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UV21460
Promoting yourself and 
preparing for a job interview 

The aim of this unit is to develop the knowledge, 
understanding and practical skills required to prepare 
for an interview. You will learn how to write an effective 
CV and cover letter tailored to specific jobs. You will gain 
an understanding of job markets and the importance 
of networking. You will be able to conduct yourself 
appropriately in an interview situation, and review your 
performance to identify improvements. 
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On completion of this unit you will:

Learning outcomes Evidence requirements

Promoting yourself and 
preparing for a job interview 

1. Be able to conduct self in an interview 
situation

2. Know the different types of CV and cover 
letter used to apply for jobs

3. Understand where and how to search for 
jobs

4. Be able to identify suitable job opportunities 
and apply for them

5. Understand how to prepare for an interview

6. Be able to reflect on own performance 
following an interview situation
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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 this unit. 

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 range

Achieving observations  
and range

UV21460

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.

There is no range section that applies to this 
unit.
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Learning outcome 1

Observations

You can:

*May be assessed by supplementary evidence.

Be able to conduct self in an interview situation

a. Demonstrate in an interview situation 
appropriate: 
• punctuality 
• use of language 
• response to questions 
• use of questions
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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 2 

Know the different types of CV and cover letter used to apply 
for jobs

You can: Portfolio reference 

a. Describe the purpose of a CV and cover letter

b. Describe different types of CV

c. Describe the difference between a speculative and a non-
speculative cover letter

d. Describe why it is important to tailor a CV and cover letter to a job 
or sector
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Learning outcome 3 

Understand where and how to search for jobs

You can: Portfolio reference

a. Define the terms ‘open job market’ and ‘hidden job market’ 

b. Identify where to look for job leads within open and hidden job 
markets

c. Define the terms ‘networking’ and ‘cold calling’ 

d. Describe how networking and cold calling can be used to identify 
job leads
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Learning outcome 4

Be able to identify suitable job opportunities and apply for 
them

You can: Portfolio reference

a. Compare job vacancies and leads to identify which to apply for

b. Identify own skills, qualities and experience relevant to the job

c. Create a CV using the type that best matches own skills, qualities 
and experience

d. Produce a cover letter in response to a job advert

e. Produce a speculative cover letter

f. Complete a job application form relevant to own job goals

g. Check format and accuracy of completed documents and amend if 
needed
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Learning outcome 5 

Understand how to prepare for an interview

You can: Portfolio reference

a. Describe the preparation needed in the run-up to an interview

b. Describe why it is important to prepare for an interview
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Learning outcome 6

Be able to reflect on own performance following an interview 
situation

You can: Portfolio reference

a. Review own performance following an interview situation

b. Identify what went well and not so well

c. Describe ways to improve own performance in the future
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Learning outcome 1: Be able to conduct self in an interview situation

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.

UV2146012

Interview situation: Punctuality (arrive 
on time, report arrival), use of language 
(appropriate, clear, tone of voice), response 
to questions (attentive to interviewer, 
succinct, relevant), use of questions (show 
interest, relevant).

Learning outcome 2: Know the different types of CV and cover letter used to 
apply for jobs

Purpose of CV and cover letter: 

CV – to present a snapshot of skills, 
qualifications and work experience, to 
establish suitability for the job.

Cover letter – to express interest for the 
job, to create a first impression, to add a 
personal touch, to highlight most relevant 
skills for the job.

Types of CV: Chronological, skills, 
targeted, format and content of different 
types of CV.

Types of cover letter: Speculative, 
(e.g. letter of interest, networking letter), 
non-speculative (e.g. application letter), 
differences between types of cover letter 
(e.g. purpose, format, content).

Importance of tailoring a CV and cover 
letter: To demonstrate interest in the 
employer, to demonstrate relevant skills 
and experience for the job.



Learning outcome 3: Understand where and how to search for jobs
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Open and hidden job markets: Definition 
of open job market (e.g. advertised jobs), 
definition of hidden job market (e.g. jobs 
that are not advertised), characteristics of 
open and hidden job markets (e.g. scope, 
opportunities).

Where to look for job leads: Open 
market (e.g. industry publications, local 
newspapers, websites, recruitment 
agencies), hidden market (e.g. networking, 
social media, contact potential employers, 
attend trade fairs and conferences).

Networking and cold calling: Definition 
of networking (e.g. sharing job information 
amongst individuals and groups), definition 
of cold calling (e.g. contacting potential 
employers).

How networking and cold calling can be 
used: Methods of networking (e.g. social 
media, face-to-face, conferences), types of 
cold calling (e.g. phone call, face-to-face 
visit).

Learning outcome 4: Be able to identify suitable job opportunities and apply 
for them

Job vacancies or leads: Open or hidden 
market jobs, making comparisons between 
job vacancies (e.g. location, compatibility 
with work interests, suitability to individual 
needs, knowledge and skills required).

Identifying own skills, qualities and 
experience: Skills and experience (e.g. 
general, specialist, job and task-related, 
transferable), qualities (e.g. honesty, 
trustworthy, commitment, adaptability), 
undertaking a personal audit for a selected 
job.

Creating 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 a CV.

Producing a cover letter in response to 
a job advert: Appropriate type of cover 
letter (e.g. speculative, non-speculative), 
include relevant and appropriate 
information, follow accepted guidelines for 

the format and content of a cover letter.

Completing a job application form: 
Types of information needed (e.g. personal 
details, skills, previous work experience, 
education and training, references), 
using templates and examples as a 
guideline, follow employer’s instructions for 
completing the application form.

Checking format and accuracy of 
completed documents: Presentation 
format, structure, spelling and grammar, 
accuracy of information given.



Learning outcome 5: Understand how to prepare for an interview
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Preparation needed for an interview: 
Personal appearance, transport options, 
journey times, confirm interview location 
and time, research the employer, review 
information given on application, typical 
interview questions and answers, questions 
to ask employer.

Importance of preparing for an 
interview: Build confidence, reduce 
nervousness, consistency, improve 
interview performance.

Learning outcome 6: Be able to reflect on own performance following an 
interview situation

Review own performance: Preparation for 
the interview (e.g. personal appearance, 
knowledge of employer) punctuality, 
conducting the interview (use of language, 
response to questions, use of questions), 
ways to review performance (e.g. use 
comments from the interviewer, use own 
impressions of the interview experience).

Strengths and weaknesses: 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).

Ways to improve own performance: 
Activities (e.g. identify own areas for 
improvement, practice interview skills, 
attend interview skills training), what 
activities involve and possible outcomes.


