1he Ultm dl(‘ Gulde

To Gettmg
Your Dream Job!



Job searching can be difficult, especially if you don’t know where to start. That’s why Prestige
Recruitment Group have compiled this Ultimate Guide to Getting Your Dream Job to help you with
your journey into the working world. This eBook is broken down into six diverse chapters, which will
walk you through every stage of getting your dream job. Starting with Finding a Career Path You
Love, and ending with How to Start a New Job — this guide is full of top tips, advice & information,
which will help you through every element within your job search.
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chapter 1: Finding A Career Path YOU

Deciding on the right career path can be quite a difficult decision. Whether you’re just
starting the search for the ‘right’ job or are someone who is just after a complete career
change, finding a job that you love is important. Most of your week is spent at work and
although it can be daunting, finding the perfect fit is not as difficult as you think. Therefore,
we’ve compiled a list of five questions that you need to ask yourself to pinpoint your

perfect career and ensure you have all the right knowledge to secure that role!

1 ) What Do You Enjoy Doing?

The first thing that will help you find the
right job is to think about what you enjoy or
have enjoyed doing. Did you enjoy media
at school? Do you enjoy taking photos?
Once you have pinpointed the exact area
you are interested in, it will make it easier to
filter through the industries you love.

2) What Jobs Are Related To This Area?

If you’'ve decided on the field you enjoy, you
should research the types of jobs you can do
within that area. For example, if you enjoyed
media at school — you could do tonnes of
things. You could become anything from a
journalist to a content creator. Another really
useful way of deciding on a job is to go and see
a career adviser who will be able to show you
jobs within specific industries.

3) Can You Imagine Yourself In This Role?

Once you’ve decided on a job that sounds
interesting in a field that you enjoy, you should
research the day-to-day responsibilities of an
individual within this role. You can do this
by simply searching for job descriptions
online! If it sounds like something you
could imagine yourself doing, you’re a step
closer to finding a job you love.

4) Do You Have Relevant Experience?

If you do, fab! If you don’t, now is the time to get
some. Loads of companies across the UK allow
people to come and shadow their employees in
order to get a deeper insight into that career
path. For example, if you want to become a
radio producer, look into local and student radio
stations that may let you go and get some
experience!

5) Do You Have The Right Skills & Qualifications?

If you look at job descriptions for the job you
would like to do, you can see what skills and
experience you need to get into that career
field. Tailoring your skills and qualifications to
the career you want couldn’t be easier once
you know what you need!

Once you'’ve got the right skills, qualifications and experience and know exactly the industry you want to get into, all that’s left to do
is apply. Continue reading as this eBook will walk you through every single step of the journey to help you secure your dream job.



Your
Application

In today’s world, applying for jobs couldn’t be
easier. With the recruitment industry bringing in
35 billion pounds a year, recruitment companies
such as ourselves make it so easy for you to
apply to the perfect job. But regardless of
whether you use a recruitment agency or apply
directly for a vacancy, chances are, you’re going

to need a CV. Some companies may even ask for
a Cover Letter! But do not despair, Prestige
Recruitment Group are here to walk you throug
this part of your job search, and have compiled'
some top tips and advice to help

you create the best CV and Cover Letter

you possibly can.

2(a):

Here are the ten stages of writing a CV
broken down into easy steps. (We weren’t
lying when we said we’d walk you through
everything!)

L ) Prepare Your CV In Advance

Preparing your CV before you start searching the job
boards or contacting recruitment agencies means
that when you do start looking for vacancies, you
can apply immediately with your finished CV! This is
so much better than having to rush to finish the
document before vacancy closing dates. Rushing
only means that you’ll miss something important!

2) Display Your Details Clearly Across the Top

If your contact details are clearly displayed, it saves the employer having to
search through your whole CV just to find your number. Making it easy to get
into contact with you makes future employers more likely to pick up the phone
and call you.

3) Start With Your Most Recent Information

Format your CV so that your most recent information is the first thing the
employer will see. You don’t want the employer thinking you have no relevant
experience in the field you want to work in when you do .

4) Use Bullet Points & Keywords

It’'s okay to use bullet points on your CV as long as the lists aren’t too long.
Bullet points are actually a great way for you to incorporate keywords into your
CV so that the employer can skim read through your CV to check you are
suitable.

5) Avoid Writing Irrelevant Information

Your CV should ideally be a maximum of 2/3 pages. Use plain English, avoid
clichés and make sure you’re not waffling. You don’t have to write every bit of
information from your qualifications — if you have a degree, the grades you got
for each GCSE subject you studied aren’t important! Decide what the most
important information is, and get rid of everything else.

6) Make It Easy To Read

The presentation of your CV is also very important! Try and space items evenly
and fragment long paragraphs with line breaks and bullet points. Avoid colours
and big fonts!

7) Make It Relevant

If you are applying to multiple positions within an industry, you should edit your
CV slightly to include keywords from the relevant specific job description. All of
your employment and education history will stay the same, but just adjust what
you’ve written to specific job roles.



8) Check For Mistakes

Check, double check and ftriple check your CV.
Mistakes will not make you come across well. It
doesn’t matter how much experience you have, if
you can’t spell or write properly, you could lose out.

9) Take A Break

If you’ve been spending a lot of the day editing your
CV, you may have missed something really small like
chopping the end of a sentence off. If you have time,
leave it overnight and come back to it in the morning.

L O) Have Someone Check Over It

It is always worth having someone such as a friend
or family member check over it. They will supply a
fresh pair of eyes and they might spot something
you’ve missed.

Once you’ve finished your CV, you can apply to
as many jobs as you need! If the company asks
for a Covering Letter too, don’t worry. We’ve got
all the information you need below:

Now, it’s the time to write your Covering Letter!

Most jobs nowadays require one — but don’t
stress it. Grab this chance to show your potential
employer exactly why you’re the best candidate
for the job! Here’s a step-by-step guide on how
to completely nalil it.

1 ) Address Your Letter To The Right Person

This will take a little research on your part — but try and find out the name of the
specific person who will be reading your CV. If you can’t find it online, don’t
hesitate to call the company and enquire. Finding this out shows the company
that you are serious about your application and that you respect the manager
enough to find out their name.

2) Put Emphasis On What You Can Do For Them

If the employer gets the feeling you just want the job for superficial reasons,
they’re unlikely to pick up the phone and call you. Therefore, try your hardest
to illustrate your knowledge, skills and passion for the industry you are

applying for.

3) Don’t Just Repeat Your CV

You’ve just found out how to write your perfect CV, so you don’t need to write
another one. Elaborate on your relevant experience and emphasise what skills
you can take to the potential employer, but don’t simply repeat the information
you’ve already told them on the CV.

4) Adjust Your Letter For Every Position You Apply For

Hiring managers can tell when your covering letter is mass produced — so
adjust each one slightly to make it more specific. Add facts or information
about the company which illustrates you have done your research.

5) Edit & Proofread

Ensure that there’s no mismatched information on your Covering Letter. It can
be easy to send something to potential employers with the wrong name or
company — which is a complete no-no! Double check before you hit that send
button.



Brand Cleaning

&

Brand Building

Many Millennials have “gone underground”
to exclude their social media from the prying
eyes of employers. They often use a
nickname as their displayed name, post
illustrations or older photos as profile
pictures, and do not connect with family
members or co-workers.

This approach is likely to become more
common with time and can help people of
any age who want to remain social with their
friends without day-to-day chats falling
under HR scrutiny.

Still, the possibility that social media can
harm your career is not bounded by age,
gender, or background. So, however you
choose to use social media, be smart!

Chapter 3:

Your Online Brand

Clean Up Your Social Media Presence For Your Job Interview

Although there is no telling what the future holds, social media laws in the United Kingdom and
Europe are shifting to provide broader powers to employers: A recent ruling gave employers the
power to read private social media messages sent on company time. This article from the BBC
sheds a bit more light on the subject https://www.bbc.co.uk/news/technology-35301148. It is safe
to say it will become more of a topical debate as the years go by. Elsewhere in the world, some
employers have gained the ability to demand social media passwords from employees. With this
in mind, it’s never been more critical to keep your social media presence professional.

These steps can help you protect yourself from possibly
giving a poor impression to a future employer:

1- If friends or family members upload an unsuitable photo, ask them to take it down
2- Restrict privacy settings on any risqué photos or videos only to close, trusted friends
3- Share only career-focused content on LinkedIn; keep fun to Facebook and Twitter
4- Take care to be civil when making website comments associated with your real name

5- Where rules permit, consider having separate social accounts for work and pleasure




Build Your Online

Build Your Professional Brand Online For Better Job Prospects

Using digital platforms wisely can enhance your career. Even if you haven’t had the chance to
strengthen your brand online, there are steps you can take that will yield dividends fast.

The most critical thing you can devote time to online is your LinkedIn profile. LinkedIn is where
recruiters and potential employers will look first when assessing your online impact.

An effective LinkedIn profile includes:

1- Clear headshot in professional attire and good lighting
2- A Complete professional summary, headline, and all educational credentials
3- Links to any career-focused websites or career project information online

4- Membership in LinkedIn Groups relevant to your industry or career goals

Those who wish to go a step further can benefit from pursuing online thought leadership. Thought
leadership is your contribution to conversations on key topics in your industry. Thought leaders share
their opinions on recent trends and events relevant to their profession.

Even if you do not consider yourself a writer, you can present your credentials in the best light by
providing your take on industry news or conferences. It is the ability to formulate an opinion and share
it consistently (say, once a week) that makes the difference.

This can help in situations where it takes a bit longer to find your next position. Bolstering your
credibility online will demonstrate your continued engagement with the vital issues in your field.




THE JoB

4(a): video conferencing 1interviews

Before COVID 19 video conferencing interviews were slowly gaining popularity within recruitment. They were a great way to save time for
everyone, especially for the first interview. But post COVID19, this is now one of the main ways of interviewing. It makes sense for both par-
ties so if your first interview is a video conferencing interview make sure you are prepared!

Getting your online interview nailed is essential. You can't get to the coveted second interview if you fail at the starting blocks! Establishing
a good video interview style is an essential tool for your career prospects.

Whether it's Zoom, Skype, Facebook or any other video conferencing platform, you need to feel comfortable with how it works. There is
nothing worse than being totally blindsided by accidentally pausing a meeting and not knowing why or how you can get it back. Or all of
a sudden you can't hear someone because you have leaned on your keyboard! This can really throw the whole meeting off balance for you.
If you are not familiar with the software or app, download it and play around with it first! Call some friends and see what happens when you
hit buttons or click on features, look at screen sharing and all the other features it has.

The fact you are using video conferencing software for your interview means that you are more likely to have technical faults or problems.
If this happens, don’t stress. The interviewer understands there may be issues, so try and stay calm and don’t be afraid to end the call and
call them back if you need to. By staying calm and collected, you are showing them how you would act in a stressful situation, which they
are likely to notice. Just make sure you know your software or app inside out before you do your interview, it may be a simple thing but it
could be the make or break of the interview.

If you already have a Zoom or Skype account from a few years ago or are in the process of setting up a new one, make sure your username
is professional and not embarrassing. It's so easy if you have an old account to forget your avatars or user names that are already set within
it. We don't want any beerMonster305's or PresecoQueen52's to scupper your interview before it starts! You want to look professional, so
it's time to be boring and just use your full name or something close to it.



Although you don’t have to go into the office space for your interview, that doesn’t mean that it’s okay for you to stay in your pyjamas or
sweats. Get changed and ready with clothes you would wear as if you were going in for a face-to-face interview. Also, don’t just dress
professionally from the waist up (which can be tempting if you know they’re not going to see your bottom half!) Psychologically it plays a
role to be dressed properly, you feel different and ready for the interview and you never know if you’re going to have to get up or move
around. Just think, you wouldn’t go into a face-to-face interview without any trousers on, or just a jacket, shirt and jogging bottoms would
you?

Make sure you have somewhere you can do the interview. Don’t do it from bed or a slouched position! If you can, sit at a desk or a table,
that will really help. Turn the camera on and look at what is in your background. Make sure there is nothing embarrassing and try if you can
to frame the shot and make the background look nice, or just video it against a plain wall. Another tip is you want to sit somewhere that
isn’t too dark - somewhere near a window with natural light or a well-lit part of the room. This will make the video look much better! Try and
avoid public places if possible, but if you need to do the interview from a café because you don’t have an Internet connection at home,
make sure you let the interviewer know in advance. That way they will understand that there may be some background noise.

Although tempting, avoid just looking at yourself in the bottom of the screen, it's a natural thing to do but don't. It is much harder to actually
have eye contact through a computer or phone screen but direct your answers to your web camera. A good tip is to put the interviewers'
video image right by your webcam, so when you are looking at them to speak your eyes are looking close to the camera. Then when you
start talking look straight into the middle of the webcam lens. This way the interviewer will feel like you are giving them good eye contact.
This is harder to do than you would expect, so practice with a friend first to get used to it.

Everyone remembers that interview with Professor Robert Kelly on BBC News when his kids interrupted him! You don’t want there to be
any distractions or interruptions so make sure anybody who lives in your house (whether that’s your housemates, spouse or your mother)
knows you are going to be in a video conferencing interview and that they shouldn’t interrupt you. You’ll also want to turn your phone off
if you are not using it for your interview and shut down all other programs on your computer! If you have a Mac turn off your notifications,
all these little things can trip you up in the interview.

So there you go, these are our top tips to help you completely nail your video conferencing interview! Of course, there is much more to
learn generally with interview techniques both face to face and online, so let's now look at face to face interviews next!



4(b): How To Dress For Your Interview

The way you will dress for your interview is dependent on the industry you want to be working in. For example, the clothes you would wear for
a part-time retail job would be more casual than how you would dress for a full-time office based role. It is therefore imperative that you do
your research and understand how you will be expected to dress for your interview. There are two main options here - Formal and Smart
Casual. Sometimes, you may even dress below Smart Casual (for example, retail associate jobs) but in this case, you should be dressed to
represent the brand or shop you would be working in. Regardless, as a rule of thumb, you should stick to either Formal or Smart Casual.
Below, we’ve listed some advice on what you should wear. Some of the outfit elements are parallel, but we’ve separated other sections into
Formal and Smart Casual (you can thank us later).

+  Matching Suit - Make sure your suit matches. Most people at a formal job interview will wear a suit, regardless of their gender. Although
both your jacket and bottoms (whether that’s a skirt or trousers) may both be black — in the sunlight they may actually look different shades!
A dark coloured suit in navy, black or dark grey with a light clean long sleeved shirt or blouse is your best bet.

* No Flashy Ties - If you decide to wear a tie, make sure it’s nothing too loud or flashy.

+ Conservative Dress - If you decide to wear a dress, avoid bright patterns and stick to a conservative outfit. Keep the dress length to just
above the knee or longer.

+ Polished Shoes - Make sure your shoes are dark, well polished and clean. If you wear heels, don’t wear anything too high.

+ Less Formal - You can get away with something less formal at a smart casual interview, but that doesn’t mean you can come in track suit
and trainers!
+  Avoid Whole Suits - If you want to wear a shirt/blouse and trousers/skirt, stick to some dark bottoms and a shirt or patterned blouse.

+ Dresses — If you want to wear a dress, you can. You won’t need to wear a long, plain conservative dress at a smart casual interview and
you can usually wear something with a pattern or brighter colours.

+ Avoid Trainers — Never wear trainers to your interview. Stick to dark, polished shoes.



2) Grooming, Piercings and Other Information
FORMAL & SMART CASUAL

+  Make Up — At a job interview, you want to come across smart, tidy and pro
will have different perspectives on makeup, but whether you want to wea
you do choose to wear makeup, try to keep it minimal. Use natural

c No Facial Piercings — Until you have more of an
you’re at a smart casual or formal interview, take
you understand the company culture, you
you understand the company culture
the interview!

regardless of whether
. This may be annoying but until
at can be deemed as dramatic. Once
r your piercings as you wish — but avoid this for

cial piercing rule, try and keep your tattoos hidden until you understand

cessive Hair Product - Don’t use excess product. It’s not needed. (We promise!)

Our Top Tip

Whether you have a favourite outfit, or you are heading off to the shops for some new
. attire, make sure you try it on well in advance of the interview. Looking great and feeling
comfortable on your interview day is a big asset for you. There is nothing worse than the
. last minute panic when you discover that you've been invaded by moths and their
. favourite meal was your go-to shirt!



4(c): How To Smash Your Interview

Chances are, your potential employer is going to be interviewing a bunch of people who all want the exact same job that
you do. In order to be the best of that bunch, you need to smash your interview. Below, we’ve broken down the interview
into some top tips and advice to help ensure that you are fully prepared!

You should spend some time getting to know the company you are interviewing with so that you can fully understand their culture, morals and
what they do. You can do this by looking at the company’s website and their social media channels.

Try and anticipate the types of questions that you will be asked. You can do this by researching and preparing for the most common interview
questions. Look at websites such as Glassdoor where people leave responses and reviews on what their interview experience was like.

Make sure that you bring appropriate things with you. Take a few copies of your CV, even if the company already has a copy. It’s also a great
idea to take in a notepad and a pen in case you need to make any notes.

Make sure you take some time in the evening or morning before your interview — coming in relaxed will make your answers more natural and
make you come across as calm and collected. Go to sleep at a reasonable time the night before and set your alarm 20 minutes earlier than
you actually need to wake up. This ensures that you won’t be rushing around just before the interview.

When at your interview, keep your answers straight to the point and avoid waffling. By being concise and verbalising evidence and examples,
you’ll come across as professional, organised and experienced.

Show to the employer that by hiring you, they’re investing in their future. Asking questions about career growth and development opportunities
shows your potential employer that you’re in it for the long haul and want to start your future there.

Focus on qualities that you have that are different to what other people may have to offer. For example, if you’ve taken a course and are
experienced in Microsoft — explain this to the employer while talking about your skills.



4(d): Questions To Prepare For

Do you remember, tip two of our ‘How To Smash Your Interview’ said to anticipate the type of questions that might come
up? Well, here is a list of the ten most popular job interview questions. Make sure you prepare answers for all of them!

Pretty self-explanatory. Keep your answer to the point and about work. The employer wants to know about where you are professionally.

We told you this one would come up. The potential employer is gauging how serious you are about the job by seeing how much research
yow've done. Make sure you’ve done that research.

Be honest. This is the perfect opportunity for you to show your passion for the role you have applied for.
Don't lie. If you were fired, own up to it and show what you’veilearned from the experience. If you voluntarily left, be sure to explain why.

The floor is yours! Grab hold of this question and guide the interview where you want it to go:Highlight a strength that’s crucial for the position
you have applied for.

Everyone hates this question. Don’t pick something that isn’t really a weakness — the employer can see straight through that. Pick a weakness
that isn’t too crucial to the job and make sure you let the employer know you’re aware this is a weakness but you’re working on it.

Talk about something you’re genuinely proud of. It will come across as honest and illustrate your passion. Try and pick an accomplishment
that exhibits how you will be a perfect fit for the company and the position you’ve applied for.

Talk about how you want to learn new things and how much the company can teach you. Don’t just say money.



9) What Do You Do Outside Of Work?
This isn’t a trick question! The employer wants to get to know more about you as a person. Let the employer know you’re human.

1 O) Do You Have Any Questions For Me?
The answer is always yes:

4(f): How To Tell If Your Interview Went Well

Sometimes when you hear that dreaded question ‘How did your interview go?’ it can be difficult to answer. You try to think
back to your interview, but find yourself second guessing and asking, ‘How did my interview go?’ Therefore, this bit of our
eBook is all about factors that illustrate whether your interview did go well!




A clear sign that your interview went well is if it doesn’t feel like an interview. If you and the interviewer are talking about topics other than just
your skill set and previous experience, you are illustrating that you are a sure fit for the company. By building rapport, you become a more
memorable candidate. So if the conversation trails away from just the formalities, be sure to take this as a good sign.

Positive responses to your questions are a great sign. If the interviewer is agreeing with what you’re saying, things are looking good!

If the interviewer is taking time to go through specifics of the job role such as who you’ll be reporting to or what the role includes — take it as
a huge positive. You should be especially happy if the interviewer refers specifically to you in that role — like “You will get used to this office
environment.’

Take it as an excellent signal if the interviewer takes time to give you a tour of the office. It’s especially great if the interviewer takes you to meet
members of staff who already work in the company — they wouldn’t waste time with introductions if they weren’t considering you for the job.

If the interviewer is outlining all the benefits and strengths of working for the company, this is a good sign. They probably wouldn’t be trying
to sell you the job if they had no intentions of considering you for the position.

If the interview slot was only twenty minutes but forty-five minutes later you’re still there — it probably went well. If the interviewer is taking their
time to listen to your answers and isn’t trying to rush you out the door, they at least have an interest in you.

Most interviewers won’t bring up salary until they have officially offered you the position. Interview questions about your current salary, past
salary and salary you are expecting are signs that they are serious about considering you.

Although it is almost impossible to tell whether you’ll be offered the job or not, these are sure indicators as to whether you
have done well. Once you’ve been offered the job, carry on reading onto chapter four to find out what you should
consider before you accept!



So you’ve smashed the interview and been offered the job! Perfect. However, before you jump into
accepting it, here are a few more things to think about first.

1 ) Your Excitement

When you heard that the company were
offering you the job, how excited were you?
Does the idea of your new role make you
want to jump for joy? Are you eager to start?
If the answers to those questions are very,
yes and yes — then this sounds like the right
job for you.

4) Your Own Growth

You should think about what this job will
lead you into. Ideally, your new role should
come with the possibility of growing into
another, higher position at the same company.
Alternatively, it could be a stepping stone on
your career path.

2) The Company’s Future

Before you accept a job at a company, you
should research their history and developments
to ensure that their path matches your
career goals. It is good to see that the
direction of the company aligns with your
chosen career path.

5) Your Needs

Think about your needs both inside and
outside of work. What is really important to
you? Make sure that the job and company
as a complete package will support your
needs, whatever they may be.

3) The Company Culture

There’s no perfect company but there’s a
perfect company for you. What does the culture
of your new company feel like? You should have
picked up indicators at your job interview — you
should have a feel for the attitudes and values
of the workplace just from your brief experience
of being there.

6) Commuting

Before you make your final decision, evaluate
that commute. How long will it take you to get
to work in the morning? How expensive is your
travel going to be? Is it worth it? Imagine
yourself travelling to and from work, and think
about whether it’s viable long-term. You don’t
want to change your mind a month later and
leave the job, as this will waste everyone’s time.

If you decide yes, CONGRATULATIONS! You’ve secured a new job. The next chapter talks you through all the
advice you need when starting a new job.



Chapter 6:

Starting Your New Job

Congratulations, you’ve done it.You have been offered the Job of your dreams. We understand that
it can be nerve-wracking having to prepare for your first day so our last chapter focuses on exactly
that! Here’s some advice on things you should think about before you begin your exciting journey.

Even before you arrive on your first day, you
can prepare in advance. Don’t be afraid to
email your new manager to ask if there’s
anything you can do before you start or if they
recommend any reading. Some companies
will have an onboarding strategy in place
and will ask you to read over some
documents, data sheets or annual reports
so make sure you do this!

During your interview, you probably picked
up on some ideas about the company
culture and their dress code. Even if the
dress code does feel quite relaxed, it’s
always worth making an extra effort during
your first few weeks. Be sure to plan your
outfit in advance.

When you first start a new job, you don’t
want to have to take time off immediately
for appointments. Therefore, if you can,
schedule appointments before your new
job begins. If you have any spare time, you
may even want to get a hair cut! It may
make you feel extra confident on your first
day!

If you’ve had an irregular sleep schedule,
now is the time to get back into a regular
sleep pattern. Start going to bed slightly
earlier and waking up earlier. By setting a
sleep pattern before you officially begin, you
will feel better rested when you start your
new job.

You will want to arrive early to work on your first
day. To get an accurate depiction of how long
the journey will take, you should try and
practice the route beforehand. It would be extra
beneficial if you can practice during the times
you’d actually be travelling when you start your
new job. Of course, sometimes elements such
as train delays, traffic and other unforeseen
circumstances may affect your journey, so try
and plan a backup route if possible.

If you’re lucky enough to have some time off
before your new job begins, use it to your
advantage and enjoy yourselfl When you begin
your new job, you’re going to be busy! So
maybe catch up with friends, get organised and
do things you won’t be able to do when you
start.

If you would like even more information on everything to do with starting a new career then head
along to our definitive article here: https://prestigerecruitmentgroup.com/how-to-find-a-job



