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Competence 

•  Can you do the 
job? 

Commitment 

• Will you do the 
job? 

Compatibility 

• Will you fit in? 
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What Are Employers Looking For?  

You need to prove each one 
through your CV and covering letter 
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!  How long do employers spend looking at a CV to determine whether it’s 
good enough? 

!  You need to catch their eye, demonstrate your skills and prove your 
suitability for the role from the outset 

!  You need to demonstrate: 
 - You’ve researched the job and the organisation 
 - You understand what the employer is looking for 

  - You have identified what you can offer 
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! You need to research the job thoroughly to understand 
what skills the employer is looking for 

" Try to get work experience in a relevant area 
" Attend events about the sector/area 
" Build a network of contacts 
" Ask for further information about specific roles 
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Step One – Identify the Required Skills 
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!  There are several options you have when constructing your CV: 

"  Reverse chronological 
"  Academic  
"  Skills based 
"  Sector specific (e.g. Banking) 

!  What type you choose depends on: 
 -  your level of experience  
 -  the role you’re applying for 
 -  the sector you’re applying into 
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Step Two – Choose a Format 
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Step Three – Decide What to Include 

"  Name & Contact Details 
"  Personal Profile 
"  Education (Results) 
"  Work Experience 
"  Interests  
"  IT 
"  Responsibilities 
"  Additional Skills 
"  References (if space) 

#  Curriculum Vitae 
#  Date of birth/age 
#  National Insurance number 
#  Photograph 
#  Gender 
#  Hobbies 
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•  Name 
•  Address (term or home – not both) 
•  Telephone (home and mobile) 
•  Email 
•  Make sure email address is appropriate 

Personal 
Details 

•  Think of this as a “mini-CV” 
•  Highlight your main skills and attributes 
•  Where are you in your career and where 

do you want to be? 
•  Avoid empty statements and cliches  

Personal 
Profile 
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What to Include... 
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What to include... 

•  Most recent first 
•  Qualifications and grades 
•  Don’t list every single GCSE you’ve ever got if 

subsequent higher qualifications are more 
relevant 

Education 

•  Most recent first 
•  Focus on key achievements and results 
•  Prove what you say by using examples 
•  If you have a lot of short-term/temporary jobs 

don’t list them all – instead group them together 

Work 
Experience 
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• Generic IT skills using common software (MS 
Office etc) 

•  Specialist skills using bespoke or specialist 
software (modelling software) 

•  Any IT qualifications (e.g. ECDL) 
IT Skills 

•  Additional qualifications not mentioned 
elsewhere 

• Membership of professional bodies 
•  Training courses and personal development 
•  Languages (fluency not GCSE) 

Additional 
skills 
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What to Include... 
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What to Include... 

•  Brief insight into your interests, such as 
sports, family, voluntary work etc 

•  Keep them professional (no socialising) 
•  A couple of points max 

Interests 

•  ‘Available on request’ is fine 
•  No need to include full contact details 

unless you’ve got space to fill 
•  If providing contact details, check with 

the referee first 

References 
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Step Four – Evidence Your Skills 

!  You have to prove EVERYTHING in your CV! 
 
!  Avoid generalisations... 

 - Team player 
 - Results orientated 
 - Good communicator 

 
!  Use the STAR method 

 S – situation 
 T – task 
 A – action 
 R – result 

!  Include skills for all occasions 
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Step Five – Fine Tune It! 

!  Make the reader believe you’re a worthwhile candidate 
 - Understand what the business objectives are for that organisation 

 
!  Show your experience or potential 

 - Demonstrate your influence on improving a project or task 
 - Pick a good example 

 
!  Remember – CV is designed to get you the interview – not the job! 

 - Don’t give too much detail 
 - Make your reader want to find out more 

 
!  Focus on the getting the basics right! 

 - triple-check spelling, grammar and punctuation 
 - Avoid abbreviations or clichés 
 - Think about who is going to read your CV  
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CV Do’s and Don’ts 
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"  Use a confident tone and positive 
language 

"  Concentrate on achievements not 
responsibilities 

"  Concentrate on quality not quantity 

"  Keep to the point 

"  Tailor to individual jobs 

"  Check, check and check again 

"  Use relevant key words 

"  Capture immediate attention 

#  Expand the truth 
#  List everything 

#  Include a photo 

#  Get creative 

#  Divulge sensitive information 

#  Talk about me, me, me 

#  Talk in cliches 

#  Make the recruiter fill-in the gaps 
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Your%ambi*on%realised%

www.bpp.com%
admissions@bpp.com%



CVs and Cover Letters 
BIS Committee & BPP 



Cover Letters 
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What is the purpose of a cover letter? 
• To supplement your CV 
• To demonstrate your motivations  
• To get you an interview not the job  
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Spot the difference? 

vs. 
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“Think'of'a'covering'le1er'as'a'glass'of'brandy.'It's'a'short'measure,'quite'potent,'
you'll'know'very'quickly'if'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'while'like'brandy'it's'basically'
fermented'fruit'juice'it'takes'more'Dme'to'grade,'and'probably'a'bit'more'skill.”'
'
David&Welsh,&Richmond&Solu4ons&
'



Structure 
•  1 page maximum in length 
• Your full address in the top right corner 
• Dear Sir/Madam 
• Who you are and what you are applying for 
• Three paragraphs 

•  Why the role 
•  Why the firm  
•  Why you  

• Thank you for considering my application  
•  I look forward to hearing from you  
• Yours sincerely… 
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Why the role 
• Be specific about the role if at all 

possible  
• A balance between having an 

interest and being clueless 
• Think a little bit outside the box 
• Every candidate will write that: 

•  Trading is ‘fast paced’ 
•  M&A involves ‘teamwork’ 
•  Technology is ‘constantly changing’ 
•  They have a ‘passion for the financial 

markets’ 
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Why the role at firm X? 
• Be specific  
• Swap firm name test* 
• Unique products or approach? 
• Any specific awards? 
• Meet anyone from the firm? 
• Things that every firm will 

have: 
•  Fast-pace 
•  Dynamic environment 
•  Smart people 
•  Good career progression  
•  Good training 
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*Can you swap the name of the firm you have applied to for any of its competitors and the letter still make sense? 



Why you? 
• Do not be shy  
• What is the firm looking for? 
• Be original and interesting if possible 
• Competencies 

•  Leadership  
•  Teamwork 
•  Problem solving  
•  Experience in the industry  
•  Commercial awareness  
•  ‘Fit’ 
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Things to avoid 
• Typos and general stupidity   

•  “I’m intrested to here more about that. I’m working today in a 
furniture factory as a drawer” 

•  “Skills: Strong Work Ethic, Attention to Detail, Team Player, Self 
Motivated, Attention to Detail” 

•  “I am great with the pubic.” 
•  “Am a perfectionist and rarely if if ever forget details.” 
•  “Marital status: often. Children: various.” 
•  “Skills: I can type without looking at thekeyboard.” 
•  “Sex: Occasionally” 
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Things to avoid (2) 
• Clichés e.g. ‘avid reader of the economist’ 
• Using the wrong firm name 
• Different font types, sizes or colours 
• Random Capitals For No Reason 

• Not fully justified  
• Ridiculously long sentences which don’t actually add anything 

very much of value, but just take up space, confuse the reader 
and question your ability to be succinct 

 
• No paragraph breaks  
• Squeezed margins  
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One to one session 
• BPP and BIS committee are here to help 
• We will work our way around everyone  
• Please have your CV or cover letter ready 
• You are applying, not us 
• We are trying to be constructive, feel free to accept or 

refuse advice as you wish 
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