Tips for writing a covering letter

Firstimpressions count so it’s really important that
you do a good job of selling yourself in a covering
letter as it’s often the first thing employers will look
at. You should:

e Type and print the letter on a computer

e Address the letter to the person who handles
recruitment. If you don’t know this, then call the
company and ask for a name

* Use the same font as your CV

*  Keep the letter formal and don’t make it too long - stick
to 4 or 5 paragraphs

¢ Check the letter before you send it. You could even ask
somebody else to take a look at it.

What to include:

State what position you're applying for

* Explain why you're interested in this type of work and
what you understand the job might involve :

*  Show that you've researched the organisation by saying i
why you would like to work there

* Explain why you're suitable for the position and give an
example (this might be to do with your education, :
experience or skills)

* Saywhen you are available for an interview and finish

the letter positively.

For an example of a covering letter go to:
www.greatcvs.co.uk

Tips for writing a CV

A CVis your opportunity to tell potential employers
important facts about you. It's your chance to show your
skills and experience and how they make you suitable for
the job you're applying for.

Along with a covering letter, the CV is a good way of selling
yourself and showing the employer why they should
recruit you so it's important you get it right. You should
focus on detailing your strengths without going over the
top and don’t show your weaknesses.

Your CV should include: Personal details (name, address
etc), qualifications, employment history (in date order,
starting with the most recent), personal statement and
references (usually include 2).

t: 0845207 8220 www.southkent.ac.uk
e: courseinformation@southkent.ac.uk

S

Don’t exceed 2 sides of A4. Research shows that a
prospective employer can spend less than 30 seconds on
each CV, so keep it concise and say the important bits
first.

Spend time on your personal statement as this is your
chance to say something about yourself. You could include
your interests to show your personality - your employer
will want to know this as they will be working with you
every day. Think about how your qualities relate to the role
you are applying for and include aspects that you feel the
employer might value.

For further help with creating your CV you can contact an
SKC careers and guidance adviser or use a website such
as www.cvtips.com
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Open Days

The College normally has Open Days
throughout the year. For details of when the
next Open Day is go to www.southkent.ac.uk

Advice and Guidance

If you're not sure what to do, the College has
Matrix-accredited Educational and Careers
Guidance Advisers on hand to help you choose
the best route for you. Our Advisers offer
professional, impartial and FREE advice.
Contact us now to book an appointment:

0845 207 8220.

matrix

Useful Contacts
www.apprenticeships.org.uk
www.yell.com
www.connexionskentandmedway.co.uk
www.jobcentreplus.gov.uk
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Equality and Diversity

South Kent College is committed to providing a learning,
working and social environment in which the rights and
dignity of all its members are respected, and which is free
from discrimination, prejudice, intimidation and all forms of
harassment including bullying.

South Kent College, in pursuit of providing a stimulating,
diverse and participative learning environment, is committed
to ensure that in the recruitment, selection, education and
assessment of students, the only consideration must be that
the individual meets, oris likely to meet the requirements of
the course. Similarly, in the recruitment, selection, training,
appraisal, development and promotion of staff the only
consideration must be that the individual meets, oris likely to
meet the requirements of the post. These requirements being
met, no student or employee will be discriminated against on
the basis of their sex, sexual orientation, race, colour, ethnic
origin, nationality (within current legislation), disability,
marital status, caring or parental responsibilities, age, or
beliefs on matters such as religion and politics.

In order to demonstrate our commitment to equality and

diversity the College will:

o Ensure all policies and procedures adhere to current
legislation and to sector best practice

o Seek to promote equality with all our customers and
external partners

o Promote the reputation of the College as an equal
opportunity employer and provider of education and
learning

o Actively review data and take action to promote equality
and diversity

o Take positive action to rectify under-representation and
to provide positive support to learners to achieve
equality of opportunity

e Undertake equality impact assessments when reviewing
or implementing any policy, procedure or service

e Maintain an equality and diversity committee to monitor,
promote and report on the development of South Kent
College's commitment to equality and diversity.

o Promote within teaching and learning the principles of
equality and diversity

o Wherever possible, design course structures in a
flexible way in relation to life circumstances and
learning needs of students.
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