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The qualification

Introduction

Progression

National Occupational Standards (NOS)

The VTCT Level 1 Award in Becoming an 
Asset in the Workplace has been designed with 
the help of relevant parties, such as currently 
serving prisoners, ex-offenders and employers, 
to meet the specific needs of those with similar 
disadvantages. 

The qualification covers a wide range of units 
which enable you to become familiar with 
employer requirements and to reflect on your 
own abilities/performances throughout. For 
example, you will be expected to participate in 
interviews and assess your own performance. 
The course has been unitised so that after 
completion, you can be certificated. 

The qualification is designed to lead to 
employment, in any role. It has been 
constructed to be the ‘basis’ of employable skills 
i.e. understanding how the workplace functions 
and what is expected of an employee. This 
would progress onto a role specific training 
course or directly into a workplace. 

Timpsons, the leading employer for ex-
offenders, has shown continuous support for this 
qualification throughout its development. Written 
evidence has been obtained to demonstrate the 
level of support from this industry leader.
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This qualification has been mapped to 
the relevant NOS, and is regulated on the 
Regulated Qualifications and Framework. 

Prerequisites

There are no formal prerequisite qualifications 
that you must have prior to undertaking this 
qualification. However, you should be at least 
Level 1 English to begin this course, as some 
of the work includes writing and evaluating your 
own performance.

Your centre will have ensured that you have 
the required knowledge, understanding and 
skills to enrol and successfully achieve this              
qualification.

This unit is designed to progress into work-
related study or employment where the skills 
learned can be utilised.
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Qualification structure

Total credits required - 6 (minimum)

Mandatory units - 4 credits
VTCT 
unit code

Ofqual unit 
reference Unit title Credit 

value GLH Level

USK2 M/506/5123 Workplace communications 1 10 1

USK3 F/506/5126 Working practices 1 10 1

USK13 F/506/5188 Applying for a job 2 20 1

Optional units - 2 (minimum) credits
VTCT 
unit code

Ofqual unit 
reference Unit title Credit 

value GLH Level

USK4 R/506/5132 Managing stress in the workplace* 1 10 1

USK5 Y/506/5133 Home-life supporting work-life* 1 10 1

USK9 T/506/5138 Managing stress in the workplace* 1 10 2

USK10 M/506/5140 Home-life supporting work-life* 1 10 2

*Optional Units with the same title at different levels are barred against one another.

All mandatory units must be completed. A minimum of 6 must be achieved at level 1 or above.
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Guidance on assessment
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This book contains the mandatory units that make up this qualification. Optional units will be 
provided in additional booklets (if applicable). Where indicated, VTCT will provide assessment 
materials. Assessments may be internal or external. The method of assessment is indicated in 
each unit.

Internal assessment  
(any requirements will be shown in the unit)

Assessment is set, marked and internally 
quality assured by the centre to clearly 
demonstrate achievement of the learning 
outcomes. Assessment is sampled by VTCT 
external quality assurers.

Assessment explained

VTCT courses are assessed and quality 
assured by centre staff. Work will be set to 
improve your practical skills, knowledge and 
understanding.  For practical elements, you will 
be observed by your assessor. All your work 
must be collected in a portfolio of evidence and 
cross-referenced to requirements listed in this 
record of assessment book. 

Your centre will have an internal quality assurer 
whose role is to check that your assessment 
and evidence is valid and reliable and meets 
VTCT and regulatory requirements.

An external quality assurer, appointed by 
VTCT, will visit your centre to sample and 
quality-check assessments, the internal quality 
assurance process and the evidence gathered. 
You may be asked to attend on a different day 
from usual if requested by the external quality 
assurer.

This record of assessment book is your 
property and must be in your possession when 
you are being assessed or quality assured. It 
must be kept safe. In some cases your centre 
will be required to keep it in a secure place. 
You and your course assessor will together 
complete this book to show achievement of all 
learning outcomes, assessment criteria and 
ranges.

External assessment  
(any requirements will be shown in the unit)

Externally assessed question papers completed 
electronically will be set and marked by VTCT. 

Externally assessed hard-copy question papers 
will be set by VTCT, marked by centre staff and 
sampled by VTCT external quality assurers.
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Creating a portfolio of evidence

As part of this qualification you are required to 
produce a portfolio of evidence. A portfolio will 
confirm the knowledge, understanding and skills 
that you have learnt. It may be in electronic or 
paper format. 

Your assessor will provide guidance on how to 
prepare the portfolio of evidence and how to 
show practical achievement, and understanding 
of the knowledge required to successfully 
complete this qualification. It is this booklet 
along with the portfolio of evidence that will 
serve as the prime source of evidence for this 
qualification.

Evidence in the portfolio may take the following 
forms:

• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies

All evidence should be documented in the 
portfolio and cross referenced to unit outcomes. 
Constructing the portfolio of evidence should not 
be left to the end of the course. 
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Unit assessment methods

This section provides an overview of the assessment methods that make up each unit in this 
qualification. Detailed information on assessment is provided in each unit.

Mandatory units 
External Internal

VTCT unit 
code Unit title Question 

paper(s) Observation(s) Portfolio of 
Evidence

USK2 Workplace communications 0 û 
USK3 Working practices 0 û 
USK13 Applying for a job 0  

Optional units 
External Internal

VTCT unit 
code Unit title Question 

paper(s) Observation(s) Portfolio of 
Evidence

USK4 Managing stress in the workplace 0 û 
USK5 Home-life supporting work-life 0 û 
USK9 Managing stess in the workplace 0 û 
USK10 Home-life supporting work-life 0 û 

666



Unit glossary

Description

VTCT product 
code

All units are allocated a unique VTCT product code for identification purposes. 
This code should be quoted in all queries and correspondence to VTCT. 

Unit title The title clearly indicates the focus of the unit.

National 
Occupational 
Standards 
(NOS)

NOS describe the skills, knowledge and understanding needed to undertake a 
particular task or job to a nationally recognised level of competence.

Level
Level is an indication of the demand of the learning experience; the depth 
and/or complexity of achievement and independence in achieving the 
learning outcomes.

Credit value
This is the number of credits awarded upon successful achievement of all unit 
outcomes. Credit is a numerical value that represents a means of recognising, 
measuring, valuing and comparing achievement.

Guided 
learning hours 
(GLH)

The activity of a learner in being taught or instructed by - or otherwise 
participating in education or training under the immediate guidance or supervision 
of - a lecturer, supervisor, tutor or other appropriate provider of education or 
training.

Total 
qualification 
time (TQT)

The number of hours an awarding organisation has assigned to a qualification for 
Guided Learning and an estimate of the number of hours a learner will reasonably be 
likely to spend in preparation, study, or any other form of participation in education or 
training. This includes assessment, which takes place as directed - but, unilke Guided 
Learning, not under the immediate guidance or supervision of - a lecturer, supervisor, 
tutor or other appropriate provider of education or training.

Observations This indicates the minimum number of competent observations, per outcome, 
required to achieve the unit.

Learning 
outcomes

The learning outcomes are the most important component of the unit; they set 
out what is expected in terms of knowing, understanding and practical 
ability as a result of the learning process. Learning outcomes are the results 
of learning.

Evidence 
requirements This section provides guidelines on how evidence must be gathered. 

Observation 
outcome

An observation outcome details the tasks that must be practically 
demonstrated to achieve the unit. 

Knowledge 
outcome

A knowledge outcome details the theoretical requirements of a unit that must 
be evidenced through oral questioning, a mandatory written question paper, a 
portfolio of evidence or other forms of evidence.

Assessment 
criteria

Assessment criteria set out what is required, in terms of achievement, to meet 
a learning outcome. The assessment criteria and learning outcomes are the 
components that inform the learning and assessment that should take place. 
Assessment criteria define the standard expected to meet learning outcomes.

Range The range indicates what must be covered. Ranges must be practically 
demonstrated in parallel with the unit’s observation outcomes. 
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USK2
Workplace communications

The aim of this unit is to develop the knowledge and 
understanding of why asking for help within the workplace 
is not only important, but encouraged. For many, asking for 
help is a sign of weakness and makes them feel as though 
they are not capable. 

You will learn about the importance of asking for help and 
the positive results that could come from this. You will also 
learn how to give and receive constructive feedback, and 
how this can be used to enhance future performance at 
work. 

USK2_v1



GLH

Credit value

Level 

Observation(s)

External paper(s)

10

1

1

0

0



On completion of this unit you will:

Learning outcomes Evidence requirements

Workplace communications

1. Know why it is important to ask for help in 
the workplace

2. Know why constructive feedback is 
important and how to provide constructive 
feedback

3. Know the characteristics of good 
communications

USK2 11

1. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the Knowledge section of this 
unit. This evidence may include projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

2. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

3. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

Where applicable your assessor will integrate 
knowledge outcomes into practical observations 
through professional discussion and/or oral 
questioning.

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.

USK212



Knowledge

Learning outcome 1 

Know why it is important to ask for help in the workplace

You can: Portfolio reference 

a. Outline why asking for help in the workplace is important

b. Outline why someone might not want to ask for help in the 
workplace

c. Outline the positive results someone might get from asking for help

USK2 13



Learning outcome 2 

Know why constructive feedback is important and how to 
provide constructive feedback

You can: Portfolio reference

a. Outline the differences between constructive and unconstructive 
feedback

b. Outline what could be done if the feedback was unconstructive

c. Outline why receiving constructive criticism is a positive thing

d. Describe how to give constructive rather than unconstructive 
feedback

USK214



Learning outcome 3 

Know the characteristics of good communications

You can: Portfolio reference

a. Outline the differences between good and poor written 
communication

b. Outline the differences between good and poor verbal 
communication

USK2 15



Learning outcome 1: Know why it is important to ask for help in the 
workplace

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.

USK216

Importance of asking for help in the 
workplace: To clarify uncertainties, to 
limit risks and errors, to show initiative, to 
show enthusiasm in getting tasks done to 
optimum level and timeframe, to show you 
can work in a team.

Why someone might not want to ask 
for help: Pride, not confident enough, 
concerned it shows weakness or inability, 
poor past experiences of asking for help 
and it not being received etc., wanting to 
make an impression of being individually 
capable.

Positive results from asking for help: 
A team of people to work with, people to 
share ideas with, more support, a better 
sense of achievement when tasks are 
achieved on time.



Learning outcome 2: Know why constructive feedback is important and how 
to provide constructive feedback

USK2 17

Differences between constructive and 
unconstructive feedback: 
Constructive  – ‘Medal then Mission’ 
‘Feedback Sandwich’, when giving any 
negative feedback, provide a solution/
opportunity to improve or train, no use of 
abusive words/obscenities/personal insults.

Unconstructive – use of abusive words/
obscenities/personal insults, raised voices, 
no provision for opportunities to improve or 
to train.

What could be done if the feedback 
was unconstructive: Speak to the person 
about the feedback they have given 
with explanations as to why it has been 
unconstructive, speak to a manager, ask 
that the team attend a feedback training 
course.

Why constructive criticism is 
positive: To develop a better sense 
of self awareness and how you come 
across to work colleagues, to have a 
better understanding of both strengths 
and weaknesses, to make professional 
improvements.

How to give constructive criticism: 
Think about how to ‘word’ the criticism 
in a way that has positive results for the 
organisation, to eliminate all abusive 
words/obscenities/personal insults, to 
always give the receiver an opportunity to 
improve or train for improvement.

Learning outcome 3: Know the characteristics of good communications

Differences between good and poor 
written communication: 
Good – spell checked, grammar checked, 
accurate punctuation, accurate and 
thorough content, correct and appropriate 
form of address (i.e. Sir/Madam) and 
content. This will depend on the receiver of 
the written communication. 

Poor communication – not spell or 
grammar checked, inaccurate punctuation, 
inaccurate content, incorrect or 
inappropriate form of address and content. 

Differences between good and poor 
verbal communication: 
Good – clear, concise and confident, no 
obscenities, appropriate body language to 
match the verbal discussion, good use of 
vocabulary, no ‘grunting’. 

Poor – ‘grunting’, muffled speaking, lack 
of detail in the content of communication, 
obscenities, inappropriate body language 
for the verbal discussion, poor use of 
vocabulary.



USK218

Notes 
Use this area for making notes and drawing diagrams



USK3
Working practices

The aim of this unit is to develop the knowledge and 
understanding of workplace practices, such as appropriate 
workplace dress, reasons why frequent lateness can affect 
a business and why you might be required to cover tattoos, 
body piercings and scars at work. You will also cover the 
benefits, other than financial, of why people go to work and 
the attitudes that are encouraged. 

USK3_v1
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On completion of this unit you will:

Learning outcomes Evidence requirements

Working practices

1. Know the non-financial benefits of work

2. Know the attitudes and behaviours that a 
manager will expect

3. Know how to present yourself appropriately

USK3 21

1. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the Knowledge section of this 
unit. This evidence may include projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

2. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

3. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

Where applicable your assessor will integrate 
knowledge outcomes into practical observations 
through professional discussion and/or oral 
questioning.

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge

Learning outcome 1 

Know the non-financial benefits of work

You can: Portfolio reference 

a. State the non-financial benefits for people going to work

USK3 23



Learning outcome 2 

Know the attitudes and behaviours that a manager will expect

You can: Portfolio reference

a. State the attitudes and behaviours that you would like to see if you 
had your own staff

b. State ways in which repeated lateness of staff could affect a 
business

USK324



Learning outcome 3 

Know how to present yourself appropriately

You can: Portfolio reference

a. Identify the differences between appropriate and inappropriate 
workplace dress

b. State why it may be required to cover tattoos, body-piercings and 
scars at work

USK3 25



Learning outcome 2: Know the attitudes and behaviours that a manager will 
expect

Attitudes and behaviours: Positivity, 
a ‘can-do’ attitude, enthusiastic to learn, 
someone who asks questions and asks 
for help (instead of ‘suffering in silence’ 
or making errors), flexibility, reliability, 
assertive.

Ways repeated lateness could affect 
a business: Shifts being interrupted, 
upsetting other staff who may need to 
stay later, late opening of organisation, 
demonstrating nonchalance and 
unreliability.

Learning outcome 1: Know the non-financial benefits of work

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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Non-financial benefits of going to work: 
A sense of purpose, a legitimate income, 
being part of a team, having your opinions 
acknowledged, opportunity to progress, 
a chance to demonstrate your skills, 
opportunities to learn and train.

Learning outcome 3: Know how to present yourself appropriately

Differences between appropriate and 
inappropriate workplace dress: This will 
depend upon the workplace. 

Appropriate – suits, formal clothes, not 
necessarily expensive but suitable for 
workplace and the job.

Inappropriate (could be) – sportswear in 
an office, dirty or scruffy clothes, clothes 
with inappropriate images or text on them 
(e.g. half naked women/men or obscene 
images/text). 

Why it may be required to cover tattoos, 
body piercings and scars: May be a form 
of distraction for some, may encourage 
unwanted questioning, some people may 
find them offensive, distressing to look at.



USK13
Applying for a job

The aim of this unit is to develop your knowledge, 
understanding and skills to make an outstanding first 
impression, regardless of past errors or lack of experience.

You will learn how to write and format a CV that stands out, 
how to overcome and respond to difficult questions, how to 
fill out application forms and write impressive cover letters. 
You will also take part in numerous interviews, listening to 
and learning from feedback in an industry.

USK13_v1
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On completion of this unit you will:

Learning outcomes

Evidence requirements

Applying for a Job

1. Be able to undertake interviews

2. Be able to complete job applications

3. Know how to raise potential issues with a 
job application

4. Know the different methods of applying for 
jobs

USK13 29

1. Environment                                    
Evidence for this unit may be gathered 
within the workplace or a realistic working 
environment (RWE).

2. Achieving assessment criteria               
There must be valid, authentic and sufficient 
evidence for all assessment criteria. Holistic 
assessment is encouraged and one piece 
of evidence may be used to meet the 
requirements of more than one assessment 
criterion.

3. Simulation 
Simulation is permitted for the Observation 
criteria within this unit if no opportunities 
exist to gather workplace evidence. 

4. Observation outcomes                     
Competent performance of Observation 
outcomes must be demonstrated to your 
assessor on at least two occasions.  
 
Assessor observations, witness testimonies 
and products of work are likely to be the 
most appropriate sources of performance 
evidence. Professional discussion may be 
used as supplementary evidence for those 
criteria that do not naturally occur.

5. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the Knowledge section of this 
unit. This evidence may include projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

6. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

7. External paper                                          
There is no external paper requirement for 
this unit.



Achieving observation outcomes

Achieving observations  

USK13

Your assessor will observe your performance 
of practical tasks. The minimum number 
of observations required is indicated in the 
evidence requirements section of this unit.

Criteria may not always naturally occur during 
a practical observation. In such instances you 
will be required to produce supplementary 
evidence or asked questions to demonstrate 
your competence in this area. Your assessor will 
document the criteria that have been achieved 
through oral questioning. 

Your assessor will sign off an outcome when all 
criteria have been competently achieved.
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Learning outcome 1

Observations

You can:

*May be assessed by supplementary evidence.

Be able to undertake interviews

a. Undertake interviews

USK13 31

Observation 1 Optional Optional
Date achieved
Criteria questioned orally
Portfolio reference
Assessor initials
Learner signature



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

Where applicable your assessor will integrate 
knowledge outcomes into practical observations 
through professional discussion and/or oral 
questioning.

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.

USK1332



Knowledge

Learning outcome 1 

Be able to undertake interviews

You can: Portfolio reference 

b. Outline key requirements of an interview

c. Prepare for interviews

d. Outline strengths and weakness and opportunities for 
improvement

USK13 33



Learning outcome 2 

Be able to complete job applications

You can: Portfolio reference

a. Complete a CV to support job applications

b. Produce cover letters for job applications

c. Complete job application forms

USK1334



Learning outcome 3 

Know how to raise potential issues with a job application

You can: Portfolio reference

a. Outline potential issues that could affect a job application

b. State when someone should disclose potential issues

USK13 35



Learning outcome 4 

Know the different methods of applying for jobs

You can: Portfolio reference

a. Outline different methods of applying for a job

b. State why different methods of applying for a job are used

USK1336



Learning outcome 2: Be able to complete job applications

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.

Complete a CV: Appropriate type of CV 
(e.g. chronological, skills, targeted), include 
relevant and appropriate information, follow 
accepted guidelines for the format and 
content of CV. Formatted professionally, in 
‘most recent’ order, clear and concise and 
specific to the role where necessary.

Produce cover letters: Appropriate type 
of cover letter (e.g. application letter, letter 
of interest, networking letter), include 
relevant and appropriate information, follow 
accepted guidelines for the format and 
content of a cover letter. Include positive 
disclosure statement about any criminal 
convictions (only if stated on the application 

form), a supporting statement outlining why 
you would be right for the job, and what 
skills/experiences you could bring to the 
role.

Complete job application forms: 
Types of information required (personal 
details, skills, previous work experience 
education and training, references), using 
templates and examples as a guideline, 
follow instructions for completing the 
application form. Learn how to complete 
job application forms effectively and neatly, 
both handwritten and online.

Learning outcome 1: Be able to undertake interviews

Key requirements for an interview: 
Preparation, learning about the 
organisation and doing some background 
research, having a ‘pool’ of experiences to 
discuss when asked, researching common 
interview questions, having at least one 
question for the organisation, appropriate 
greetings, dress and body language, 
formalities.

Preparing for an interview: Personal 
appearance, transport options, journey 
times, confirm interview location and time, 
research employer, review information 
given on application, typical interview 
questions and answers, questions to ask 
employer.

Undertaking interviews: Smart dress, 
keep eye contact, timekeeping, speak 
clearly, introduce yourself, ask for 
clarification of questions where necessary.

Strengths, weaknesses and 
opportunities for improvement: Ask for 
feedback, what went well (e.g. punctual 
to interview, professional personal 
appearance), what did not go so well (e.g. 
relevance of answers to questions, did not 
ask questions), understanding of role and 
responsibilities, greeting, body language, 
dress, answering of questions etc.

USK13 37



Learning outcome 3: Know how to raise potential issues with a job 
application

Potential issues that could affect a 
job application: Gaps in education/
employment, criminal convictions (spent or 
unspent), parole/probation visits (meaning 
time away from work), certain disabilities 
where applicable.

When to disclose potential issues: On 
the application form, on the cover letter, at 
the interview, or during employment (this 
may only apply in certain cases where the 
individual has not previously been asked at 
any stage of the application process).

Learning outcome 4: Know the different methods of applying for jobs

Methods to apply for jobs: Application 
form, CVs, online, written, face-to-face 
(going into the premises and asking for an 
application form).

Why different methods of applying for 
a job are used: Recruiter may be looking 
for very specific skills, so application form 
is detailed, or in contrast, the recruiter 
wants to see more of the experiences of 
the applicant, so asks for a CV and cover 
letter. This may also apply to different sized 
companies where the application is vast 
and therefore uses an online application 
form process to ensure more accuracy and 
efficiency whilst looking for skill sets of the 
applicants.
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