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Welcome to our
Job Seeker’s Guide
There’s an assumption that everyone knows
the best way to look and prepare for finding a
new job. But we know that’s not the case. For
candidates (that means you) just entering the
job market, it can be a bit of a minefield. What
does a good CV look like? What can you expect
at interview? How do you make the most of your
job once you’ve got it?
This guide is designed to help all job seekers
make the most of what they’ve got, learn how
to access the roles that are best suited to
them, and make sure they know how to present
themselves to make recruiters and companies
sit up and take notice. It’s based on our
recruitment experience, so you can be confident
that we’re sharing hints and tips that will be of
real practical help.
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How to write a great CV
Your CV is your the window to your
skills and experience - your own
personal sales document. It’s your
chance to distinguish yourself from
other applicants and it’s critical
to getting to the next stage of the
recruitment process. And yet many
new job seekers either haven’t ever
put a CV together before, or have a
CV that was created at school and just
isn’t strong enough – either in content
or presentation – for a serious job
application.

Why do you still need a CV?
Your CV has one job: get you an invite to
interview.
Here’s the scary bit – according to a 2018
study by Ladders, the average time a
hiring manager takes to read your CV is
7.4 seconds. And the more applicants for
the job, the faster those hiring people flick
through the paperwork. So your CV needs to
create a positive impression straight away.
How can you manage this? It’s more
straightforward than you might think. Just
follow our seven steps to a great CV to help
get your application further up the pile.

Step 1:
Plan your CV’s structure
There’s a temptation to be over-clever with
your CV. But the person assessing it just
needs to see the key information, and if it’s
not where they expect it to be, they’ll move
on. So make sure your CV is structured to
make it easy for them to scan the information
they need in an order they expect:

1. Personal details
2. Personal statement
3. Employment history
4. Qualifications and skills
5. Personal interests
6. References
There is also an optimum length for a CV
– no more than two pages. This is a sales
document, so keep it short, to the point, and
relevant to the role you’re applying for. Which
leads us to the second step.

Your CV has one job: get you an invite to
interview.
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Step 2:

Step 4:

Make a list of keywords to include

Consider your content

Your CV should include keywords that
are relevant to the company and the role
to which you are applying. Read the job
description carefully so you are clear about
what the company is looking for, and reflect
those requirements in your CV, including
in any examples of experience, skills and
culture. The person assessing CVs will be
scanning for these keywords – they may
even use a software tool to scan your CV,
so it’s well worth taking the time to do this
properly.

A good CV goes through several drafts.
That’s because you need to start with all the
information you want to include, and then
edit for clarity and relevance. So to begin
with, fill in each of the sections in Step 1 with
all the content that you think is useful.

Step 3:
Consider your writing style
Your CV needs to be accessible. Many job
seekers think that using long words and
business jargon will help them to look more
professional. In fact, these things simply
make your CV harder to read, or make sense
of, and you could fall at the first hurdle.
Short sentences, no flowery language
and only the most relevant information
– these are the things that matter at this
stage. Remember that you might get
the opportunity to demonstrate your
presentation or writing style at interview. But
for now, you just need to get past the first
stage.
So be professional. Use active language
that helps to show attitude, achievement
and action. And keep things easy to read
by using bullet points rather than long
paragraphs – this makes a huge difference to
readability.
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Personal Details
These details matter, because they include
everything the recruiter needs if they are
taking your application to the next stage.
Put your name, address, email address,
right to work in the country you’re applying
in, and contact numbers in the body of
your document, so they appear clearly on
every page.
Personal Statement
This is a two- or three-sentence summary,
designed to sell you to the hiring manager as
a great potential candidate. Like an elevator
pitch, this statement should be punchy,
concise, and packed with personality. Let
the hiring manager know who you are, your
ambition, what makes you perfect for this
job, and what skills you bring to the table but don’t include anything you can’t evidence
in your employment history.
This statement can take a while to craft, so
write out everything you want to say, and
then look for ways to edit it down so you
are left with the most important, impactful
information. And tailor it to each job you’re
applying to for effectiveness - treat it as a
mini cover letter!
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Employment History
This lets the hiring manager see the
experience you have. Don’t worry about the
type of jobs you put here – for new entrants
to the job market, recruiters know that
your experience may be limited. The most
important thing is that you can demonstrate
skills, workplace experience, learning and
responsibility. For each job – starting with
the most recent – state:

– The job title
– Dates you were employed (starting with
most recent experience first)

– Your main responsibilities
– Major achievements – be specific if you
can, with statistics and data

– Include your part time/summer jobs
too - just don’t write about them in
great detail

If you have any employment gaps, just
add a sentence to explain them. Often, an
unexplained employment gap can result in
your CV being discarded.
Qualifications and Skills
Set out your qualifications with the
latest first. You do not need to list every
qualification you’ve ever had. For example,
if you have a degree, recruiters don’t expect
to see your A Level or GCSE results too.
Include any professional qualifications too.
Make sure your skills are tailored to match
the requirements of the role you’re
applying for. Make sure you highlight any
specific skills you have, including second (or
more) language skills, particular tech abilities
and communication skills. If you’re yet to
graduate, include the expected graduation
date.
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Personal Interests
This section should be short and to the point
– it should not be longer or more wordy than
the sections that are immediately relevant
to the role. This section gives an insight into
your personality, so only list the interests
you can genuinely talk about at interview –
don’t make them up. Think of them as talking
points for the interview.
References
This section just needs a line to say that
references are available on request.
Recruiters will not expect to see reference
details at this stage.

Page 7

Step 5:
Review, Revise, Proof
Now you’ve got content under each section,
it’s time to read it over and make sure you’ve
included everything – and that you take out
anything that’s not relevant.
There are two things worth doing at this
point:
Leave some time between writing and
reviewing. This gives you a bit of space to
think about what you’ve written and what
you want to say. When you come back to
your draft, you’ll see it in a fresh light, which
makes editing easier.

“

Constructive
criticism is really
useful and will help
you to see where you
can improve.

When you review, ask yourself the following
questions:

– Does it highlight your relevant skills and
experience?

– Does it show progression through your
career?

– Does it showcase your achievements?
– Does it include relevant keywords?
– Is every sentence as concise and on
point as possible?

– Does it include specifics: facts, figures,
and outcomes?

– Does it give a sense of your
personality?

When you are happy with the content, go
through with a fine toothcomb to check
for spelling mistakes, bad grammar, and
unnecessary repetition. This may seem
tedious, but CVs are regularly rejected for
common errors – if you struggle with writing,
get someone to check it over with you.

Get a second opinion. Ask someone you
trust to have a look at your CV. Even better,
if you know a friendly recruiter, or have a
friend or family member who has recruitment
responsibility in their job, get them to give
you their thoughts. Constructive criticism is
really useful and will help you to see where
you can improve.
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Step 6:

Step 7:

Format

Sell yourself and send it off!

Your CV should now include all the content
relevant to the role. The next job is to make
sure it is cleanly presented. This will add to
the professional feel and, most importantly,
make it easy for the recruiter or hiring
manager to read.

Name your CV document appropriately your name, the year, and the job title/skillset
you’re applying for.

Here are a few tips to make your CV pop:

– Keep formatting simple and sharp
– Use a sensible font – no Comic Sans,
Marshmallow, or fonts that look like
handwriting

– Unless you’re applying for a creative

role keep the design simple and on a
word doc not PDF, due to way CVs are
processed in databases

– Print it on white paper, and avoid the

When it’s time to send, check the
requirements from the recruiter or company,
to make sure you have covered everything
they need and included any additional
information they have asked for. Submit
your CV in the format they have asked for
and don’t include anything extra that isn’t
required.
Finally, remember that you can adapt your
personal statement to each job you apply for.
This means you can focus on particular skills
or experience to attract the attention of the
recruiter, making your application as relevant
as possible each time.

temptation to use anything other than
black text

We’d recommend type size no smaller than 11
point, so if you are struggling to fit everything
on two pages, consider further editing, or
expanding your page margins to give you a
little extra space. Also consider left-aligning
your text rather than centre text. It takes up
less space and is actually easier to read.
JCW Group Jobseekers Guide
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How to craft a winning LinkedIn profile
LinkedIn is one of the most powerful
tools for finding new roles – and to
be found by potential employers. It’s
effectively an online channel for your
professional brand. Use it well, and it
could be one of the most important
career tools you can have at your
disposal.
You can use your LinkedIn profile to
proactively to search for jobs, connect with
alumni, learn about and follow prospective
and build a network of people who may be
able to support your career. It is also a mine
of useful tips, trick and tools to help you find
your next role, and give you the skills and
knowledge you need to succeed.
Here are our quick tips on how to make the
most of your LinkedIn profile – which is the
first place potential employers will check you
out.

Profile photo
Your photo is the first thing that a new
employer or contact will see when they look
at your LinkedIn profile. Because of this, it’s
crucial to choose something appropriate.
A headshot where you’re looking at the
camera is ideal. Make sure that you are
dressed appropriately for the industry
(although better to be overdressed than
under-dressed) and that the picture is just of
you. The days of Facebook-style photos on
LinkedIn should be long gone.

Headline
Your headline is the next most important
aspect of your LinkedIn profile – it sums up
what you do and who you are and can be the
difference between securing an opportunity
and being overlooked. Think about putting
relevant keywords in the headline –
remember you only have around 20 words,
so use them wisely. Here are some examples:
“2022 top 50 graduate looking for a role in
recruitment”
“Competitive sports graduate looking for a
sales role”
“Computer science graduate open to
software development opportunities”

Summary and profile
LinkedIn allows you to add extra elements to
your profile, so it’s not just text. You can add
or link to external documents, photos, sites,
videos, or presentations. You can also upload
your CV and your skills, making it easier to
apply for jobs and for recruiters to check you
out quickly and easily.

– Remember to include work experience
and paid work – and be clear which is
which.

– Make sure profile matches your CV in
terms of job titles and dates

– Include your contact details on your
profile, clear and up to date

– Include any academic or sporting

achievements as well as any details of
projects worked on or teams/societies
you belonged to.
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Our top tip is to cross-reference your
LinkedIn information with your CV –
everything should match up, so there are no
inconsistencies.

And once that’s done, why not join some
relevant groups, connect with people
you already know and start building your
network?

Take a look at the recommendation feature
– this is a brilliant tool for adding some
professional clout to your profile. By asking
your contacts for a recommendation, you
can populate your LinkedIn page with readymade references and testimonials that
recruiters can see straight away. You can
ask for recommendations by clicking ‘Add
Profile’ then ‘Additional Information’.

Profile best practice
Double check that you’ve completed every
part of your profile. This includes the
following sections:

– Profile photo
– Skills
– Location
– Education
– Current position and summary
By doing this you’ll create what’s called
an ‘All-star. Profile. LinkedIn says that
having one of these makes you nearly 30
times more likely to be found in recruiter
searches. It will also get you more relevant
job recommendations, refined connection
suggestions, and relevant updates on your
feed.
Once this is complete you should mark your
profile as open to opportunities, select which
sections you want everyone to be able to
see and select the area you want to work in
and whether you’re willing to relocate.
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8 steps to land the
entry-level job you want
Unless you have direct access to
a careers service, it’s rare that a
course in schools, further education
or higher education includes detailed
information on how to find a job. For
many people, it’s common not
to even know what they want to do
next – never mind how to get the job
you want.
And yet there’s a huge pressure to get a
job – particularly after university. You have
debts to pay, and you want to make use of
your learning. And you need to get on the
career ladder. You may be under pressure
from family, friends or society in general to
get on and ‘find a job’. We’ve put together 8
easy steps towards landing the job you really
want.
To get that first job and start on the road to
a successful career, you’ve got to have a job
search strategy.
You might decide to take any job to get some
money coming in, but just ‘any job’ may not
be what you really want. So, if you’re ready
to get started on a career, it’s time to start
doing things seriously.

Step 1:
Set Your Job Goals
Do you know what career you want, or do
you need some experience to help you
decide?
JCW Group Jobseekers Guide

It’s tough to set long-term career goals right
at the start of your career, especially when
the workplace is evolving so rapidly. It may
be better to use the first few years to explore
different jobs, gain quality experience, and
learn more about the type of company you
want to work for, and the type of work you
want to do.
As a starting point, get a pen and paper
and make a list of industries and job roles
that appeal to you. Include the type of
environment (structure, people, stability,
growth) and think about why those factors
motivate you. To help you, create a three
column table:

– Write all the posts and positions you
have already held in the left-hand
column.

– In the middle column, write down what
you enjoyed most about each role.

– In the right-hand column, write what you
disliked about each role

This will help you to see what works for you,
which in turn lets you narrow down the sort
of roles to look for.

Step 2:
Update Your CV
It may be a while since you’ve had to update
your CV – or you may not have one at all. A
good CV is essential to job hunting success,
so follow our advice in the first section of this
Page 14

guide to help you put together a succinct,
relevant and impactful CV.
Start by adding to your table above with
three more columns:

– In column 4 write down the tasks you
undertook for each role.

– In column 5 think about the results you
achieved - and be specific about them
– and write them down.

– In the final column, write down the skills
you developed and used in each role.

Now you can update your CV, highlighting
your complete skillset and achievements.

Step 3:
Review your social media
Social media is a great channel to get
yourself noticed by potential employers.
Unfortunately, employers also use social
media searches to discover if there are
things in your past or present that could be
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embarrassing to you – and therefore to them.
So it’s worthwhile reviewing the posts,
comments, and images on your social media
accounts to make sure they give an accurate
picture of your life as it is today. Keep in
mind, even if your profile is private, people
can still see your profile picture!
Remember that LinkedIn is the professional
version of social media, so if you have a
LinkedIn profile it’s less likely that they will
check your other social media channels.

Step 4:
Align your LinkedIn account with
your CV
LinkedIn is a fantastic tool. To gain the most
from it, make sure that your profile tells the
same story as your CV – we have talked
about how to do this in the section above.
Having your profile up to date also means
you’re much more likely to appear in LinkedIn
searches and appeal to hiring managers and
recruiters looking for entry-level employees
like you.
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Step 5:

Step 6:

Develop an ‘Elevator Pitch’

Network, Network, Network

An elevator pitch is a 30-second summary
of who you are. It’s designed to grab the
interest of anyone you meet and, done
effectively, can help to get your foot in the
door. The best elevator pitches are engaging
from the very beginning, so consider what
you think is exciting or are passionate about
and start with that.

Developing a professional network is critical
to job hunting success. And let’s be clear
that networking isn’t about selling yourself;
it’s about developing relationships and
sharing information so that people can get to
know you and learn to trust you. There are
some easy ways to get started:

For example, instead of saying: “I’m a
chemistry graduate, with a master’s degree
in fuel technology”, say: “I’ve always been
excited by the potential to develop more
efficient engines using alternative energy
sources.”

– Remember every interaction is a

networking opportunity - you might
meet next employer at the most
unexpected place!

– Stay in touch with people you know

from university, societies, workplaces,
family and friends - literally everyone
you know. Personal referrals always
put you at top of list. Don’t forget to
utilize your school or university’s alumni
network for this too.

– Use LinkedIn to connect with

professionals in your target industries.
Be genuine when you do this and
always add a personal note when you
ask someone to connect – there’s
nothing people like less than having
random connection requests with no
context or reason. LinkedIn has a useful
tool for this - “Alumni tool”

– Go to industry meetups, conferences,

and jobs fairs to expand your network,
find out more about what employers are
looking for, and practice your elevator
pitch.
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Step 7:
Prepare to interview effectively
Interviewing is a skill that can make all the
difference between succeeding in your job
hunt and getting another rejection. The key
to good interviewing is research, preparation
and practice.
Visit the company’s website, learn about
their structure, culture and approach, look
on LinkedIn for the type of people who are
already working there and what they are
sharing or saying. Look at similar roles and
research what employers are looking for.
The more information you have, the more
confident you will be.
You should prepare answers to questions
that are likely to be asked, and practice
your delivery so that you can answer those
questions naturally. Every question at an
interview is an opportunity to demonstrate
that you possess the skills, attitude, and
ability the hiring company are seeking. You’ll
need to practice perfecting your delivery –
so do attend any interviews you are offered,
even if not interested just for the practice.
And don’t forget to prepare your own
questions to ask too - this shows initiative
and interest in the position.

Step 8:
Negotiate Your Salary

“

You need to think

about how to discuss
your requests with
the company and
understand when it’s
good to compromise.
It’s an art and a skill.

and type of company you are joining. Then
you need to think about how to discuss your
requests with the company and understand
when it’s good to compromise. It’s an art and
a skill. If you are applying for jobs through a
recruitment firm, your recruitment consultant
can function as the go-between, negotiating
your package for you and removing the
stress – it’s part of their day job.
Following the eight steps will help you
approach the challenge of finding a job
strategically and methodically. You’ll present
the best version of yourself on your CV and
your social media, develop a network that will
help you now and in the future, and get the
expert support and advice you need to take
the first step towards a rewarding career.

Ask about salary and benefits before the
interview. Even at entry-level, you may be
able to negotiate you salary, commission,
benefits and bonuses once you have been
offered a role. The salary negotiation process
can be a delicate one, especially at entrylevel. You’ll need to know your worth, what
the going rates are in the industry, location,
JCW Group Jobseekers Guide
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Interview Tips
Getting an interview is a fantastic
achievement. This is your opportunity
to meet people from the business and
convince them that you are the right
person for the job. However, this is not
just an opportunity for the business
- this is an opportunity for you to see
if the role and company is a good fit
for you, both culturally and in terms of
the work. So, it’s exciting and nervewracking in equal measure.
If you haven’t done much interviewing, it’s a
really good idea to get some practice in. This
will help you hone your answers, understand
how to behave if you’re put on the spot and
generally give you more confidence before
the actual interview arrives.
There’s no shortage of interview preparation
tips online. And even if you’re not 100%
about a role you’ve secured an interview for,
make sure you turn up anyway - the practice
is invaluable.

Step 1:
Do your research
The first thing to do when preparing for
an interview is research the company in a
much detail as you can. This includes doing
background checks on the company’s
history, ensuring you fully understand the job
role, and learning about your interviewers.
The website is often a great starting point
for this, and you can also look for mentions
of the company in the press, find out about
award wins and check out their social media
profiles to see what matters to them. If you’re
JCW Group Jobseekers Guide

working with a recruiter or internal HR, make
sure you ask them as many questions as
you need until you’re fully clear – that’s the
benefit of working with them! Make sure you
know the dress code too, even if it’s a video
interview. Ask the recruiter or scope the
company out to see what they usually wear.

Step 2:
Anticipate the interview questions
Although you may not be able to predict
what questions will be asked, you can
absolutely prepare answers to anticipated
questions. Look at keywords in the job spec
to understand what you may be asked.
The STAR method is a good way of preparing
for an interview:
Situation
What is the context of your answer?
Where were you working and what 		
was your role?
Task
What was the job or task you were doing
that is relevant to the question?
Action
What actions did you take and why did
you take them?
Results
What happened as a result of your
action? Do you have statistics or 		
feedback to refer to?
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Using this method allows you to construct
concise answers with a clear structure. If you
go into the interview with some prepared
answers for questions about challenges
you’ve faced, things you’re proud of,
overcoming weaknesses and thinking on
your feet, for example, you will perform far
better.

Step 3:
Practice your interview answers
Practicing your answers is crucial. It will help
you deliver answers naturally and confidently.
Practice with friends, or in front of a mirror.
You can also record yourself and play it back
to see what mistakes you make or where you
can improve.
If you can, arrange with someone to do a full
practice interview. If you are working with a
recruitment firm, they might offer a practice
interview service. If not, ask a friend to do it
and take it seriously. It will show you where
you stumbled, where there are gaps in your
experience and how things like slowing down
your delivery can make all the difference.
Don’t be afraid to ask the interviewer to
rephrase or ask for more time to answer - it’s
always better to deliver a solid answer.

Step 4:
Prepare questions to ask at the end of
the interview
At the end of an interview, you will have
the opportunity to ask questions – and you
should always have questions to ask. This is
a great chance to leave a great impression.
Examples include asking about learning and
development opportunities, or about career
progression, or about the company’s culture
and approach. If all your questions have
JCW Group Jobseekers Guide

been answered during the interview, ask the
interviewer about their career and their time
at the company.

Step 5:
Plan your route, and arrive early
This is essential preparation and you’d
be amazed at the number of people who
arrive late or go to the wrong place – all of
which counts against you. Double check
the location of the interview and plan your
journey so that you will be there at least 1015 minutes before your interview time, and
make sure to factor in any Covid protocols at
the company (ask beforehand).
Allow for delays on public transport, or the
possibility that you won’t be able to park
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where you expected to. It’s better to be
very early and get a coffee than rush in
late, distressed and unprepared. If you are
running late and things are completely out of
your control, always call the interviewer as
far in advance as you can to explain – they
may be able to move your interview to a
different time to accommodate you.

Step 6:
Dress appropriately
There are three key factors that go into
deciding what to wear in the interview:
company culture, your role, and your job title.
For example, wearing formal attire may not
be appropriate because the culture is casual,
but if you turn up to a banking interview in
your t-shirt and jeans, you’ll create the wrong
impression. If you’re not sure what to wear,
ask the hiring company or your recruitment
consultant. Although the same rule
applies - better to be overdressed than
under-dressed.

Step 7:
Your interview starts as soon as you
get there
Will you be interviewing for a position in an
office setting? If so, the receptionist will
be your guide for this process. You should
greet them with a smile and treat them with
respect. Likewise, anyone else you come
across in the office setting may be a future
colleague, so bear that in mind.

Follow the guide of the person you are
meeting – it’s likely that all you need is
a confident smile, eye contact and a
professional greeting.
Make sure you are well hydrated and have
eaten a little before your interview – even
if you are nervous. It will help to settle your
nerves. You may be offered a drink when
you get to the interview – again, it’s up to
you whether you think you can manage a
cup and saucer without rattling them with
nervous, shaky hands, or whether a glass of
water is safer.

Step 8:
Leave a good last impression
First impressions matter – and so do last
impressions. You want your interview panel
to feel confident in you personally. So,
once you have asked any questions you
have, make sure you thank the interviewers
for their time, confirm that you are very
interested in the role and feel it would be a
good fit for you, and ask what the next steps
are. You’ll look motivated and interested in
taking things further.
Later that day, follow up by email to HR/
your recruiter to say that you’re interested in
the role, and ask what the next steps of the
process are.

You may be taking part in a group interview,
and so the hiring manager will be observing
how you behave with other people, to see
how you will perform as part of their team.
Be aware, be friendly, be proactive and be
positive.
JCW Group Jobseekers Guide
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Advice for virtual interviews
Many interviews now take place
online. This creates its own challenges
and it is just as important to prepare
for an online interview thoroughly.
Here are our top tips:

Step 1:
Make sure you are in a quiet room with
a plain background
You don’t want your interviewers to be
distracted by your background. Either use
a filter to blur your background or make
sure it is plain and clean. Don’t use a picture
background as you can often fade into this
when you move around.
Also make sure that your lighting is good so
that the interview panel can see you clearly
and adhere to dress codes as if it was an
in-person interview. Just because it’s virtual,
doesn’t mean you can wear pyjamas.

Step 2:
Check your video settings
Well before your interview time, make
sure your video call settings are properly
set up. This includes your video and your
microphone. If it is easier, use headphones
and an external microphone to make sure
you can be clearly heard – and you can hear
your interviewers.
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Step 3:
Have an alternative way to connect
Technology is unpredictable, and it is typical
for it to fail when you need it most. So make
sure you have an alternative plan set up in
case you need it. That might be a different
device, or even going to your neighbour or
friend and set up there. If you don’t have a
backup and things go wrong, you will have to
deal with unnecessary panic and stress.

Step 4:
Look at the camera
It may feel counter-intuitive, but you can
only make eye contact with your interviewer
if you look at the camera. Looking at their
face on the screen doesn’t work and will
make it seem to them like you are looking
away. Practice this if you need to, so that you
can be direct and engaging for the whole
interview.

Step 5:
Final test
Do a test call with your friends, family or
your recruiter on the platform you’ll be
interviewing on, so that you can check that
all of the previous steps are working as you’d
expect. Taking care of all the above
elements individually doesn’t necessarily
mean it will all work together when you’re
actually on the call.
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You’ve got a job – now what?
It’s a real achievement to secure
your first career role. It’s exciting – a
whole world of work and possibilities
opening up to you. So you want to put
your best foot forward and get off to a
great start.
Here are some ways you can really make the
most of your first six months and set yourself
up for career success:

Every little helps
Employers are looking for attitude as well as
aptitude, so when you start your job, make
sure you’re on time every day, whether that’s
in the office, or signing in from home. Get to
meetings on time, be prepared for meetings
and tasks and show by everything you do
that you are motivated and ready to learn.
And don’t forget about body language there’s many things you might not think
about when in a corporate environment,
especially after long periods of working from
home. Things like slouching in your chair
may give off a negative impression.

Ask questions
Nobody wants to admit that they don’t know
something. But in your new job, there are
almost certainly things that you need to
know. From how certain processes work to
who you need to send your expenses to,
don’t be afraid to ask questions. And keep a
note of the answers so that you don’t have to
ask more than once.
A good tip is to write questions down (where
an immediate answer is not required) and ask
JCW Group Jobseekers Guide

them at the end of the day so that you don’t
interrupt the flow of learning and working.

Be willing to learn
A mistake that many new job holders make
is that they already know everything. Every
job is an opportunity to learn, and your team
members and line manager will want to see
that you listen, take in new information,
contribute when you have something useful
to say and learn as you go. So take the time
to do this, rather than jumping in to try and
make your mark.

Be open
Be open to events, to networking, to
delivering presentations, to putting together
ideas, to making coffee, to helping out. Be
open to saying ‘yes’ to a new request and
then finding out how to do it. Remember
that this is where you start to build your
professional reputation, and someone with
a positive outlook and a proactive approach
is more likely to be noticed for training and
promotion.

Be communicative
Be honest and communicate any issues
or errors you make, otherwise the problem
will be compounded the longer it goes on
unmentioned. After all, we all learn from our
mistakes.
If it’s not communicated to you, be sure to
ask about protocols for things not directly
work related, i.e. lunch breaks, behavior at
social events, smoking, mobile phones on
desks etc.
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Conclusion
Finding your first career role can seem
daunting. But by approaching your job
search strategically, getting everything
in place before you start, and making
sure you do all your research, use your
connections well and stay positive,
you stand a much better chance of
success sooner rather than later.
This guide sets out the essential steps
you need to take, but don’t stop here.
Keep reading, keep researching and keep
applying. Job hunting skills are skills that are
applicable to any career role, so by honing
them now, you’re doing yourself a great
service for the future.
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About us
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for people focused businesses. Founded in 2007, we are a privately
owned business that has grown consistently, and organically, to
become a group with six companies operating across 6 offices in
Europe and North America. Working as a recruitment partner to some
of the world’s biggest brands, we’re a diverse, driven and ambitious
business committed to creating a world-class workplace.
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