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For Students: The Little Guide to Finding a Part-Time Job











You’ve finally done it! You’ve left school! So, what now? 
Well, lots of you will be planning to go to college in September, others might be thinking about doing an apprenticeship. Whatever your plans, lots of you will be thinking about getting a summer job & earning some cash…  we can help with this!
Here at Positive Steps, we have years of experience helping young people get into work, so we thought we would put together a little guide offering all the information you will need to find that part-time job that will help you out with money over the summer and from September onwards whilst doing your studies.
What is in this guide?
Glad you asked. You will find information about CVs (very important to help you get an interview), where to look for jobs (websites and social media) and the things to think about when you get offered an interview.
What’s more, if you find you would like any extra support with this over the summer, please feel free to come in to see us – our Career Advisers are available every Tuesday and Thursday afternoon, from 1pm – 4pm. You don’t need an appointment, just pop in to see us.




First things First: The CV
A CV is a document containing information about you that might help you to get an interview. It is important that this information is clear, concise and accurate (no spelling mistakes, please!). See below for all the things you should try to include:
1. Basic Details
Your name, address, telephone number and email address (make sure it’s a sensible one!). Everything an employer needs to know if they want to contact you to offer you an interview. 
2. Personal Profile
This should be a paragraph about your skills and qualities – what makes you awesome? Remember to try to include one or two examples to back up what you write, for example, ‘I have excellent teamwork skills and I demonstrate this when I play for the school football team’
3. Education & Qualifications
Here you should include any colleges or schools you have attended (starting with the most recent), the years you attended and the qualifications you achieved, including grades or predicted grades.
4. Employment & Work Experience
This is your opportunity to let a potential employer know about any jobs or work experience you have had. Start with your most recent role first, and include your job title, the name of the company, the dates you worked there and a short overview of what your duties were.
If you don’t have any work experience, you could include things like baby-sitting, mini enterprise projects, dog-walking etc. Explain the skills and qualities they helped you to develop.
5. Additional Information
This section is optional. If you have additional skills or experience that you want a potential employer to know about, this is where you write it. Only include information if it might set you apart from other candidates, for example, if you can play the guitar, great, include it. If you like to ‘socialise with friends’ or ‘play Xbox’, consider whether an employer will be impressed by this? If not, don’t include it.
6. References
Finally, include the name, address and contact number/email of someone who can act as a referee. If you are at school or college (or just left) use the name of a tutor. A potential employer might want to contact them to ask about your attendance, timekeeping or attitude to work.

It can take some time to put together a CV but please remember, the better your CV the more chance you have of getting an interview. 
On the next page you will find an example of what your CV should look like.










John Smith 
80 Union Street 
Oldham
OL1 1DJ 
Tel: 07701234567
Email: j.smith@mail.com  

Personal Profile
I am highly motivated and hard-working and this is reflected by my achievements at school. I have excellent communication skills, both written and verbal, which I have developed during my time at school and college (via essay writing and delivering presentations) and also through the work I do in my current role at McDonalds. I have the ability to use my initiative and can work well under pressure and I also have good problem solving and numeracy skills.

I am proficient in areas of Microsoft Office including Word, PowerPoint and Outlook; I also have an excellent telephone manner and find I am able to speak to customers face to face and with ease.

I have exceptional team work skills which I continue to demonstrate in my current role where excellent team work is imperative in order to succeed. I also demonstrated my team work and communication skills when doing the Duke of Edinburgh Bronze Award. 

Education and Qualifications 
Counthill School 						September 2014 – July 2019
GCSEs achieved: 
English Language 		Grade 7
English Literature		Grade 7
Science			Grade 6
Mathematics		Grade 6
Music 			Grade 5
Geography 		Grade 4
French 			Grade 4 
History 			Grade 4

Employment History
Team member, McDonalds, Oldham	 		Sept 2018-present
This role involves taking food and drink orders, serving customers, clearing tables, handling money and ensuring work space is clean and tidy.

Bag Packer, Oldham Owls					2017-2018
This was a voluntary role raising funds for charitable causes. The role involved me speaking to shoppers and offering bag packing services, packing away shopping.

Additional Interests and Achievements
I enjoy traveling & have been to several countries within Europe and North America. I am keen to keep healthy and fit so I go to the gym on a regular basis and I play football for my local team. During my time at School I achieved the Duke of Edinburgh Bronze Award. 

References 
Joe Bloggs (Current employer)
McDonalds 
Yorkshire Street
Oldham 
Tel: 0161 123 4567

More references available on request 
Next Up: Where to Look

Once you have a CV, you need to think about where to look for a ‘student-friendly’ job – that is, a job that can offer flexible hours around your studies. Here are your options:

1. The internet

There are lots of sites you can look on for jobs – some companies advertise on their own websites (for example, Tesco, Asda, Home Bargains, B&M, Next & lots more!) whereas others will advertise their jobs on sites such as www.indeed.com, www.cv-library.co.uk, www.jobsite.co.uk and www.monster.co.uk. There are lots of other job search websites too – Google will show you the way!

Some sites will accept a CV as an application, others will want you to complete an online application. It’s worth putting time into completing an application to make sure it is as good as can be.

2. Go in and ask!

You might consider printing off some of your CVs (you can do it here at Positive Steps if you don’t have a printer) and taking them into local shops, cafes, restaurants or anywhere else that you think might offer ‘student-friendly’ jobs. Ask if they are recruiting and if you can apply. They might give you an application form to take home to complete; they might ask for your CV. First impressions are important so remember to smile, communicate well and be polite, and do it alone! Employers do not appreciate job seekers turning up asking for jobs in groups! 

3. Use Social Media….yes, really!

Many organisations let the public know about their recruitment needs via social media these days – use Twitter, Instagram, Facebook and whatever else to follow the companies you think you’d like to work for. Keep an eye out for any jobs they might advertise. Also look at job search apps – the ‘Job Today’ app is a good place to start.

4. Recruitment Agencies

Although recruitment agencies do not always offer part-time jobs, they sometimes offer temporary jobs that might be suitable during college breaks (summer and xmas, for example). It’s rare, but it might be worth looking into signing up for a few if you want to keep your options open.

Things to remember when job searching:

· Try to keep a record of applications and remember to check emails regularly or answer calls before they divert to answer phone as these could be interview offers. Don’t ignore calls from unknown numbers – it might be someone offering you an interview!

· Try to be realistic about the jobs you can do. Can you reach it by public transport? Do the hours fit around your college timetable? How far can you travel? There’s no point in applying for a job if you can’t actually do it!

· Be flexible with your job search methods. If what you are doing isn’t working, try a different method and perhaps you will get different results





Be Prepared: The Interview 

Your fantastic job search efforts have paid off and you have been invited to interview… but what now?

Lots of school or college leavers have never been for a job interview - the first time you have one can be quite a daunting experience so it’s important to be as prepared as possible. Have a look at the list below for a reminder of what you should do and what you definitely shouldn’t do!

Definitely do this:

· Check what time you should be there, how long it will take you to get there and exactly where the interview is being held. Make sure you arrive with time to spare

· Research the company on the internet and study the job description. You need to know exactly what the company does and what the job you have applied for involves

· Give some thought as to what questions you may be asked and prepare some possible answers (some examples can be found on page 9)

· Plan what you want to wear. First impressions count for a lot so make sure you dress smartly regardless of what the job is!

· If you have not understood a question then be honest and ask them to repeat it. Also, don’t rush your answers – it’s better that an answer is good rather than quick!   

· Try to back up your answers with examples 


And definitely DO NOT do this:

· Answer questions with just ‘yes’ or ‘no’ (unless specifically requested by the interviewer). Try to expand on your answers

· Lie about qualifications or previous employment 

· Answer or look at your phone or even have it switched on during the interview

· Say negative things about your previous employer or colleagues 

· Have chewing gum during an interview or smoke a cigarette/use an e-cig immediately before your interview

-------------------------------

The questions: Why do you want this job?

It is impossible to predict what questions you will be asked during an interview but there are some standard questions that most employers will want to ask. Here are some commonly asked questions that you can prepare for – why not have a go at putting together an answer so you can be fully prepared for whatever you might be asked? Also have a think about questions you could ask the employer at the end of the interview.

“Tell me about yourself”
Talk about what you are doing at the moment and what has led you to apply for this job. You could also mention what you enjoy doing in your spare time 

“Why do you want this job?”
This is why it is essential that you are familiar with the job description as you can refer to this and the things in it that interest you. You could also talk about wanting new challenges 

“What skills do you have that would suit this role” 
Be honest about your skills and qualities and the things you are good at. Again, be familiar with the job description and mention the skills and qualities that fit the role. Give examples where possible 

“Tell me about your current/previous job role” 
Talk about your main duties and try to pick out things that are also relevant to the role you are being interviewed for

“What are your strengths and weaknesses?”
Be confident when talking about your strengths as this is how you can sell yourself. Be honest about your weaknesses as everybody has some, but try to turn them into a positive. For example, ‘My IT skills were quite basic but I have managed to improve this by doing some online tutorials’

“How do you work as part of a team?”
Describe how you communicate with other people and how you get on with others in general. Give examples of when you have been part of a team – this can include hobbies as well as previous jobs. 


 “How do you cope under pressure?”
Describe any coping strategies you have and how you have applied these strategies in previous jobs or in everyday life. Give examples where possible.
 
“What can you bring to the company?”
Focus on your strengths and the skills that you have. Have confidence when talking about your strengths

-------------------------------

And that’s it! Hopefully you’ve found this little guide useful & will soon be working hard in a new job. 

Good luck with your job search! 
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