
Interview Preparation – Getting that interview
1 of 15 – Welcome
Welcome to this session on getting that interview.

In this session we will be covering:
· The odds of getting an interview
· Reviewing your applications
· Recruitment tracking systems
· Following instructions
· Spelling and grammar
· Networking
· Personal Profile / Personal Statement
2 of 15 – The odds of getting an interview
There are various statistics on what the average number of applicants per job is and these vary greatly. Some say 115 applicants per job opening and others say up to 250.

Hiring managers receive hundreds of applications for each open position. This will vary according to which organisations and which industry you are interested in. The main point is that you are going to be facing a lot of competition.

This is ultimately a numbers game - how many applications are you submitting, how many people in your industry are you meeting, and how many job interviews have you got? If the answer to this is “not many,” you aren’t alone.

You may think you are the perfect candidate for a given job, but there are a number of reasons why hiring managers may not be contacting you for interviews.
3 of 15 – Review your applications
If you have not been invited for interview, you may need to review your applications to look at why this is happening.

Have a look at the job and see how much of a ‘fit’ you are for the roles that you’ve been applying for. If you have applied for quite a few jobs, try reviewing some of them and see if you are covering the following points:
· Do I meet the minimum level of experience required for the position?
· Do I meet the minimum level of education (qualifications) required for the job?
· Do I have most of the required skills for the job?

For each of these points, consider whether you meet, partially meet or don’t meet the requirements. Once you’ve done this for the first job posting, look at what you’ve written. Do you meet the majority of the requirements?
4 of 15 – Generic application materials
Are you writing a cover letter for each individual application, or do you have a generic one that you send out every time? This is a common mistake that many people make.  You should always change your application to address the duties of the job that you are applying for.

Take a couple of points from your application and expand on them to explain how you would be the perfect fit for the role.

Make sure you read your personal profile – does it specifically match your past skills and experience in relation to the job you are applying for?  This is your golden opportunity to show off your skills and experience.
5 of 15 – Recruitment tracking systems
What are they?
Applicant tracking systems scan applications looking for particular information. They are designed to quickly push out non-qualified applicants by using a set of questions that immediately disqualify people if answered incorrectly. For example – No GCSE in English Language.

What do they mean for you?
With so many employers relying on applicant tracking systems, your application might simply never be seen by a person if it doesn’t contain the right keywords, or enough of them, or you didn’t answer yes to the questions as you submitted your application.

How do they work?
It uses keyword filters, which measures the context in which keywords are used, the number of times that they are used and where they appear in the application materials. There will be a pass rate set based on what the employer is looking for.

What you need to do?
For you to get past this, it is crucial that you make sure your application addresses terminology used in the job advert and job description.  Make sure you don’t waste time applying for jobs if you don’t meet the minimum criteria, especially if the application process is on line and for a large organisation.
6 of 15 – Follow instructions carefully
Job adverts sometimes include specific application requirements.

Some employers may ask you to do the following:
· Send your application in an A4 envelope
· Use black ink, not blue
· Include the job reference number on your application
· A hand written cover letter

If you ignore instructions like this, your application is likely to be ignored and not even read, this also happens if there is a spelling mistake on the envelope!

Many applications end up in the bin, unread, because the instructions have not been followed!
7 of 15 – Spelling and grammar
Spelling errors are inexcusable on an application today. Grammar is given much more leeway, but frequent grammatical errors are a killer.

Make sure:
· If you have typed your documents, always use the spelling and grammar tools
· You proof read your work – technology doesn’t always work
· You have a friend or colleague read it for you, as it is much more difficult to edit your own material
· You take a break and do something else for a while, then check it again – you often spot things second time round
8 of 15 – Networking
Networking is one way to help you land a job interview. If you want your application to get noticed, try using your network opportunities to help you.  Do you know anyone at the company, or know anyone who does? You could ask your peers, friends, family and your teacher.

Even if you don’t know anyone, you can expand your network online by joining and becoming active in groups like LinkedIn, or interacting with people in your field on Twitter and other social media sites.

Remember – keep your social media activity job search friendly. Potential employers could see your profile so make sure that you are professional and you don’t give them any reasons not to consider you!

Watch this video about how powerful networking can be:
Tips for getting a job interview

Can you think of opportunities to help you? Your family, friends, peers, teachers?
9 of 15 – Writing a good Personal Profile or Personal Statement
On a CV you will have a section for your personal profile; with online applications you are more likely to be asked to write a personal statement.

Visit Jobsite website and read about how to produce a good personal statement/supporting statement:
How to write a great personal statement on a CV

You may wish to make notes to help you in the future, you will also be asked questions.
10 of 15 – Question 1
Complete this statement about creating a good personal statement. Choosing from the following words answers, points, heading, important, examples, experience, questions, footers, graphs and unimportant. You will not need all of the words.

You should provide blank for each of the blank in the person specification. You might like to present them one by one with a blank, so the person reading it can clearly see which point you are referring to. It’s really blank that you give blank because they provide clear evidence that you’ve got a skill and know how to apply it in real situations. Don’t forget, this can include blank you have gained at college, volunteering or in social groups (ie your football or netball team etc).

The correct paragraph should be:

You should provide answers for each of the points in the person specification. You might like to present them one by one with a heading, so the person reading it can clearly see which point you are referring to. It’s really important that you give examples because they provide clear evidence that you’ve got a skill and know how to apply it in real situations. Don’t forget, this can include experience you have gained at college, volunteering or in social groups (ie your football or netball team etc).
11 of 15 – Question 2
Which of these statement is a good example of how you meet the criteria for a job?
1. I’m great with money and adding up
1. I’ve been in charge of the refreshment budget for a year and have been responsible for cashing up at the end of the day
1. I’ve always enjoyed learning about maths and problem solving

The correct answer is B, I’ve been in charge of the refreshment budget for a year and have been responsible for cashing up at the end of the day.

A good statement will always show a potential employer why you can carry out a particular task, so make sure you show how you can do this.
12 of 15 – Question 3
Match the descriptions to the following key terms. Applicant tracking systems, Specific application requirements, proof reading and personal profile.
1. Always make sure that you check your application before sending it off, don’t rely on a computer spelling and grammar check as you might miss things.
1. Write a new one for every job you apply for, you should aim to address the points covered in the job description.
1. These scan applications looking for particular information. They are designed to quickly push out applicants by using a set of questions that immediately disqualify people if answered incorrectly.
1. These need checking carefully, for example using a black pen to complete the application form.

The correct answers are shown in the table below:
	Key Term
	Description

	Applicant tracking systems
	These scan applications looking for particular information. They are designed to quickly push out applicants by using a set of questions that immediately disqualify people if answered incorrectly.

	Specific application requirements
	These need checking carefully, for example using a black pen to complete the application form.

	Proof reading
	Always make sure that you check your application before sending it off, don’t rely on a computer spelling and grammar check as you might miss things.

	Personal Profile
	Write a new one for every job you apply for, you should aim to address the points covered in the job description.


13 of 15 – Question 4
When applying for a job what might an employer ask you to do?
Select all that apply.
· Send your application in an A4 envelope
· Use black ink, not blue
· Stand on your head whilst filling in the form
· Include the job reference number on your application
· A hand write the cover letter
Answers
· Send your application in an A4 envelope
· Use black ink, not blue
· Stand on your head whilst filling in the form
· Include the job reference number on your application
· A hand write the cover letter
14 of 15 – Not getting that job interview?
There are many reasons why you may not be getting a job interview, and during the session you have learnt about a range of possibilities.

Read this article to learn more about why you may not be getting an interview:
4 Real reasons why you can’t find a job and what to do about it

Finally, here are a few more top tips to help you:
5 Reasons you almost got called in for the interview – but didn’t
15 of 15 – End
Well done. You have completed this session on getting that interview.

In this session we have covered:
· The odds of getting an interview
· Reviewing your applications
· Recruitment tracking systems
· Following instructions
· Spelling and grammar
· Networking
· Personal Profile / Personal Statement

If you are unsure or have any questions about any of these topics, make a note and speak to your tutor for more help.


