OA Scotland Handout
THE LINKS

It is vital that you understand the link/synergy between the following 3 – do not leave the room until you do!!!!!!!!!
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CV PRINCIPALS – THE MINDSET

There is no such thing as a right or wrong CV – it is in the eye of the beholder!  However I do believe that there are some principles.  In essence you can draw a line through a CV, that above the line must be about what you are offering to do (remembering that employers pay people to do, not because of what they have done) and should be couched in future-looking terms.  That below the line is evidence of what you have achieved, not what you are responsible for.
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PROFILE – THE WHAT – THE PRESENT – THE SELF
For me it should answer the following 4 questions:
1.  “I am a …(noun)”
What noun can you use about yourself, which defines the role you play?  
It can be hard to find one word, because there will be many and this word is how you identify yourself at work.  It says a lot about someone that they make the leap from saying that they are someone who writes poetry to someone who is a poet.
2.  I am expert at……

3.  I am good at………

4.  I am motivated by………..

These questions can be hard to answer – don’t be afraid to do it a few times and ask those whose opinions you value what words and nouns they would use to describe you.  A couple of thoughts to bring it all to life:
· Think in pictures “….who enjoys ….”

If I took a still snapshot of you at work on four different occasions, thoroughly enjoying yourself, what would I see you doing?  Be totally concrete.  What would the photo show?  As interviewer, one thing I do want to know is what fascinates you, what you will put your heart into, that might cause you to go that “extra mile”.

· Elaborate through verbs.  Extend your language.

Give me a list of verbs of what you do at work.  These verbs will cluster around lots of different activities, such as budgeting, planning, holding (a vision), managing (difficult people), coaching etc.  Drill down; communicating involves listening, speaking, thinking, challenging, questioning.
KEY STRENGTHS – THE HOW

Ensure you match up the key strengths to the competencies that the role requires – be confident without being arrogant.  The enabling verb is key here i.e. how do you use this key strength – are you a good networker, or are you good at leveraging your networks?

Some thoughts that might help you, this is as much about the interview as it is about the constructing the CV.
· Imagine yourself in the job.  What precisely do you intend to do?

You are selling your intention to do certain things in the future.  What?  If the interviewer were to see you in and around the building what might they see you doing?

· Imagine what the interviewer might be looking for as the evidence that he/she has made the right choice.

What results do you aim to achieve?  How will they notice that they have made the right choice?

· Talk of the future when answering all questions such as:

What can you do for us?
Why should we employ you etc?

Why do you want this job?

THE EVIDENCE
There is a difference between trying to recall things from the past and so speaking from memory, (maybe a memory of that piece of paper with the list of stories you intended to tell!) and engaging in a conversation emerging out the meeting, which is what happens in ordinary conversations.  The more it becomes the latter the better.
· The past is merely the evidence that you can do what you say you will do.

· Prepare at least 10 stories using the template.  Choose 6 as the ones you need to tell this interviewer.

· To retain your modesty, praise others while valuing your input.

· Make it personal – relive chosen moments from your past:

SHOW, don’t tell

AND

· List to the question – answer that question – shut up – and throw it back.

· Interrupt yourself before they have to.

· Sit in a way that allows you the freedom to demonstrate different qualities.

· Think of it as tennis and not cricket.

· Aim to enjoy the occasion for itself and not just as a means to an end.

STORY TEMPLATE
1. Give them an overview

	I ….. (did this) and …….. (this was the result)

What particular difficulties did I overcome to get there?

What numbers can I use to “measure” the result?




2. The key message – the transferable skill
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3.
The key actions taken

	I …… (did this)

I …….(did this)

I …… (did this)

I …….(did this)

What was your real personal input here?





Can you take the message from this story and project it into the future?
SOME OTHER QUESTIONS TO THINK ABOUT
Surprisingly these questions can all be answered by reference to what you can/want to do in the future, though some may not seem to do so:
· What’s wrong with (your current job) …..?  E.g. “I want to have the chance to do X …”

· Why do you want to leave …. After  x years?
· Why did you …..?

· Because I wanted to get away from (= you start to complain).

· Because I wanted to do X in the future (= positive)

· What sort of job are you looking for?

· What can you do for us?

· Why should we choose you?

· What do you expect us to do for you?

· How do your skills and experience fit the key aspects of the job?

· What motivates you?

· What were the key points in the advertisement that caught your eye?

· What makes you think you can do this job?

Clearly about the future:

· How do you see your future?

· How do you see the future of the …. Market?

· How ambitious are you?   For what?

· What problems will the new post holder face?

· Do you have a long term game plan?

· Don’t be pushed into having one, if you haven’t.  But think about how far you believe your talents could take you, if all went according to plan.

· If you had no constraints, what job would you have?

· What adjustments do you think you will have to make?

These can be answered with reference to your prepared stories:
· In your last job, how did you spend most of your time?

· In your last job, what were your objectives?

· What could you have done better?

· What were your major problems?

· What do you like most about your job?

· What do you like least about your job?

· What gave your greatest satisfaction?

· What were the most difficult aspects of your job?

· What was the supervision like?

· How did you get on with your boss?

· What were his weaknesses?

· What authority did the job carry and how did that affect you?

· What are your strengths?  “I can + verb …..”

· What is your Achilles heel?

· Describe an occasion when your work was criticised.

· How do you deal with criticism?

· Tell me about a time when your communication skills did not succeed in getting something done.

· Tell me about a time when you changed your priorities to meet another’s expectations.

· Tell me about a time when you improved the way things were typically done on the job.

· Tell me about a time when you altered your own behaviour to fit the situation.

· Tell me about a time when you had to change your point of view or plans to take into account new information.

· What would your boss/staff/colleagues say of you?   (=Strengths)

· What would your staff say of you?  (=Strengths)
· What would your colleagues say of you?  (=Strengths)

· What is your management style?  (Think of the very different people you have dealt with)

· What were you earning?  (If possible delay these questions till later)

· How much do you want?  (It all depends upon the package and if these are bonuses etc.  You want to feel properly rewarded, but not to price yourself out of the market)

Remember – you can’t alter the past.  (what lessons have you learnt from life?)
· What changes would you make to your career?  (None, of course)

· Are you satisfied with your career to date?

· What has been the most important event in your life?

General

· What do you know about us?

· Do you have any questions?

· Is there anything else you want to tell us?

· How long have you been looking?

· What other companies have you applied to?

· What interests do you have outside work?
Which ability / skill of mine do I want this story to demonstrate?











“He is very …….”


Why am I proud of this?





Self





CV





Performance at interview


=


Conversation





The Future – what I am offering to do for you





Profile – ‘The What’ I am offering to do for you





Key Strengths – ‘How’ I am going to do it for you





In Bold 3 – 5 lines





4, max 6.  Strength + enabling verb in bold, key achievement – single sentence





Evidence – of achievement, no one cares what you are responsible for!





Think in terms of Stories





Be utterly harsh on yourself – is this selling me?
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endstate





Perceived endstate





Reverse Chronological





Functional
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