


Job Hunting - The Hidden Techniques Revealed
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This course has been designed to suit individuals wishing to progress within their chosen field of work.  Walking you through the career development and interview process, revealing hidden techniques that enable better, all round performance and effectiveness.  This course now comes with a manual, written using the elements of the face-to-face training also delivered by our experienced Coach & HR Consultant. 
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Prerequisites: 

This training is aimed at individuals positioned in lower and middle level career points (earning less than 28k).  No previous career history is necessary to benefit from this manual.  All sections are explained fully and will be of benefit.  

To supplement the Classroom Training a manual is available to practice what you learn with others. 

Background to Advantage Career Skills

Advantage Career Skills has been trading since 2004 and is a unique company specialising in providing skills and tools, which develop and progress individuals and companies wishing to enhance their recruitment related performance.

We are recognised because we have:

· effectively revamped recruitment methodology for companies and agencies 

· successfully offered employment law support to individuals, experiencing difficulties in the workplace 

· delivered classroom training, workshops and flexible learning through eClasses 

· provided interview and career consultation for candidates looking to stand out from the rest 

· created HR impacting, tailor-made, professional CV's from a one to one consultation 

We can help people of all ages and experience progress their careers, whether wishing to start out on an entirely new career path, are having trouble finding a job in your existing field or simply want to return to work after a break.

Our CV Writing and Preparation service provides you with the edge.  We know from experience that Recruiters do not have much time to spend reading individual CVs.  In most cases a CV will be scanned and the reader will be looking to find out very quickly if the candidate has the necessary skills and experience to fill the position.  By using specialist styles and formats, the CVs we write will ensure that a recruiter or HR Specialist will be able to pick out the relevant information. 

We can also provide you with careers advice ranging from interviewing techniques, identifying and deciding on a new or different career path and increasing your value. 

Our employment law support can provide preliminary investigations into any problems you may be experiencing at work.  If you are facing disciplinary or performance review or trying to deal with bullying at work, we want to provide you with the advantage.  In many cases organisations may not be deploying the correct procedures and Advantage Career Skills has the experience and knowledge to support you on what options you have open to you.

With comprehensive and careful planning we can cost effectively help you move into a career that will provide you with satisfaction, fulfilment and a great sense of achievement.

Method of Instruction:

The course is delivered face to face and the manual contains the sections we cover quick reference.  Each section is designed in bite-sized chunks so you can incorporate your development into your week.  o get the most out of your tool kit it is advisable to take the time to learn the information, internalise the principals (put them into practice) and then teach (or explain to others) the methods & principals, as this will significantly enhance your learning and maximise the benefits.  Your coach is available after 6pm for email enquiries to offer you help and support on all the modules. 

Booking Your Place:

Our courses fill up quickly, because the way we train is so popular and courses like this are so rare in the UK.  For this reason we recommend you email us early with all your enquiries.  If you wish to book all you need to do is email us and we’ll send you a simple booking for which you need to return with your enrolment fees.  Fees can be paid directly into our company bank account quoting your name as a reference.  Or you can send a cheque to our registered office in St Andrews Ridge in Swindon.  All the necessary details are on the booking form.  Confirmation of your payment will be sent via email.  All payments and cancellations need to be received or cleared 14 days prior to the course date. 

Dates: Currently running monthly in the Southwest – email for dates in your area.

Course Delivery – What to expect:

Our courses are usually held in local hotels, between the hours of 10am and 5.30pm.  Because most of our delegates are usually already working, we try and hold most of our courses over a weekend, so you don’t have to take a day’s holiday.  

Extensive negotiation has taken place with all our hosting sites to ensure costs are kept to a minimum.  For this reason it has not always been cost effective to include meals and expensive refreshments.  You will be advised if you need to bring a pack lunch.  

Our delegates usually arrive about 9.45am in the hotel reception and are directed to our training room.  The room usually seats between 12 and 18 delegates around a large table.  Most people wear jeans or casual cloths, as you need to feel comfortable for the whole day.  We kick off with some introductions and a plan for the day.  This includes where to find important hotel facilities and the times of the regular breaks.  

We encourage everyone to keep our session discussions private and confidential, this includes who attends, so everyone can relax and get as much feedback as they want.  There is also opportunity to ask the tutor questions in private, so don’t worry you can be as involved as you want to be. 

Everyone is always a little nervous at first but that’s to be expected when you do something new, just like interviews.  But everyone soon feels relaxed when they realised our sessions are fun.  Sometimes people come in groups because they get they get their friends to enrol; lots of people come on their own too.  

In terms of what we cover, each section is delivered methodically so it is easy for you to follow.  It’s up to you if you want to take your own notes or buy the course manual on the day. Manuals are sold separately at just £10 per copy. 

Course Objectives:
By the end of this course you understand or will be able to:

· Write a your own CV

 know what to include in your CV, what to leave out and be supplied with an effective template.

· Research and find your future roles.

 understand what to look for and where to find the information.

· Communicate your skills and experience in interview language

 Giving you confidence during the interview process.

· Recognise the importance of a good Job Description and how to get one.

 Utilise this to uncover the all-important Person Specification.

· Know how to response to your screening stage interview. 

 What will be covered and how to respond to keep your options open.

· Understand what preparation is necessary.

 This covers everything from etiquette to intelligent questions to ask during the interview.

· Understand and use the correct question types

 This is a two-way interview; ensure you keep the balance.

· Control your interview direction and focus.

 Perceptions are reality, so make sure you make the most of it when selling yourself.

· Different types of interview.

 Prepare for a competency/skills based interview

· Continuously develop your career opportunities

 Be ready for the all important pay review or promotion.

Session Content:

Skills & Attitude Assessment

CV writing

CV tailoring

Sourcing suitable vacancies

End-to-End Interview Process

Tools for the interview

Types of Interviews

Screening Interview

CV Interview

Competency Based Interview

Culture, Values, & answering questions

Career Development

Summary

Resources

Any questions about this course can be emailed directly to the coach on the email address provided on the first page.

Looking forward to hearing from you!

Gill Cattell

Principal Business Manager

Your Coach is: Miss Gillian Cattell
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