a time when you have had to 
argue your case and convince another person of its merits? 

 
 

 



 
• Make the evidence varied  
• Use recent examples where possible 
• Focus on task and action taken 
• Answer EVERY part of the question 
• Describe your input/impact – ‘I’ not ‘we’ 
• Be specific - avoid generalities 
• STAR model  

• Situation 
• Task 
• Action 
• Result 

 

Answering analytical questions 



Describe a situation where you had to work effectively 

as a member of the team. What were the team's aims? 

How was the team selected? What was your role? 

Last summer I spent four weeks traveling around Europe with three 

friends.  We had to plan where we wanted to go, where we would stay, 

how we would get around and how to fit everything into our 

budget. 

Once we had agreed a general itinerary we divided up the different tasks  

between us. My responsibility was to make the travel arrangements: I  

researched the various options and decided that an Inter-Rail ticket would  

be the cheapest and the most flexible, so then I had to check the rail  

connections and timetables between the places we wanted to  

visit. 

Even though the trains didn't always run on time, we had a great time and  

visited all the places we had planned to. 

 



Describe how your personal planning and 

organisation resulted in the successful 

achievement of a personal or group task 
  
Whilst serving on the Social Committee of the Students Union I 

recognised that reception and bar duties were allocated randomly 

rather than being formally organised. Some tasks were more popular 

than others which led to disgruntled committee members and helpers 

and it was clear something needed to be done to change this system. 

Careful planning and organisation could easily resolve the issue so I 

planned a monthly rota system to ensure a fairer distribution of these 

tasks and organised a back up system for exceptionally busy periods. 

Members agreed to stick to this rota.  

This brought about a fairer distribution of tasks, a better working 

environment and resulted in a high number of individuals remaining 

on the committee.  

 



Describe where you have had to show 

flexibility to rearrange your plans to cope 

with a change in circumstances. 

I had to show great flexibility when undertaking my PhD.  Once I started, I 

had to adapt not only to the demands of the academic work, such as meeting 

deadlines, but to fitting this in around my family responsibilities. 

Although I had worked out a study plan before commencing I found that rigid 

study plans could rarely be adhered to due to the ever-changing demands of 

my PhD project and my children. I therefore adopted a flexible, rather than 

highly structured, approach to study, fitting it in whenever and wherever I 

could. This worked well during most of the time, although when preparing 

conference presentations and papers I had to return to a more organised 

approach, and emphasise to my children how important it was that I should 

be allowed to complete my study periods in peace. 

I Successfully completed all of my academic assignments on time and have 

now completed my PhD. 



I had a lot of trouble managing my finances during the first year of my 

PhD. I ignored the first couple of letters from the bank manager but 

eventually I had to meet her to explain the situation and persuade her to 

let me run quite a large overdraft until the end of the academic year. 

Before I went to see the bank manager, I drew up a cash flow forecast to 

show how I would economise through the rest of the year & how much I 

would still need to spend on essentials. I also found a job in a pub for two 

evenings a week. 

The bank manager was very impressed with my figures and let me have a 

larger overdraft than I'd expected! With my part-time job I managed to pay 

off the overdraft by the start of my second year.  

Can you give me an example of a time when 

you have had to argue your case and 

convince another person of its merits? 



Selection Stage 

Two: Interviews 



Interviews - Preparing 

 What do they want? 

 How can you demonstrate this? 

 What might they ask? 

 What will you ask? 

 Practicalities 



Interviews - Questions 

 Competency based 

 Open 

 Situational/Performance 

 Technical 

 Off-beat 



Interviews - Performance 

 Make a good first impression 

 Be focussed 

 Take part 

 Don’t dwell on negatives 

 Leave on a high 

 Learn from the experience 



Interviews: activity 

 Page 21 of handbook: list of interview questions 

 Find positive examples from your experience 

 Choose ONE question from either set  

 Prepare your answer (using STAR if appropriate)  

 Work in pairs to answer questions and provide feedback 

to each other 

 



Interview format   

 Individual preparation time (5 mins) 

 Then work in pairs comprising 1 interviewer and 1 

interviewee  

 Interviewee should answer their question then get 

feedback on performance 

 Guidance for interviewers on providing feedback on page 

22 of handbook 

 Swap roles and repeat 



More help…… 
 See page 24 of handbook… 

 Information Centre: red files + books 

 Websites – including  

 www.ed.ac.uk/careers 

 www.vitae.ac.uk  

 www.prospects.ac.uk  

 DVDs  - online on UofE campus PCs  

 Use careers advisers… 

• Application form/CVs consultation 

• Practice interview 

 SAGE > Employer > Interview and Assessment 
Centre Feedback 

http://www.ed.ac.uk/careers
http://www.vitae.ac.uk/
http://www.prospects.ac.uk/


What we’ve done 

 

 Understand the selection process from 

an employers perspective 

 Enable you to market yourself on paper 

productively 

 Ensure you can prepare for and perform 

well at interview 

 


