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Looking into CV

      Employers have two main options for inviting applications to job vacancies:
-to provide a job application form for applicants to complete and return;
-to ask applicants to send a copy of their CV (Curriculum Vitae) and a covering letter explaining why they are suitable for the job.

      A strong CV is the key to success when looking for a job. It is the first impression that the employer will have of the person who is applying.
      According to James Reed, “The 7-second CV”, recruiters are expecting from a CV to:
-tell them why the applicant is one of the best candidates for the job;
-be easy to read so they can easily compare it with other CVs;
-show the applicant’s mind set and personality.
      They think that what makes a CV shout is relevant history, followed by a clear visual layout that is easy to read. However, spelling mistakes and frequent job changes will end up in the CV being rejected.
      The five most frequent mistakes that can land a CV in the reject pile are:
-the lack of relevant work history;
-spelling mistakes;
-frequent job changes;
-poor visual layout.
According to one of James Reed’s surveys, 97 per cent of hiring managers would employ someone with the right mind-set ahead of someone with the right skill, as they know that the nature of job is changing quickly and the experience gained one year may be out of date the next year.
      The CV’s only purpose it to win the applicant an interview. That means that it should convince the recruiter that the applicant has the ability to do that specific job better than the other jobseekers.
      The way the CV must be structured depends on the role it is applied for. In order to be able to write a CV according to the desired job, a few steps must be followed:
a) What research needs to be done before writing a CV
      Before writing a CV, individuals should research their target roles in order to find the skills and knowledge the employer is looking for.
      They should focus on hard skills such as:
-industry specific skills;
-IT system knowledge;
-languages;
-qualifications.
b) How to structure a CV
-the name and contact details - should be at the top of the CV, so the recruiters can easily contact the person who applied;
-the CV profile – it is a brief introductory paragraph that summarizes one’s skills, experience and knowledge and aims to grab recruiter’s attention when the CV is opened;
-a list of the most relevant skills – provides an image of the candidate’s offerings;
-the work experience – should be listed in reversed chronological order to showcase individuals’ abilities to apply the skills in the workplace;
-the education should be listed near the bottom of the CV;
-hobbies and interests – while the work history and qualifications tell the story of the applicant’s head, the hobbies and interests tell the story of the applicant’s heart. However, they should only be added if they bring value to the application. (Smit Chacha)
c) How to format a CV for a professional outlook
      The CV must look professional and it should be easy for busy recruiters to read the information they need, the format should be kept simple, the colors should be basic (black text on white background).
      The length of the CV should not exceed two pages as the recruiters sometimes see hundreds of CVs a day and keeping it concise will get their attention.        
      Advantages of requesting CVs: 
-there is no need to produce and send out a job application form to every applicant.
-Recruiters may be able to get an idea of candidates' personality and characteristics by the way they present their CV;
-a covering letter can give recruiters an idea of their suitability for the job;
-it saves recruiters time and there are no costs involved for them;
-some applicants may see an application form as a barrier to applying for a job.

      Disadvantages of requesting CVs:

-it is harder to compare the skills and experience of different candidates;
-gaps in education or work can be hidden more easily by applicants;
-Recruiters may end up appointing an unsuitable candidate for the job.

Application Forms
      An application form is an official document that a potential employer will require candidates to complete when applying for a job. They are used where there is a continuous need for recruitment or where a high volume of applicants is expected. 
       An application form will usually include sections on personal information, education, work experience and employment history, as well as competency-based questions and a personal statement. (WikiJob, 2018)
Information to request on a job application form:
-job applied for;
-name, address, telephone number and email address;
-qualifications;
-work experience;
-relevant skills or experience;
-names and addresses of referees;
-if the applicant has a criminal record;
-if the applicant has the right to work.

Advantages of application forms:
-recruiters can ask for the exact information they need to know;
-it is easy to compare the skills and experience of different applicants;
-recruiters can use the same form for future vacancies.

Disadvantages of application forms:
-they are time-consuming and can be challenging to design;
-there may be costs involved in producing and sending them to applicants.
 However, most employers will put their application forms online making them available for candidates to download and fill in.
[bookmark: _GoBack]      Recruiters must avoid asking discriminatory questions. (NIBusinessINFO, 2019)

Types of interview:
a) The Telephone Interview – are valuable because they speed up the interview process and minimize time-wasting.
b) The Video Interview - are a great alternative to telephone interviews.
c) The Assessment Day - can be used to assess larger groups of interviewees at the same time, for a range of different skills.
d) Group Interviews - are used less regularly than the other interview techniques.
e) Individual (One-to-One) Interviews - are by far the most popular and efficient form of assessment.
f) Interview Panels
      Panel interviews are interviews at which multiple interviewers are present and give applicants a chance to clarify points or explain their expertise in more detail. With multiple questions from different perspectives, they have added opportunities to discuss knowledge, skills, and experience that otherwise wouldn’t come to light.
Panel Interviewers are looking for:
-reactions to the stress;
-interaction with all panel members;
-style of communication with people in different positions within the organization;
-flexibility in communication.

Advantages:
-the chance to compare different opinions;
-all relevant people meet at the same time;
-weak interviewers might need back-up;
-the candidate gets a chance to meet everyone.

Disadvantages:
-it could be overwhelming for the candidate;
-interviewers could interrupt each other;
-there’s a risk of disagreement.
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