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Introduction

This booklet has been designed to help you to look for an Apprenticeship and employment in the construction industry. It includes helpful tips and examples but all may not be relevant to you.
You can work through the sections at your own pace following the instructions as you go. You should be able to work through the booklet without ‘tutorial’ type assistance.
Each section contains samples of good procedures for you to adapt to your own individual needs.  Everyone is different; your background, interests and what you have to offer may not be the same as other people. So use this workbook as a guide to what is expected from most companies and above all be positive about yourself!

The remaining sections give advice on how to write your Curriculum Vitae (C.V.), complete application forms and what to do (and not do) at an interview.

Looking for an Apprenticeship

There is strong competition for a construction apprenticeship; companies receive many more applications than they have places, so you will need to stand out from the crowd.

The information in this booklet will help you to make a strong application.

Our careers web page www.bconstructive.co.uk will be a very useful tool to enable you to decide on your career option and understand what will be expected of you in your chosen job. There are many case studies of young people you are working in the industry with a short summary of what their job entails and why they have chosen a career in the industry.

To obtain a place on a Traditional Apprenticeship 

You will need to do 2 things at the same time:

1. Apply to CITB-ConstructionSkills as a Training Provider to manage your apprenticeship. This can be done on-line through our careers web page: www.bconstructive.co.uk/apprenticeships
2. Apply to construction companies to employ you as an apprentice.
Remember you cannot start an apprenticeship until you have found employment. The job search pages of this booklet will help you.

Once you have submitted your application, you will be sent a letter of acknowledgement and a sample of the Skills Learning Exercise (SLE) that you will be required take and pass. You will also be asked to give us information regarding any special needs that you may have, (eg dyslexia) as you may require support through the application process.

Remember!

www.bconstructive.co.uk  - your first Step to a Career in Construction

Where to look for jobs

Your job search will need CAREFUL PLANNING. Approach it in a positive and organised way.

Set your self TARGET DATES for contacting employers or organisations – make yourself an ACTION PLAN.

How to get started

1. Jobcentre Plus and Connexions
Register with your local Careers office –Connexions and Next Step or Jobcentre straight away, don’t put it off. If you don’t find a vacancy to apply for on your first visit, keep visiting regularly as new jobs keep coming in. Leave a contact telephone number so that you can be contacted immediately.

Alternately Jobcentre vacancies can be accessed via: www.jobcentreplus.gov.uk
2. Employment Agencies

Register with local Construction Employment Agencies. These are like shops and can be found in most larger towns. Do this straight away.

3. Family & Friends

Tell your family and friends that you are looking for employment. They may be able to give you some contacts.

4. Local Newspapers

Look in the Situations Vacant column every time the local paper comes out. Your local library should have reference copies if you do not get your own.

5. Internet:
Sites like Fish4jobs etc may also be a good way to source vacancies. (See the back page for other useful web sites).
6. Trade Magazines

Advertisements for specialised jobs appear in the appropriate trade magazine, it’s always worth a look.

7. The ‘Speculative’ Approach

This means getting in touch with a firm, either by telephone or letter, when they are not advertising vacancies. You will be applying on ‘spec’ to see if they have anything coming up in the near future.

Why should you use this approach?

A lot of jobs are never advertised. People get them through relatives or friends who know of people due to leave. If you are in the right place at the right time it can help. If you contact an employer on ‘spec’, it shows you’re keen and actively looking for work, they may just have a vacancy in the pipeline, or keep your details on file for future reference.

It is worth remembering that at times when employers are receiving large

numbers of applications, you may not always get a reply. This may seem hard to understand but it does happen a lot.

Look though your Yellow Pages or www.yell.co.uk for names and addresses, ask friends, relatives and ask your Apprenticeship Provider for names of employers to contact.
If you write, follow the examples in this booklet
If you telephone, ask for the Personnel Officer or the Manager’s Office.  Who you ask for depends on the size of the firm you contact.  
If you are emailing the approach is similar to writing.
8. The ‘Responsive’ Approach
This will happen when you have seen a specific job advert or been told of a vacancy. See pages 11 and 19 regarding writing a letter or contacting by telephone.

9. Building Sites and Builders Merchants

Visit the local building sites in your area and speak to the site agent. The agent will be able to put you in contact with the construction workers on the site.

Another approach would be to put an advert on the notice board of your local builder’s merchants. Speak to the staff there, they may know of an employer looking to recruit.

Action Planning
It’s best if you PLAN exactly what you are going to do, this allows you to be organised, helps you remember things and helps you keep a record of what you’ve done.

Example
	Job Search Action Plan



	Timescale


	Action to be taken

	Actual Date


	Register with Connexions and Jobcentre

Visit organisations weekly or go online

	Actual Date

	Register with local employment agencies

	Ongoing

	Look in local newspapers for situations vacant or for on spec or responsive action

	Ongoing

	Look in trade magazines

	Ongoing

	Visit Local Sites

	Ongoing

	Visit Builders Merchants

	Ongoing

	Speak to Family and friends


Timescale any action to be taken and make to do lists of steps you need to take.
Make your own action plan in the table provided
	Job Search Action Plan

	Timescale
	Action to be taken

	
	

	
	

	
	

	
	

	
	

	
	


Keep a note of things

It’s helpful if you can keep a note of which firms you have approached, the date you applied and the date they replied.

This will give you an instant reminder of how many applications you have sent and who you have contacted. Try to keep a copy of newspaper advertisements. 
How to answer a job advertisement by letter

Important points to remember

Writing a job application letter is probably one of the most important types of letter you’ll write.

The employer may receive hundreds of letters for the vacancy and will choose only a few for interview. There are some basic rules you must follow:

· Carefully read details of the advertisement
· Choose suitable writing paper (plain, not lined) and matching envelope.
· The letter will be the employer’s first impression of you and will create either a good or bad impression.
· If the letter is to be handwritten make sure you write clearly and neatly,

(preferably in black ink or biro).  Alternatively you could word process your letter; however, some employers may ask for you to write the letter by hand.
· Write your letter in the same terms as the advertisement, if a specific person’s name is given, use it.
· Make sure there are no spelling mistakes, use a dictionary or spell check on the computer if in doubt.
· Don’t get any smudge marks on the paper or crumple it.
· Make sure the letter is properly set out (see examples).
· Do not overload the letter with information, but do not ‘sell yourself short’ either. Make sure you give the employer enough accurate information to be impressed.
· Keep a copy of the letter for reference.

What points should you cover in your letter?

Checklist

Say:

· Who you are
· Which specific job you are applying for
· Where you can be contacted (your address and telephone number)
· The date
· The name of the specific person you are writing to and the firm’s address
· How you heard about the job
· Why you think you are suitable, show you’re keen
· You are enclosing your C.V.
· You are willing to attend an interview at any time
· Your vocational qualifications

Make sure you ‘finish’ the letter correctly. If you started with ‘Dear Sir or Madam’, finish the letter with ‘Yours faithfully’. If you had a specific name, (Dear Mrs Wood), finish with ‘Yours sincerely’.

Always sign your name and print your name in capitals underneath.

Before writing the ‘real’ letter, have some rough attempts (on scrap paper) at planning what you’re going to write and how it will look on the paper (the layout). 
Think about the person receiving the letter – what will they want to know? Read the advertisement thoroughly before starting to plan your reply.
By planning your letter and roughing it out first, you can make sure it is logical orderly and well presented, and that nothing is missed out, before you start writing the real thing.

Make sure you have covered everything asked for in the advertisement. 

Job advertisements are written differently. Some ask you just to write for an

application form, some ask you to apply in writing with a C.V. and others may ask you to telephone instead of writing. So, make sure you apply accordingly and follow the instructions in the advertisement.

That’s the theory, how does it work in practice? The standard layout of your letter should be as shown, regardless of what you actually say.

Your address

The date

Their address

Dear …………

Paragraph

Paragraph

Paragraph

(these paragraphs (no minimum or maximum number) form the reply you have written specifically to the advertisement)

Yours…….

Your name - printed

Your signature

An example of an advertisement that you might respond to

On site carpenters required

Smiths are looking for men or women to work as on site carpenters.

Must be used to working as part of a team and be qualified to NVQ Level 3.
Suitable applicants must be over 18 and hold a clean current driving licence.

Please apply in writing including CV to:

Mr J Smith, Unit 12, Swanborough Industrial Estate,

Anytown, Northshire, NT12 3TN

The Letter

The letter below has answered the advertisement concisely and indicated all the points on the check list. It refers the employer to the attached C.V. and doesn’t overload with too much information. It has been written specifically for the advertisement.
See next page for example letter

123 Sea Lane

Anytown

Northshire

NT9 1YZ

7th October 11
Mr J Smith

Smith’s Carpenters

Unit 12

Swanborough Industrial Estate

Anytown

Northshire

NT12 3TN

Dear Mr Smith
I am writing to apply for the vacancy for an on-site carpenter, as advertised in the Northshire Herald of 6th October.
I enclose a copy of my Curriculum Vitae with details of my work experience and qualifications. As you will see, I am attending college on a full time bricklaying course and I am now at the stage to progress my knowledge and site work.
I am available for interview at any time.
I look forward to hearing from you.
Yours sincerely

Mary Jones

Task

For the following advertisement, plan and write your reply letter in the spaces provided.

Clarks Scaffolders ltd. Require a suitably qualified young person to join their existing team of scaffolders.

Applicants must hold a clean, current driving licence and be prepared to travel.

Please apply in writing, including your C.V. to:

Mrs P Lindsey

Clarks Scaffolders Ltd

4 Sandy Lane

Southwich

Southshire

SI9 8FE

Draft your letter here:
How to Answer a Job Advertisement by Telephone

Watsons Limited Have a vacancy for a Brickwork Apprentice
Must be capable of working as part of a team and have a driving licence

Telephone in the first instance Mrs J Ambrose on 0987 654321

This type of advertisement asks you to “telephone in the first instance”

What to do

The telephone is the fastest means of communicating with an employer. Learning how to use the telephone correctly could help you to get an interview.

1. Before you make the call

Know: -
· Where you are ringing, get the number right!
· Who you want to speak to
· What you are going to say
2. Be Organised
· This is your chance to make your first impression, be prepared and confident:
· Write the person’s name on a notepad
· Have the notepad and pen ready
· Make a list of things to ask
· If you are using a mobile phone, make sure you have plenty of credit

3. Make The Call
· Make sure there are no loud background noises, i.e. music, loud voices and laughter.
· Speak confidently and clearly, don’t mutter
· Use your natural speaking voice; don’t ‘put on’ a posh one!
· Listen to the person and answer their questions concisely, but not abruptly
· Understand what you are told
· Never eat, drink or smoke whilst making the call

The telephone call to apply for the bricklayer’s vacancy would go something like this:

Applicant “Hello, is that Watsons Builders?”

Watsons “Yes, it is.”

Applicant “I’d like to speak to Mrs Ambrose, please.”

Mrs Ambrose “Mrs Ambrose speaking, how can I help you?”

Applicant “I’m interested in applying for the apprentice bricklayer’s job, I have had a lot of work experience with school and have passed the Young Apprenticeship qualification. I’ve worked in a team.”

Mrs Ambrose “Do you have any references and an up-to-date C.V.?”

Applicant “Yes I do.”

Mrs Ambrose “Would you be able to come for an interview this Friday afternoon at 2 o’clock?
”Applicant “Yes thank you, that’s fine, where exactly do I go?”

Mrs Ambrose “Come in at the main reception area, ask for me and bring your references and C.V.”

Applicant “Thank you Mrs Ambrose, I’ll be there for 2 o’clock Friday.”
If you have to make an application by telephone it’s best to practice what you will say with a friend or relative first. If the person you want to speak to is not available when you telephone, ask when they will be there so that you can ring back; don’t leave it up to them to make contact with you.

How to answer by email

Use the letter proforma as a guide to plan your email application, remember to attach your C.V. if required.
Example of an ‘On Spec Letter’

This letter shows you have used your initiative. By looking through the local paper you have seen an article on Simmons and Parker and read they may be increasing their staff. Writing ‘on spec’ shows you are keen and have ‘got in first’ before the employer advertises. This could save the employer advertising money (expensive!) and only costs you a stamp.

Always follow up your letter by a telephone call if they have not responded to you within 14 days.
Example
21, Middle Street

Middletown

Westshire

WS27 4AB

7th October 2011
The Personnel Office

Simmons & Parker

Industrial Painters

Church House

Middletown

Westshire

WS14 7YZ

Dear Sir or Madam,

I recently read an article on your organisation in the local newspaper. The article said you were considering increasing your staff in the near future.  I am looking to enter the construction industry as a Painter and Decorator, and I am looking for an employer to train me and help me achieve my goal.

I enclose my C.V. for your information and look forward to hearing from you.

Yours faithfully

Darren Price

Personal SWOT Analysis

SWOT Analysis provides a structure for identifying Strengths and Weaknesses, and for examining the Opportunities and Threats you face.

It is a one step process that helps you develop your career in a way that takes best advantage of your talents, abilities and opportunities. This will also enable you to structure your CV and give emphasis to your strengths.

What makes SWOT particularly powerful is that it can help you uncover opportunities that you are well placed to take advantage of and by understanding your weaknesses, you can manage and eliminate threats that would otherwise catch you unawares. The SWOT framework can help you to distinguish yourself from your peers, develop the specialised talents and abilities needed to accelerate your career.

To carry out a SWOT Analysis, use the worksheet (overleaf) and write down answers to the following questions:

Strengths:

· What advantages do you have that others don’t have? (This can include academic skills, hobbies/interests and personal qualities)

· What do you do better than anyone else?

· What do other people see as your strengths?

Weaknesses:

· What could you improve?

· What should you avoid?

· What things are the people around you likely to see as weaknesses?
Opportunities:

· Where are the good opportunities facing you?

· What will happen in the next few years?

· What might be possible?

A useful approach to looking at opportunities is also to look at your strengths and ask yourself whether these open up any opportunities.

Alternatively, look at your weaknesses and ask yourself whether you could open up opportunities by eliminating them.

Threats:

· What obstacles do you face?

· What are the people around you doing?

· Is your job (or the demand for the things you do) changing?

· What change is coming?

· Could any of your weaknesses seriously threaten you?

HOW TO WRITE YOUR CURRICULUM VITAE (C.V.)

It is important to know that your CV is your sales document. It has to capture the reader’s attention and interest in the first few paragraphs. 
Remember, your CV is how you will introduce yourself to someone, so think about the impression you want to make!

Job advertisements will often ask for a CV and “your CV is the tool you use to get an interview for the job you want”. It is therefore very important to include relevant information about yourself in the early part of the CV to catch the reader’s attention, leaving them feeling that they should interview you to find out more.

Use your CV to draw attention to your strengths without cramming in too much irrelevant detail. You can always explain to an employer any details once they invite you for an interview.  
Don’t overcrowd your C.V.; keep it to two pages maximum. If it doesn’t all fit, don’t keep reducing the font size until it does, take a step back and really think about what is essential that you can’t miss out, and then remove what isn’t.

Be honest! Lying on your CV is a waste of everyone’s time. Adding six months to your time in a job, or missing a short one out, can seem like a good idea, but if you are caught out you will have lost the job for sure.  Don’t sell yourself short though, if you think the weekend job you had improved your social skills with other people – then say so.

Typing and spelling errors could mean your CV goes straight in the bin. No employer will want to hire someone who can’t be bothered to check his or her own work. Don’t rely on the spell check to pick up any mistakes, read it over thoroughly. A fresh eye is useful to spot mistakes or offer suggestions.

Remember your CV should be typed, not hand written and also presented on plain A4 paper.

An ideal template would be as follows:

NAME, ADDRESS Etc.
These should be clearly visible at the top of the CV in a neat format. Put all forms of communication that someone may use to contact you.
PERSONAL PROFILE

This is important as it normally sets the scene for the rest of the CV and gives the reader a taste of what is to come. It should come directly after your Name etc and be about 5 lines in length. If the personal profile is good, then they will want to carry on reading. Be sensible and at the same time general. Avoid strong committed words such as ‘Hate’, ‘Don’t’ and ‘Only’ which are too overpowering and may make you sound inflexible. Use words such as ‘Find’, ‘Enjoy’, and ‘Challenge’ eg “I find working on my own enjoyable, but take the challenge of teamwork in my stride”. Highlight any construction experience you may have had and the choice of your career option.
KEY SKILLS

This should be where you mention any skills that you have already i.e. whether you have computer skills, telephone skills, whether you are able to work on your own initiative or have good communication skills. State if you are able to work as part of a team. Think about the job you are applying for. What will they be looking for? What have you achieved already that could be useful? This paragraph is probably the most important.  
EDUCATION / QUALIFICATIONS

List the schools, when attended, and where they are situated, with most recent qualifications first, then finish with additional/vocational qualifications. These should be things like a Customer Care course and NOT swimming awards, music qualifications etc.
EMPLOYMENT / WORK EXPERIENCE

These should be presented in reverse chronological (date) order, with your most recent job first. State the month and year that you started/finished, your job title and a brief description of what you did plus your accomplishments. Don’t write lengths of prose for job descriptions, you can use bullet points to highlight specific responsibilities and tasks if you like but try to avoid blocks of text.

HOBBIES AND INTERESTS

It is important that you indicate that you have a life outside work, include any sporting activities, clubs and society memberships. Try to think of what really interests you and how it may enhance your application. If possible avoid interests such as socialising with friends because everyone socialises, try to say something more individual and less general, remember that your hobbies are an important part of who you are!
REFERENCES

Put available on request. Check with referees before you use their names as it’s important that if they approached for a reference that this isn’t a surprise and that they are prepared. The best people to use for references are your current employer or previous employer, someone who has given you a work experience placement, plus a teacher at your school/college - someone who knows how you react in a working environment.

See the example CV on the next page for an illustration of this format.

COVERING LETTER
This is a good way of highlighting any specific skills that an employer or advert asks for that is not that evident from your CV. Avoid being too formal and using long words or complicated grammar in order to impress. Keep it simple and try to demonstrate your enthusiasm and desire to work for them!

Curriculum Vitae (Example)
Rosie Green

29 High Street

East Thorpe

Eastshire

EA10 1PJ

(01234) 567890

rosie@emailaddress.com
Personal Profile

I am enthusiastic and quality conscious individual, looking to secure my first choice of an apprenticeship and subsequently a career in painting and decorating. I am able to work to a high standard and appreciate the importance of achieving a high quality finish on a variety of job types gained through experience from internal domestic works, through to larger commercial projects.

Qualifications & Education

Northbrook College Jan 2005 - July 2005.

East Thorpe Foundation Construction Award

Eastshire Painting & Decorating

East Thorpe Community College 2002-2003 - Computer & Design course whilst also working part time.
East Thorpe Community College 1998-2002 - 5 GCSE’s Grade C and above
East Thorpe Community College

Painting and Decorating Diploma
Key Skills Communication Level 2

Holds a full clean driving license with no endorsements

Relevant Experience

East Thorpe Painting. September 2003 – to date.

Trainee Painter & Decorator

Since 2003 I have gained work experience as a painter and decorator working for this local company. I have worked on internal domestic projects, involving renovating a variety of properties for rent as well as external jobs and have enjoyed the work greatly. I have painted the outside of houses as well as completing a project in a church hall painting doors, window frames, partition doors in gloss and eggshell as well as emulsion on the ceiling and walls.

I have also carried out domestic work painting and helping to fit UPVC cladding. I have helped work on small extensions, patio’s and bricklaying. I have used many materials including emulsion, silk and matt, gloss, eggshell, filler and caulk. At college I have done preparation work (sanding and filling), glossing, painting ceilings and walls using brush and roller and I have hung a small amount of lining and ingrain paper (vertical and cross lined).

Employment

Green Fields Stables – East Thorpe. August 2000 – July 2003

Stable Hand & Equestrian Guide

Due to my love of horses and equestrian sports, I secured this role which entailed tending to horses and ponies, cleaning and making sure the stables were in good order and taking care of visitors to the stables. I greatly enjoyed the role as it was very hard work but enabled me to work in an environment I love.

Hot Bun French Patisserie – East Thorpe. November 1998 – April 2000 Customer Assistant

I worked as an assistant at the Patisserie during weekends and holidays. I served customers and helped in the preparation of various pastries and foods. I enjoyed my role as I was able to provide a friendly service to customers which enabled me to develop my social skills with people I didn’t know, and to work effectively in a sometimes busy and demanding environment where customer satisfaction was very important.

Hobbies and Interests

I enjoy horse riding and taking part in local horse riding events and am an active member of the Eastshire Pony club. I am an avid reader and enjoy visiting foreign countries with my parents as other cultures and traditions interest me greatly. 

References Available Upon Request

How to Complete an Application Form

Application forms vary from a single side of A4 size paper to one made up of several pages. They give specific instructions for their completion.
When you have received the form:

· Read everything on the form first;

· Make sure you follow all the instructions carefully and properly, e.g.: some forms need completing in black biro, it’s no good doing that one in blue, that would show the employer you can’t follow instructions;

· Make a photocopy of the form for rough use;

· Complete the photocopy first, don’t leave any gaps, this is a positive opportunity to ‘sell yourself’, you won’t get another chance, so make the most of it;
· Stress your achievements and strong points;
· Don’t make spelling mistakes, use a dictionary if in doubt;

· Don’t forget to include any special skills;

· Check that your ‘referees’ are willing to give you a reference before putting them on the form;

· Ensure the form is as neat, readable and clean as possible; imagine you are the employer with possibly hundreds of forms to read, illegible ones won’t make a good impression;

· Only complete the original form when you’re satisfied you have the rough one accurate;

· Keep a copy to be able to refer to if you have an interview;
· Re-read the final completed form to see if there are any errors;
· Hand write a brief covering letter when you return the form;
· Get the form posted as soon as possible, don’t miss the closing date.
· Make sure you SIGN and DATE the form at the end.

What to Do at an Interview

Remember, you’ve got as far as the interview stage, therefore the employer is very interested in you – you wouldn’t be there otherwise. This is your big chance to impress and convince the employer you are the best person for the job. It’s up to you to make the best impression – You don’t get a second chance to make a first impression.

Not all interviews are with just one person. You may have 2 or 3 interviewers, answer directly to the person who asks the question (don’t try answering the panel generally), keeping good ‘eye contact’ with them but don’t stare. 
Remember, interviewers are human too!

Before The interview

Do – find out about the firm, what it does, how many people work there and the range of work. This shows you’re interested in working for them. Look them up on the internet. 

Do – think very carefully about your appearance and plan what you’re going to wear. Even though you are applying for a construction job, the employer will expect you to make an effort for the interview. You and your clothes, must look clean, tidy and smart, and take your cap off!

Do – prepare a list of questions and take it with you – use the list in the interview. It is quite acceptable to read them out, it shows that you have thought about your interview.

Do – try to rehearse questions beforehand – why are you interested in working in  construction?

· What do you know about what it will be like working in construction?

· What sort of work experiences have you had? (this doesn’t have to be paid work, it could be building or repairing things around your home).

· What do you do in your spare time? 
· Do you have interests or hobbies that might be relevant to construction work?

Do – set off in plenty of time and make sure you know exactly where to go and who to ask for. Try to arrive 10-15 minutes early to ‘settle’ yourself.

Do – make sure you have everything you need with you, such as exam certificates, bus fare and the letter inviting you for interview.

Don’t – leave everything to the ‘last minute’.

When You Get There

Make sure the receptionist, or interviewer knows you’re there

If you have to wait, run through your questions in your mind

Chat to other people, it will help you relax

Think of the interview as a two-way process. You have the chance to find out about the company and see if you’d like to work for them and the company has the chance to see if it wants to employ you.

Being nervous is a good thing; everyone (even the interviewers) gets nervous at interviews

SMILE! They will want cheerful employees who enjoy their work.

The Interview

Do – enter the room confidently, but don’t rush in!

Do – be polite, offer your hand, look the person in the eye and smile

Do – listen carefully, determine exactly what you are being asked and answer accordingly

Do – talk clearly at your own pace

Do – sell yourself positively and relate your qualifications and work experience to the questions they ask

· if you think that you haven’t had the chance to say something about yourself make sure you say it at the end.
Do –ask when they will decide who has the job and how you would be told (letter or telephone)

Some Things Not To Do

Don’t – slouch

Don’t - scowl, appear aggressive or sit down without being asked

Don’t – mutter, or put on a false, posh voice

Don’t - be cocky and give ‘smart-alec’ answers

Don’t – pretend to know more than you do, you can easily be caught out

Don’t – answer abruptly. Try to avoid ‘yes’ and ‘no’ type answers, try to get the conversation going

Don’t – smoke, eat or drink unless they say you can

Don’t – swear – not even mildly!

Don’t criticise your past employer or placement provider

Don’t be afraid to ask questions, but don’t feel you have to.

At the end of the interview you could well be asked if you have any questions. Don’t just say “No”. Instead say something like “No, thank you. You’ve covered all the points I wanted to bring up during the course of the interview”. Thank the interviewer and offer your hand and leave, don’t hover about afterwards.

Afterwards:

· decide how well you think you did;

· write down what you were asked and what you said;

· decide how you could have improved your performance.

· if you are not offered the position, do not be afraid of asking for ‘feedback’.

50 Interview Questions

These are a list of questions that could be asked at your interview. Not all of them will be relevant to the role that you are being interviewed for, but these will help you to be prepared. Listen to the interview questions carefully. If you do not understand a question, ask for it to be repeated. Try to avoid yes and no answers – give as much information as you can, but do not talk too

much! Be honest – do not pretend to have done something you haven’t. Be prepared to give examples with your answers. Be positive and add enthusiasm to your answers. Take copies of your educational or training certificates, photographs of any construction items you have made or done. 
This will be a good ice breaker to start the interview.

1. Tell me about yourself?
2. Why did you leave your last job?
3. What are your greatest strengths?
4. What are some of your weaknesses? And what have you done to improve your weaknesses?
5. What do you see yourself doing five years from now?
6. What are your long and short range career goals?
7. Why did you choose the career for which you are preparing?
8. What is your greatest achievement?
9. What have you done that shows initiative and willingness to work?
10. When you leave your current job, what will your boss say?
11. How long would it take you to make a contribution to our company?
12. Can you work under pressure? Give me an example
13. Why should we recruit you and not one of the other candidates?
14. Are you willing to go where the company send you?
15. What have you learnt from the jobs that you have held?
16. What salary are you looking for?
17. In what way has your job prepared you to take on greater responsibility
18. How did you go about the task of managing others?
19. Aren’t you over qualified for this position?
20. Why were you out of work for so long?
21. Why have you changed jobs so often?
22. What interests you least about this job?
23. What are some things you find difficult to do? Why?
24. What do you feel is a satisfactory attendance record?
25. Do you like to compete?
26. What is the most difficult decision you have ever had to make – and why?
27. What kind of people do you like to work with?
28. What kind of people do you find it difficult to work with?
29. Describe your ideal job?
30. Describe a situation where your work or an idea was criticised?
31. What frustrated you about your last job, boss and colleagues?
32. How is your health?
33. Why have you decided to change careers?
34. What have you done that shows initiative?
35. What were some of the problems that you encountered in your job and how did you solve them?
36. What aspects of this job do you consider to be the most critical?

37. What kinds of things do you worry about?
38. What would be the first thing you would do if we were to offer you the job?
39. What are your interests outside of work?
40. You do not appear to have much experience in this field. How do you expect to succeed?
41. Do you mind working for someone of the opposite sex or someone younger?
42. Why were you made redundant?
43. What would you like to improve on?
44. What things do you feel confident about doing?
45. Are you a leader?
46. What motivates you?
47. How do you motivate others?
48. What were you earning in your last job?
49. How much do you want to earn?
50. Why should I hire you?
Sample Questions to ask at Interview

The questions you may ask at an interview are as important as those you must be prepared to answer and are part of the two-way interview process. Remember you are also interviewing them. 
Do you want to work for this company? The interviewer will also want to know if you can do the job and whether you would fit into the company.

The questions you ask will help you to learn more about the company and to gain further openings for selling yourself. Some interviewers will be more impressed by questions which enable them to talk than by your answers to their questions. You may also have to ask questions as a means of keeping

the conversation going, thus helping your interviewer. Here is a selection of questions that could be asked, depending on the circumstances.

The Company and its policies

1 Can you tell me more about the organisation?

2 How is the company dealing with changes in the industry?

3 What are the development plans for the future?

4 What are the career opportunities for someone entering this position?

5 What are the opportunities for advancement?

6 Is the company’s policy to promote from within?

7 What is the short and long term plans for the company? (expansion or growth of the company)

The Job

1. What are you looking for in a candidate?

2. What specific skills or experiences would help someone do well in this job?

3. How would you describe a typical day in this position?

4. Will I be working with a team or on my own?

5. Can you tell me about the training programme which new employees receive?

6. How does this position fit into the company structure?

7. To whom would I be reporting?

8. Describe the supervision I will receive?

9. Is there a written job description?

10. Can you describe my area of responsibility?

11. What percentage of my time will be spent travelling?

12. What are the career opportunities for someone entering this position?

13. How often will my performance be reviewed?

14. What is the timetable for filling this position?

15. What salary would I be expect to receive and how is it paid?

16. Are there opportunities for further training?

17. What results will I be expected to achieve?

What if I don’t get the job?

Don’t get too upset, if you are not offered the job – there will be plenty of others to apply for.

You may find it useful to ask the interview for feedback, so that you can improve your interview technique.

Interviewers are usually quite happy to do this.

Remember to keep looking for job.

Talk to a Careers or Personal Adviser if you feel you are getting turned down for many jobs. It may be that you need to:

· Improve your CV (see page 19)

· Improve your interview technique

· Think about other types of work

· Talk about support to help you get into the work place

Careers and Personal Adviser can be found at Connexions, Next Step, Job Centre Plus, 
Colleges, Universities and ConstructionSkills

Successful Job Offer

Congratulations, if you are successful with your interview. You may be offered the job over the phone or by letter.

If you decide not to take the job, send a polite letter expressing your thanks for the offer.

Once you have accepted, you’ll be sent a contract. Read this through carefully, before you sign it. In particular, check the following

· Salary/pay details and how it is paid

· Job Title

· Holiday Entitlement

· Start Date

· Training details

Once you have signed the contract and returned it with your acceptance letter, you have entered into a legal agreement to take the job – so only sign when you are absolutely sure.

Well done – you have now Stepped into Construction. Enjoy your Career and many profitable and satisfactory years to come.

Useful Web Pages

www.bconstructive.co.uk - Careers in Construction and Apprenticeship application

www.jtltraining.com - Apprenticeships in Electrical & Plumbing

www.apprenticeships.org.uk – All apprenticeships

www.connexions-direct.com – Advice helpline including careers, housing and money

www.yell.com – UK Business Search

www.thompsonlocal.com – Local Business search

www.fmb.org.uk – Federation of Master Builders

www.ufindus.com – UK directory of local businesses

www.google.co.uk – Internet search engine

www.acas.org.uk – Free employee advice line

www.equalityhumanrights.com – Equality and Human Rights Commission
www.hmrc.gov.uk – Inland Revenue

www.jobcentreplus.gov.uk – Access to Work

www.shelter.org.uk – Housing Benefit advice

www.advicequide.org.uk - Citizens Advice Bureau

www.nhsdirect.nhs.uk – Health & Medical Information and Advice

For further information or advice and guidance

contact:
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