
Research The Company

� Familiarise yourself with the mission, values and culture of the company. This will help 
you tailor your responses, making you a more attractive candidate.  

� This research will also help you assess whether your goals align with the organisation’s 
objectives.  

� Get to know the company’s products, services and the industry it operates in, as it will 
further demonstrate your enthusiasm and seriousness about the role. You can explore 
the company’s website, search engine results, LinkedIn page and other social media 
channels.  

� If you have been given the names of your interviewers, it can be worthwhile to find their 
LinkedIn profiles and research any relevant information about them. This can be useful 
in building rapport and understanding your potential future colleagues better. 

Understand The Role 

� Identify the essential skills, experience and 
qualifications required and reflect on how these 
relate to your own experience and background.  

� Be prepared to explain why you want the job, 
how well you understand the role and how your 
skills and qualifications match the job 
requirements.  This will help you articulate your 
value to the company. 

� It’s equally important to identify any skills gaps 
you have and prepare to answer any questions 
relating to them. 

Common Interview Questions 

� Prepare answers for common interview questions. Examples include the reason(s) you 
want to join the company, your greatest strengths, your biggest achievements or 
previous challenges you’ve faced and how you approached them. 

� Try the STAR approach as a clear and concise way to structure your responses for 
behavioural questions: situation, task, action, result.  

� For technical roles, you will likely undergo coding exercises or problem-solving 
questions.  

Before the Interview



During The Interview

First impressions are 
important. Ensure 

you look professional 
and that you arrive 
early or on time to 
settle any nerves. 

If you’re required to 
use any equipment, 
test this beforehand 

to avoid technical 
issues. 

Be aware of your 
body language, 
practice active 

listening and aim to 
answer questions 

concisely. 

Prepare a couple of 
questions for the 

interviewer on topics 
related to the role 

and company. 

After The Interview 

Reiterate your interest in the position by sending a 
thank you email to the recruiter handling your process. 
Highlight key points from the interview and express 
appreciation for the opportunity.  They may share this 
with the interview team. 

Guidance For Early Career Candidates 

Graduates or individuals at the beginning of 
their careers may apply for various roles 
across industries. However, it’s important to 
show genuine enthusiasm for each of these 
roles and explain why you are particularly 
interested in that position and company. 

Even if you lack extensive 
experience, emphasise skills gained 

through internships, projects, 
volunteer work or coursework that 

are relevant to the role. Highlight any 
online courses, certifications or 
workshops you’ve completed to 

show your commitment to 
developing relevant skills. 

Remember that for early careers, a business 
is interviewing you for your potential, so 
share your career aspirations and how the 
role aligns with your long-term goals. 
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CV Writing Tips 

First Steps

� Choose a clean and professional layout 
that is easy to read. There are many free 
templates available online. We’ve also 
included a handy template at the end of 
this guide! 

� Keep it concise, ideally be no more than 
two or three pages long.  

� Use consistent formatting throughout, 
including the same font and spacing. 
Make use of headings when appropriate 
and utilise bullet points for clarity. 

Structuring Your CV 

� Start with a strong summary that 
highlights your key skills, experience 
and career goals. This section should 
grab the reader’s attention a provide a 
snapshot of who you are as a 
professional.  

� For individuals with limited work 
experience, start with your academic 

background below the summary. You 
could include relevant coursework, 
modules and grades to show your 
knowledge and expertise.  

� Make sure to highlight any notable 
achievements, internships or 
professional certificates that are 
relevant to the job you’re applying to.  

Work Experience 

� Start with your most recent position and 
work backwards. Include precise dates 
to provide a timeline of your 
employment history.  

� Quantify your achievements wherever 
possible, for example, “Reduced 
customer response time by 20%”.  

Additional Information  

� You could add hobbies or interests to 
your CV, this will help present you as a 
well-rounded individual.  

� Don’t forget to include your personal 
information such as full name, contact 
details and any professional social 
media profiles. If relevant, mention if 
you have a driving licence. 



Final Steps 

� Proofread thoroughly, ensuring there are 
no spelling or grammatical errors.  

� Save your CV in widely available formats 
such as .docx or .pdf. 

� Remember to tailor your CV for each job 
by analysing the job description and 
incorporating keywords and relevant 
skills. 

Cover Letter 

Highlight specific achievements and 
previous examples to explain how 
your background and skills make you 
the perfect fit for the job.  

You may want to prepare a cover letter 
to further express your enthusiasm for 
the role. This should tell a story about 
who you are, what value you can add 
to the company and where you see 

yourself in your career.  

Keep a formal and polite tone with 
appropriate letter format that includes 
salutations, an opening paragraph, the 
main body and a closing statement. 
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DOWNLOAD HERE

We have put together a CV template for your 
use. You can access our CV template below. 

www.theconfigteam.com | contactus@theconfigteam.com 

Scan to see our latest 
open positions...

https://theconfigteam.com/join-us/open-positions/
https://theconfigteam.com/wp-content/uploads/2024/08/CV-template-1.docx

