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In this session we will 
be exploring…

• What do employers look for?

• What skills are you developing?

• How can you articulate those skills in 
your application/CV?

• How we can help



How do you know 
what an employer 
is looking for?

• Job Advert

• Job Description

• Person Specification

• Website

How can you evidence 
those skills, qualities and 
experience?



What are Employability 
Skills?

the transferable skills needed by 
an individual to make them 
employable

Hard Skills
e.g.
• Microsoft Office
• SEO 
• Foreign Languages
• Data analytics
• Programming languages 

Soft Skills
e.g. 
• Communication
• Team work
• Working under pressure
• Leadership
• Interpersonal



What are employability 
skills?

Video – what do employers look for

https://careersbu.careercentre.me/u/gtz3iv7u


What 
employability 
skills do you  think 
you will develop in 
your role?



What are your 
responsibilities?

What were your 
responsibilities/ 
what did you 
achieve?

What did the task involve? What skills did you develop?

Organised a 
networking event 
for members

• Developed ideas within a 
team, 

• liaised with stakeholders, 
• developed a marketing 

strategy, 
• managed a 

budget,  communicated 
to members,

• created social media 
content…

Soft Skills - 
Communication, 
organisational,
time management, 
negotiation, resilience,
problem solving,

Hard Skills- 
budgeting,
marketing,
social media,
data analytics,
digital,
Finance management,

Can you quantify any of these achievements?



What tasks 
did you 

complete?

What did you 
achieve?

What skills 
did you 

demonstrate?

Activity - In groups
• In groups reflect on your SUBU role.

Discuss in groups:



Skills we 
frequently 
see on job 

adverts:



Job Advert- 
Marketing 
Executive at 
AOK Events



When might you need to 
articulate your skills?

• CV/Covering Letter/ Application 
form

• Interview
• Assessment day
• LinkedIn
• Networking



What do employers 
want to see?
• Motivation
• Enthusiasm
• Interest in the job
• Interest in the company
• Skills/ Competencies
• Qualifications 



Where could you add 
these roles to a CV?

You could put under:

- Experience 

- Voluntary Work

- Other Responsibilities

Linkedinn





Task: 
Create a 

section 
for a CV

The section could be ‘Voluntary Work’ 
or ‘Other responsibilities’ section. 

Add bullet points to describe your 
achievements and responsibilities

Start each bullet point with an active 
verb (e.g. Co-ordinated, Supervised, 
Organised, Managed, Created etc)

Make it achievement focussed if 
possible ( e.g.  ‘increased student 
engagement by 60%)  



How to apply 
for roles

Employers MAY ask for

- Application form

- CV and Covering Letter

- Application form and CV



CV Tips

Reverse 
Chronological Order 
(most recent first)

Bullet Points Headings

Tailor the CV
Quantify 
achievements

Spell and Grammar 
Check



CV and Covering Letter 
Booklet on MyCareerHub
here

CV 360 Tool

(Scores your CV against checks 
that commonly trip up an ATS)

https://issuu.com/bournemouthuniversity/docs/10805_careers_cv_handbook_2020-21_v3.0_issu
https://careersbu.careercentre.me/u/6m5914ti


How we can help you:
• Job hunting and advice – part-time jobs, placements& 

graduate jobs

• Support with CV and job applications

• Support with interview techniques and assessment 
centres

• Networking with employers through events like job 
fairs

•  Help you identify a career strategy

• Develop your skills to help you apply for work

• Lifetime careers support for graduates



How do we do this?

Bookable One-to-one career appointments (face to face or virtual) Drop-in service available 1-4pm

Careers fairs and employer events

On demand content- resources, webinars and CareersBU podcast on MyCareerHub

On campus workshops and events

Graduate Skills Award (open to all students at all levels)



MyCareerHub - Use it to access:

• 1:1 Appointments - Advice/guidance on job hunting and career 
ideas/progression, CV and application reviews, interview practice, 
networking strategies and lots more

•   Jobs Board  - Part-time, placements, and graduate level jobs.
    1,000s of jobs added per year.  400-800 live at any one time

• Events - Industry panels, jobs fairs, workshops, webinars.
We promote on-campus and external events.  

• Resources - CV, covering letter, application and interview
tools/resources, E-Learning hub, course specific job-hunting 
guides, and lots more.

Careers Fairs
Meet employers at our Part-time Jobs Fair,  Annual Careers Fair, 
Nursing, Health & Social Care Fair,  and Spring into Summer Jobs Fair

careers@bournemouth.ac.uk

CareersBU staff and resources are available from the day you join BU, throughout your 
time here including during vacations, and even after you graduate

Graduate Skills Programme
The extra-curricular employability award for students of all courses and 
year groups.  Developed and delivered alongside employers and 
academics, with a range of masterclasses, e-learning and industry visits.
Endorsed by and co-delivered with employers including IBM, LUSH, 
University Hospital Dorset NHS Trust, 3-sided Cube, BCP Council, and 
Mazars.

On-campus Careers Zones
Click here to see days and times at both sites:
- Talbot Campus, Poole House, The Hub
- Lansdowne Campus, BGB, Ground floor foyer
We are next to AskBU in both locations

http://bit.ly/BU_CareerPlatform
http://www.bournemouth.ac.uk/careers-consultant
http://bit.ly/BUJobsPortal
http://bit.ly/CareersBU_Events
http://bit.ly/BU_CareerPlatform
https://careersbu.careercentre.me/u/tjvs3g75


Talbot Campus – Careers Zone in the Hub in 
Poole House

Monday – Fridays 10am 4pm

Drop in (no appointment needed) 1pm-4pm

Lansdowne Campus – The Careers Zone, 
Ground Floor, Bournemouth Gateway Building: 

Tues & Thurs 2-4pm

Or book an appointment on MyCareerHub

How to find us

Contact: careers@bournemouth.ac.uk 

@careersBU

mailto:careers@bournemouth.ac.uk
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