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Looking into CVs and application forms
Before applying

[bookmark: _GoBack]Things to do before applying for a job
: research the company
: update your social media profiles. When applying for a job the first thing an employer will look at after your application is your social media profiles.
: locate the name and email of the hiring manager
: reach out to current employees
: Tailor your resume and cover letter to the position
https//www.glassdoor.com>blog
Having taken some time to examine the organisation and your personal qualities, the final part of the process is to identify what the organisation is looking for in terms of KSAO’s  (knowledge, skills, abilities and other characteristics). This information can come from two sources; your analysis of the organisation & information given on the job advert
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CVs 
Completing a job application or writing a CV is something that nearly everyone who wants to work for someone else will need to do at some point in their life
The standard structure of a good cv
: personal details. Your personal detail are always on top of your cv
: studies. State all your relevant studies and course that you have taken
: work experience
: knowledge of language and ability to work in the UK
: computer skills
: interests and other activities
https//www.studentsjob.co.uk>cv-e
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application form
An application for employment is a standard business document which is prepared with questions deemed relevant by an [employer] in order for the employer to determine the best [candidate] to be given the responsibility of fulfilling the work needs of the company. Most companies provide such forms to anyone upon request at which point  it becomes the responsibility of the applicant to complete the document form and returning it to the employer at will for consideration. The completed and returned document notifies the company of the applicants availability and desire to be employed and their qualifications and background so a determination can be made as to which candidate should be hired.
Application forms  tend to be more structured documents, aimed at giving employers specific information about you so that they can assess your suitability for moving forward in the selection process
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