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Welcome! 

Please switch your microphone off 



INTRODUCTIONS

• 1. Who is this lady?

• 2. Why is she here?

• 3. What will I learn?

3 key questions:



1. WHO AM I? 

 I am British and 
Luxembourgish (latter 
citizenship acquired in 2017) 

 I speak fluent French, 
some German and 
enough Luxembourgish to 
pass the language test!! 

 Secret skill: I can juggle!  
Not on my CV 



2. WHY AM I HERE? MY BACKGROUND

 Degree in Human Resource 
Management with French (2:1, 
with Distinction in Spoken French)

 5 years working at KPMG 
Luxembourg in HR Dept –
international recruitment (lots 
and lots of CVs seen!) 

 5 years working at Clifford 
Chance in Luxembourg ( – HR 
Manager (lots more CVs seen!)

 Summary: I have inside 
knowledge as an international 
recruiter and want to help!!



3. WHAT WILL I LEARN TODAY?!

 Some insider tips and 
advice for your CV based 
on my experience 

 How to prepare an 
application pack that will 
help you find an internship 

 How best to ensure you get 
interviews and one day, get 
your dream job!



THE TRAINING

• 1. CV & covering letter 

• 2. Interviews

• 3. FAQ

3 key areas:



1. CV & COVERING LETTER INTRO

“Think of a covering letter as a glass of brandy. It’s a short 
measure, quite potent - you’ll know very quickly whether 
you like it or not, and it’s very easy to judge the quality.

A CV is more like a glass of wine. It’s a bit longer, and 
whilst, like brandy, it’s basically fermented fruit juice, it 
takes more time to grade, and probably a bit more skill.” 

- David Welsh, Richmond Solutions



1. CV – FORMAT & LAYOUT



1. CV – FORMAT & LAYOUT

No need to write ‘CV’

Obviously an email address!

Focussed statement on 
what you are looking for, 
and your key attributes 



1. CV – FORMAT & LAYOUT

Reverse chronological order

Bullet points; shortened 
sentences

Include summer jobs, 
traineeships, temporary work –
critical for teaching & SLT posts



1. CV – FORMAT & LAYOUT
Reverse chronological order; 
e.g. Erasmus studies may help 
demonstrate your language 

skills

Include any further training 
that may be relevant to the 

position

As well as showing your 
human side, this section may 
be a talking point at interview

Do include your mother 
tongue; most fluent language 
first; mention any time spent 

abroad

Three words are all you need 
here!



1. CV – TONE & CONTENT

 Absolute honesty throughout! But... ;-)

 Tailored to the position

 personal profile clarifies the elements of your current 
position and key attributes, that relate directly to the job

 CV tailored to highlight the most relevant elements 

 Emphasis on transferable skills and competencies

 use bullets to highlight key achievements in each section



1. CV – TIPS & ADVICE

 Use of logos and/or icons – can make an impact visually

 Use of colour – do choose a theme and also ensure it 
prints well in black & white (I like Canva.com)

 Refer to your online profile. LinkedIn is most helpful here.

 Spell-check it, print it and ask a friend to check it looks OK

 Save it as a relevant name e.g. ‘Andy Example CV – Toll 
Bank’, not just anon style ‘CV version 1(1)’ in PDF and 
include covering letter and CV together as a pack



1. CV – WHAT TO AVOID

 Too much text, too much detail, this is your ticket to an 
interview where they can ask more questions (travel 
documents on to the next stage). And you want to travel!

 Too much personal information, e.g. if married, have children, 
what parents do, passport ID number, siblings, pets… ;-)

 No need to add a date to the bottom – saves space and is 
implicit that it is current. Date required on letter.

 No signature, it is assumed it is you and therefore irrelevant

 No references or Zeugnis pack or references – only 
‘references available on request’. May be verified later

 Unprofessional photos or inappropriate dress – just smile!

 Avoid language around your skills which may give the 
impression of arrogance...



1. CV – WHAT TO AVOID

 Examples in Profile section

I would love a 
career with your 
firm in order to 

improve my 
Engllish

During my degree I 
successfully combined my 
studies with work and other 

commitments showing 
myself to be self-motivated, 
organised and capable of 

working under pressure

If called to interview 
I would like to discuss 
the benefits and 
salary

Through his studies, 
work and voluntary 
roles he has acquired 
the ability to meet 
deadlines whilst 
maintaining a high 
standard of work



1. CV: LOOKS SOMETHING LIKE THIS:



CV EXAMPLES  FROM 
CANVA.COM CAN BE PERSONALISED!

I am not affiliated with canva.com but recommend looking at their CV (resume) templates 
for style inspiration, also google documents and Adobe Illustrator have similar options



I am not affiliated with canva.com but recommend looking at their CV (resume) templates 
for style inspiration, also google documents and Adobe Illustrator have similar options



BREAK 10 MINS

• Who has a skill that 
can be shown live 
on Zoom?

• Answer in chat and 
I will choose one 
after the break

• See you soon 

Challenge 1 :



1. COVERING LETTER – FORMAT & LAYOUT



1. COVERING LETTER – FORMAT & LAYOUT

Format & layout match your CV

Maximum one page & 3-4 main 
paragraphs

Use a specific name if known... in 
which case, sign off with ‘Yours 

sincerely’

Focus on what you can offer, 
rather than talking about the firm



1. COVERING LETTER – TONE & CONTENT

 As a direct communication to your potential employer, 
the covering letter is an opportunity to:

set a friendly 
tone & give 
a personal 
touch to 

your 
application

demonstrate 
your 

professional 
writing style

highlight key 
points of 
your CV

explain e.g. 
gaps in your 
employment 

history



1. COVERING LETTER – TONE & CONTENT
First line – where you learnt of the 

job
Opening paragraph: 

i. current status
ii. what you are looking for
iii. why you find this position 

particularly interesting and 
suitable

2nd paragraph:
why you / your background would 

be particularly well-suited to the 
role

3rd paragraph:
personal qualities & perhaps 

availability

summary & offer of availability for 
interview



1. COVERING LETTER – TIPS & ADVICE

 Tailor the covering letter to each opportunity – your CV 
will have more fixed points, but your covering letters 
should be individual to the role and should answer the 
question ‘why should I see you?’

 Before sending, double-check the company name and 
position details etc. are correct – leaving in details from 
your previous application will likely lead to rejection, as 
will spelling any names incorrectly

 The company already knows what they do – use the 
opportunity to talk about yourself!

 Send your covering letter and CV as a single PDF 
document, to ensure they are reviewed or printed 
together. Even if you apply on a website/online



1. COVERING LETTER – WHAT TO AVOID!

 Spelling or grammatical errors – find a native speaker to 
review both CV and covering letter – minimal tolerance 
for errors, even if not your mother tongue

 In most sectors, your application is not the place to 
demonstrate your creativity – more freedom where 
directly relevant to the job e.g. Marketing or PR

 Too many clichés – use your own words

 Avoid emojis / smiley faces, and 

casual abbreviations (‘LOL’), as 

you would in any business 

correspondence 



1. COVERING LETTER – NOW LOOKS 
SOMETHING LIKE THIS:



1. YOU HAVE YOUR TICKETS! BRAVO!

• Home Truth: You have to apply a lot to get any response at 
all, but don’t give up. Aim to apply to 20 companies 
(October), then another 20 (November), then another 20 
(January). Then wait!

• Home Truth: use your network, many people still get jobs 
through friends of friends, family, relatives, don’t be afraid to 
use it

• Home Truth: companies don’t like to give honest feedback 
about why you were rejected, its awkward, its not personal, 
its complicated, just never give up as it will all work out 

• So what have we learned today? Here is a quiz to see…



QUIZ TIME!

How long should my CV be?

2 pages maximum!
Should I include references? 

Do I have to include every job I ever did, to 
avoid gaps in my employment history?

No - simply say ‘References available upon request’ 

Not necessarily, if not relevant to the position, but 
recent gaps should be explained

Do I always need a covering letter?

Yes, even when applying through a 
structured website, always send pack



QUIZ TIME!

What do I say about my expected degree result?
“I am on course to achieve...”

I have limited work experience and/or hobbies, how 
should I handle this?

Look to identify transferable skills, even if you 
only did bar work and babysitting, include it!

How do I cover my ‘salary expectations’?
You don’t! Best avoided at the application stage, 
unless it is specifically requested by the employer

My CV is a little outdated, can I use it anyway?
Finding the right job/internship is important, so it’s 
worth investing the time to prepare a tailored, up-
to-date and professional looking application.
* See LinkedIn CV GIF – new to me and “just saying”



SUMMARY PART 1

 Look at Canva.com, Google documents, Adobe Illustrator 
etc for inspiration. Spend time investing in your CV – once 
prepared, you have them as a template for life and should 
only need small changes in the future and for each new 
experience and achievement.

 You have a wonderful situation doing this European Masters 
Program LCT. You are free to find your passion and pursue it. 
Show off your motivation, use your tickets and go for it 100%

 Summer School is a great programme and opportunity to 
get to know each other, build your network, find your 
interests, learn new skills and get great advice. Enjoy it!

And the next step in the process is job interviews…



BREAK 10 MINS

• Draw a vegetable!

• Answer in chat: ‘ if 
you were a 
vegetable which 
one would you be & 
why?’

• See you soon 

Challenge 2:



INTERVIEWS

• Interview practice

• Volunteers required, 
raise your hand

• 3 practice sessions 
(classic style, 
competency based 
and random!)

Part 2:



INTERVIEWS  
• 30-45 minutes with HR 

+1 person from dept

• Friendly chat and no 
trick questions

• Treat it like a date!

• Lets go and others 
give feedback & 
questions in the chat

Classic :



2.1. CLASSIC INTERVIEW: FEEDBACK

• Smile, relax and enjoy it – you are nearly there 
AND you are the hot date! 

• Be honest, be human, be yourself – a chance to 
tell your story and sell yourself

• Mention that you have other interviews if you 
can. Use your ‘tickets’ to get 3 or 4 interviews.



INTERVIEWS  
• 1 hour with HR + 

psychometric test

• Skill set/experience 
based discussions

• STAR Methodology!

• Lets go and others 
give feedback & 
questions in the chat

Competency-based :



2.2. COMPETENCY INTERVIEW: STAR

• STAR METHOD: 
• Situation  - I was a Saleswoman in a shop 
• Task- I was responsible for Summer Sales
• Actions - I planned items to be promoted, 

trained the sales team
• Results - Everything done on time, items easy 

to find, well presented, increased profits 15%!



2.2. COMPETENCY INTERVIEW: FEEDBACK

• Have examples pre-prepared based on 
real life stories, in life, not just work or 
experience

• Take time to think and communicate this 
openly

• Explain it is your first experience and that is 
the most interesting interview you have 
had so far!



BREAK 10 MINS
• Tell us an interview 

story!

• Answer in chat: 
‘Have you ever got 
a job/internship 
from online 
interview alone? ’

• See you soon 

Challenge 3:



SUMMARY PART 2

 Be prepared to talk through your CV, answer the dreaded 
strengths/Weaknesses, and have some life experiences you 
can draw upon and use when asked (STAR, hobbies)

 Relax and enjoy the time getting to know the people, ask 
questions. Be positive, light & breezy, just like a first date 

 Mention you have other interviews, or when you are in the 
home country. Mention your research on the company.

 You should hear within the month, either second round 
interviews, rejection or ….a job offer!! Result: Who-hoo!

Take the job you prefer, learn & have fun and if you 
don’t like it, just repeat steps 1 and 2 ;-)



INTERVIEWS  
• Unprepared, nervous 

interviewers or trying 
too hard

• Circumstances 
beyond your control

• Treat it like a date!

• Lets go and others 
give feedback & 
questions in the chat

Random :



FAQ
• What about my social 

media? 

• Should I put a photo 
on my CV?

• Should I wear a tie 
during an online 
interview?

• Should I accept a 
drink – in person?

• Is European Pass 
acceptable?

Part 3:



FAQ

• Questions on chat…

• New questions, feel 
free to open mics 

• Get connected with 
me on LinkedIn or 
send me your CV. 

• Cherry.kent19@gmail.com

Part 3:



MANAGING YOUR ONLINE PROFILE

 LinkedIn is the default: 

 assume your profile will be checked

 make sure it is up to date and complete

 include a good professional photo

 Xing is generally for German job markets

 Facebook / Twitter / Instagram etc.

 may be checked, probably on a superficial level

 no need to remove all traces of your individual character, 
but is there anything you wouldn’t want your current or 
future employer to see?

 does your profile pic make you appear happy, smiling, 
confident?



THANK YOU! 
 Best of luck. 
 You have something to offer the world!
 Enjoy your Masters program and the rest of the 

Summer School 


