SJ Partnership Job
Hunting Toolkit

Let's prepare.
Take a moment
This could be the first time you've
been on the job hunt for a long time,
and that can be daunting. Where do
you even begin?
Being made
redundant and/or finding yourself out
of work can be an incredibly stressful
time for a myriad of reasons, but
we're here to support you through
this point in your career journey.
Having been through redundancies
ourselves, we completely understand
and appreciate the complexities, the
challenges, and we're here to help
you make it easier.
Register on our job board
First off, ensure you register your
details on our website. We're skilled
in matching people to their perfect
roles, and we'd love to find out more
about you and your skillset. Head
over to sjpartnership.co.uk to register
and keep an eye on our job board. If
you'd like to chat over the phone to
discuss your options, we'd also love
to hear from you. Just drop us a
message and we'll schedule a catchup.

What are you working with?
CVs, covering letters, networking,
outreach....where do you begin? It's
time to dig out the latest version of
your CV - even if it is 10+ years old,
there may well be some gems in
there. Look out all of your previous
job searching documentation, as this
could prove a good place to begin.

Gather the info you'll need
Grab a bit of paper, or a blank word
doc and note down some of your
recent
career
highlights,
your
successess,
challenges
you've
overcome and targets you've smashed.
This will come in really handy when
writing your CV and prepping for
interviews.

The Perfect
CV
How much is too much? To include a photo or not? What are employers
really looking for from your CV? SJ Partnership Managing Director,
Jean Johnston shares her tips on perfecting your CV and making an
amazing first impression with prospective employers.

CV’s are a very fashionable topic and you will hear of many do’s and dont's which, to be honest,
change over time and some trends do come back around again. However, there are some
fundamentals that don't change when it comes to curating the perfect CV.
Your CV should be succinct and limited to no more than two pages. We know that this can prove
challenging for those with more experience, but with a few clever tricks this can be done:
Exclude school details and only add professional qualifications & educational achievements
(Degree/Masters etc).
Only add early role titles, there is no need for details of the role unless very relevant.
Do not include company details, we can look that up.
Add your ‘elevator pitch’ to the header of your CV. Really try to keep this as succinct as possible to
demonstrate who you are and keep away from the ‘cheesy’ formats.
Remember that a CV is not a job description. A good CV should provide the reader with the ability
to see your achievements and not a long list of your tasks and responsibilities.
Photos are very much a trend topic and there is no right or wrong answer here. Social media allows
us to look at individual profiles therefore if you feel that a photo may be appropriate, add it in.
Standing out to a Hiring Manager in a sea of CV’s is always going to be a challenge, so take
advantage of the creative templates that are out there on the likes of Canva to design a CV that will
really stand out.
Check, check and re-check your spelling and grammar. Your CV really does represent you at this
first stage.

YOUR NAME

CONTACT INFO
M:: 123-456-7890
E: hello@reallygreatCV.com
123 Anywhere Street, Any City,
Country 12345
LinkedIn: @reallygreatCV

PROFILE
This is your chance to get off to a brilliant start. Summarise yourself in no more than two sentences. We'd recommend
something that tells the reader about your most recent role, your key skills and any recent, relevant qualifications.

WORK EXPERIENCE
Your most recent role
Company | Date to Date
- Keep your previous career experience short, sweet and to the point.
- What were your key responsibilities?
- What were your biggest successes?
- Give examples of when you smashed your targets.

Your second most recent role
Company | Date to Date
- Keep your previous career experience short, sweet and to the point.
- What were your key responsibilities?
- What were your biggest successes?
- Give examples of when you smashed your targets.

Your third most recent role
Company | Date to Date
- Keep your previous career experience short, sweet and to the point.
- What were your key responsibilities?
- What were your biggest successes?
- Give examples of when you smashed your targets.

PROFESSIONAL SKILLS

EDUCATIONAL TRAINING

- A chance to talk about what
you're great at.
- Sales?
- Marketing?
- Building great customer
relationships.

Your University
Your degree
- Date of study
- Key modules covered

HOBBIES & INTERESTS

CERTIFICATIONS & AWARDS

- This is the fun bit - a chance to
share a bit more about who you are
outside of work.
- Do any voluntary work?
- Any interesting hobbies?
- Play any sports?

Certification
Awarding Body, Date
- What did you receive the
award/certification for?

Certification
Awarding Body, Date
- What did you receive the
award/certification for?

REFERENCES
Reference Name
123 Reference Street
Reference Town
REF 123
M: 123-456-7890

LINKEDIN
/YourLinkedInPage
Ensure your LinkedIn page is completely up
to date and provide a hyperlink to allow
anyone reading your CV access to your
profile quickly and easily.

Nailing the
Interview
You've passed the CV sift and your potential employer now wants to
meet you for an interview. This is an incredibly exciting, nerve-wracking
time for any job hunter, but SJ Partnership Managing Director, Sue
Thomson is here to share some pearls of wisdom when it comes to
acing the interview and keeping a level head.

Remember that an interview is a two-way process, you are equally trying to establish if this
role and company is the right ‘fit’ for you too. Therefore, be prepared to come with questions
to probe further into the companies culture, values and team to find out if this really is the
place that you want to be
Know the company and the role you are applying for. It sounds like an obvious point, but
you’d be surprised how many candidates we have seen as hiring managers that know nothing
of the company or the role that they are applying for. There is a vast array of sources to find
out more about the company or the role. Do your research and speak to people if you can.
If you are in any doubt whatsoever about what to wear, always err on the side of caution.
So, for instance, is it ties on or off? Wear a tie! It is always best to up-grade your style rather
than down-grade.
ALWAYS be on time and plan for worst case scenarios. Travel is unpredictable and planning
for this is key. If it’s an early interview and you are miles away, consider staying the night
before. If you are travelling around the country and using motorways, be prepared for traffic
incidents and build in plenty of extra time for your journey.
And finally, relax! This is perhaps going to be the hardest thing to do but if you apply the same
approach in that ‘is this the right company for you’, you are more easily able to take a more
proactive role in the process rather than feel nervous and anxious in an interview setting. By
getting plenty of rest, doing your research and be planned for the day, it helps tremendously in
terms of managing your nerves. Having a little bit of anxiety is also a good thing, it helps keep
you focused on the day so don’t be overly concerned if you are feeling nervous.
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