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This course enables individuals to understand how to promote and sell themselves effectively to 
potential employers by focussing on the jobs that match their skills and qualities.  It requires the 
candidate to make an honest judgement of themselves regarding their abilities in order to pitch 
themselves at the right level in the job market.  The course is designed to help them understand 
the job market, including the hidden job market, how to network and builds confidence in 
contacting employers.  The course also looks at business techniques for interviews and how to 
develop positive attitudes in the workplace to be able to hold on to the job once it has 

been secured.

The course is made up of four units:-

• Get Organised
• Get the Interview
• Got the Interview
• Keep the Job

Get the Job
Focussing the individual to recognise their own skills and abilities, which can then be matched 
to specific skill sectors and job roles as well as highlighting any further training needs.  The 
candidate will also understand and recognise their transferrable skills which can lead to them 
looking at jobs they had possibly not considered before.

Get the Interview
Understanding how to go about getting an interview, recognising that not all jobs are advertised 
and how to tap into the hidden jobs market.  The candidates are encouraged to build up a 
network of companies that they would like to work for; who offer roles that would match their skills 
and abilities. The structure of companies is then analysed so the candidate learns who the best 
people to contact when making enquiries are. Finally, the candidate writes a new personal profile 
which promotes their worth to a particular company making the individual more appealing to a 
prospective employer.

Got the Interview
To be successful in an interview it is imperative the individual knows enough about the company.  
Research is essential as this allays fears and nerves and helps to anticipate potential questions 
and prepare answers for them. The positive and negative outcomes of the interview are also 
considered and how to utilise feedback given.  

Keep the Job
Looks at positive working attitudes and conduct in the workplace as well as teamwork, motivation 
and personal development and how they can help keep the job beyond the probationary period. 


