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T hrough this unit you learn how to promote 
yourself and prepare for a job interview. You 
will know how to research job opportunities. 
You will know what information is required in 

a Curriculum Vitae (CV) and how to complete a CV, a 
cover letter and job application form. You will have the 
opportunity to practise your interview skills and review 
and evaluate your performance.

Level

2
3

Credits

30
Guided Learning Hours (GLH)

Overview
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What you must know & do
How to achieve this unit
On completion of this unit you will:

Learning outcome 1
Know how to promote and perpare yourself for a job 
interview
a. State the importance of a Curriculum Vitae (CV) and a covering letter

b. Identify ways to find a job vacancy and state how to apply for a job

c. Create a Curriculum Vitae (CV) and complete a cover letter 

d. Complete a sample application form for a job vacancy

Learning outcome 2
Be able to promote and prepare yourself for a job 
interview

a. Prepare yourself for a job interview

b. Present yourself for your job interview

c. Promote yourself in a mock/real job interview 

d. Review your own performance at a mock/real job interview
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What you must learn
This section provides you with guidance on the recommended knowledge and skills required 
to achieve this unit.

Learning outcome 1

Know how to promote and prepare yourself for a job interview 

State the 
importance of 
a Curriculum 
Vitae (CV) and a 
covering letter

Purpose of a Curriculum Vitae (CV) and covering letter:

Curriculum Vitae (CV) – to present an overview of skills, qualifications and 
work experience, to establish suitability for the job. 

Covering letter – to express interest in the job, to create a positive first 
impression, to add a personal touch, to highlight the most relevant skills you 
possess for the job.

Identify ways to 
find a job vacancy 
and state how to 
apply for a job

Where to look for advertised jobs: Trade magazines, local newspapers, 
websites, recruitment agencies, word of mouth etc.

Ways to find out about jobs not advertised: Networking, social media, 
contact potential employers, attend trade fairs and conferences etc.

How to apply for advertised jobs: In accordance with the employer’s 
requirements, application procedures e.g. complete a postal or online 
application form by the closing date.

How to apply for jobs not advertised: Post or email a CV and covering 
letter to a specified person.

Identify your own skills, qualities and experience: Specialist, job 
and task-related, transferable, qualities, e.g. honesty, trustworthiness, 
commitment, adaptability.
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What you must learn
Create a 
Curriculum 
Vitae (CV) and  
complete a cover 
letter

Create a Curriculum Vitae (CV): Follow accepted guidelines for the format 
and content of a curriculum vitae (CV).

Personal details – name address etc.

Profile – short statement summarising your skills.

Qualifications – obtained at school/college/courses.

Work history – details of previous employment.

Training courses – any relevant training attended.

Additional information – hobbies or other skills, affiliations, interests.

References – either character or work references.

Produce a covering letter: Include the relevant and appropriate information.

State the job you’re applying for.

Where you found out about it.

When you’re available to start work. 

Why you’re interested in that type of work.

Why the company attracts you. 

Summarise your strengths and how they might be an advantage to 
the organisation.

Relate your skills to the competencies required in the job.

Mention any dates that you won’t be available for interview.

Thank the employer and say you look forward to hearing from them soon.

Complete 
a sample 
application form 
for a job vacancy

Completing a job application form: Use templates and examples as a 
guideline. If handwritten, complete with a black pen in neat writing, follow the 
instructions for completing the application form, types of information that may 
be required are; 

Personal details.

Skills.

Previous work experience.

Education and training.

References.
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What you must learn
Learning outcome 2

Be able to promote and prepare yourself for a job interview

Prepare yourself 
for a job interview

Preparation in advance of interview: To prepare effectively you will need 
to confirm day, time and location of interview, confirm the name of person 
interviewing, check that the job role is suitable for you, research how to 
get there e.g. bus, train etc. research the time required for travel to the 
interview, the expected cost of travel. Find out the expected dress code 
and if the interview requires a trade test. Carry out background research on 
the company so that you are informed about them, plan questions to ask 
the interviewer.

Prepare the paperwork required: The types of paperwork you will be 
required to take to an interview would include a Curriculum Vitae (CV) and 
personal statement, examination results or predictions, school report and 
tutor/work, references, copy of job application, prepared list of questions to 
ask to include expected duties of job, hours to be worked, full time/part-time/
evenings/daytime, holiday pay, sickness procedure, structure of management 
and line manager, whether or not a uniform is provided, what training is given, 
promotion opportunities, contract of employment, hairdressing or beauty tools 
provided, health and safety regulations.  

Importance of preparing for an interview: To build confidence, to improve 
your interview performance.   

Present yourself 
for your job 
interview

Personal hygiene: You should ensure you have had a shower/bath on 
day of interview, use a deodorant or antiperspirant, if wearing perfume or 
aftershave keep it light, have good oral hygiene, clean teeth, fresh breath (no 
chewing gum).

Clothing: Wear freshly laundered clothes to avoid stale odour, smart, 
appropriate clothing, no jeans, smart comfortable shoes, no flip-flops or 
casual footwear e.g. trainers or slouch boots, wear uniform if a trade test 
is required.

Appearance: 

Females – light daytime make up, minimal jewellery, hair clean and tidy, long 
hair neatly tied back, clean, tidy hands and nails, no varnish. 

Males – should ensure they have clean neatly styled hair, facial hair is neatly 
trimmed or clean shaven. Nails are clean and short.

Turn your mobile phone off during interview.
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What you must learn
Promote yourself 
in a mock/real job 
interview 

Attend a timed mock/real interview, include the following:

Introductions and hand shake if appropriate.

Maintain good posture and open body language.

Use non-aggressive and appropriate language. 

Show a polite and friendly attitude.

Make eye contact regularly.

Show interest and good listening skills.

Speech is clear and not abbreviated/slang.

Clear and positive self-promotion showing strengths and benefits e.g. hard 
worker, reliable, honest, dependable.

Examples of previous employment or work placement and identify the 
experience that you gained e.g. working on a till, answering the phone, 
dealing with customers.

Have a list of any relevant questions you can think of to ask.

Review your own 
performance at 
a mock/real job 
interview

Review your own performance: 

How did your preparation for the interview go? Personal appearance, journey, 
knowledge of employer and the role advertised, punctuality.

How did you feel that the interview went? Use of language - verbal and non-
verbal, response to questions, use of questions. 

Ways to review performance: Use comments from the interviewer; use your 
own impressions of the interview experience.

Strengths and weaknesses: What went well, what did not go so well, 
punctuality, professional personal appearance, relevance of answers to 
questions, did not ask questions.

Ways to improve own performance: Identify your own areas for 
improvement, practise interview skills, attend interview skills training.
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Communication Attention to detailWork skills

To achieve a Pass:
You must achieve all criteria in the What you must know & do sections of this unit

To achieve a Merit:
You must achieve all criteria in the What you must know & do sections of this unit
AND achieve 2 of the 3 additional performance standards. 

To achieve a Distinction:
You must achieve all criteria in the What you must know & do sections of this unit
AND achieve all 3 additional performance standards.

Additional Performance Standards:

Achieving your grade

Achieved      Not achieved      Achieved      Not achieved      Achieved      Not achieved      
Possible examples:

You used a methodical 
approach to research the 
company background. 

You used a wide variety of 
research methods to identify 
job opportunities.

You created an excellent 
CV with information 
presented clearly. 

You had outstanding 
personal presentation. 

You ensured all information 
was easily found when 
requested during the 
interview process.

You presented all 
information clearly. 

Possible examples:

You provided outstanding 
written communication 
without any spelling or 
grammatical errors.

You clearly and confidently 
communicated using a wide 
variety of skills.

You listened to and followed 
instructions correctly. 

You confirmed your 
understanding of instructions. 

You responded to the 
interviewer’s body 
language positively. 

You maintained eye contact 
and open, positive body 
language throughout. 

You talked openly and 
confidently during 
the interview.

Possible examples:

You ensured that your 
appearance was appropriate 
for the interview. 

You maintained a polite, 
friendly and respectful attitude.

You asked relevant, confident 
questions where appropriate.  

You demonstrated knowledge 
of the job advertised. 

You related your own personal 
and technical skills to role.
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Know how to promote and prepare yourself 
for a job interview   

Learning outcome 1
Portfolio reference

Achieved all    
a. State the importance of a Curriculum Vitae (CV) and a 

covering letter

b. Identify ways to find a  job vacancy and state how to apply 
for a job

c. Create a Curriculum Vitae (CV) and complete a cover letter 

d. Complete a sample application form for a job vacancy

Be able to promote and prepare yourself for 
a job interview   

Learning outcome 2
Portfolio reference

Achieved all     

a. Prepare yourself for a job interview

b. Present yourself for your job interview

c. Promote yourself in a mock/real job interview 

d. Review your own performance at a mock/real job interview

Unit Sign off
Unit grade achieved (tick box)

Pass   Merit   Distinction   

Date

Assessor initials

Learner signature

IQA signature (if sampled)

What you must know & do
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Notes and Diagrams


