About Printing from the Files
Due to the inherent differences between computers and printers, you may find that your Word documents do not print properly. This could be due to one or thousands of factors, including the

· fonts

· page defaults

· printer you are using 

· software. 
Printing problems can usually be attributed to the built-in page defaults imposed on the document by your own printer. The main causes for concern are that inkjet and some older laser printers do not print the bottom-most lines of your document. 
Word Documents
All MS Word documents end in .doc. 
Word files are best viewed by selecting View; Print Layout / Table; Hide Gridlines.  
(Gridlines will not print, whether they are hidden or not.)
If you have any problems printing, check that your "Page Setup" (File; Page Setup) is set for a minimum of 1.5 cm Top & 1 cm Bottom, and 2.54 cm Left & Right margins, and that your 'Paper' is set appropriately [A4 for the UK/Europe or 'Letter' (8 ½ X 11 inches) for North America]. Alternatively, use the Adobe .pdf file(s) to print.

Every printer is different, so check the settings. If your printing options include 'scaling' make sure you choose the appropriate setting (‘A4’ for the UK/Europe or ‘Letter’ for North America).

If you have hyperlinks within your documents and want to print the documents in black & white, select the whole document (Edit; Select All) and change the font colour to black (Format; Font).

Cover Letter Templates
Follow the instructions on page one of your Cover Letters document. Always save your template as a new name before customising it. Also see ‘How to Customise your Pro-CV Cover Letter’ on page 3.
Adobe PDF Files
The files ending in .pdf are Adobe files, which can be read using the program ‘Adobe Reader’. It is free to download from  http://www.adobe.com. 

When printing PDF files, tick the box that says "Fit to paper" (or similar wording). (Select “File” then “Print” then “Fit to paper”). This should resolve any problems you had with printing the bottom portions of the Word .doc.

The advantage to this type of file is that it can be read by any computer operating system – e.g. MAC, UNIX, DOS-based, etc. The exact formatting is kept and can’t be easily altered.

*
If your Reference Sheet or Cover Letter is a template and you would like them made into .pdf after adding the appropriate information, just email them to me.

Updates
Making .pdf files or minor changes that require reformatting to your current CV are free of charge and can be done by email, post or even over the telephone. (For example: Additions/Deletions of Dates, Addresses, Telephone/Fax, E-mail, and Referee information.) A revised document can be emailed to you, or printed copies can be on their way to you in the next post. The only cost to you would be for printed copies, if applicable. 
*  More details are available on our website (http://www.pro-cv.co.uk/welcomeback.htm). 
*  If you would like a Pro-CV Update Pack, visit our ‘Clients’ webpage or email us.

Addition Information & Services – Go to page 2 of this document.
Contact Information
Debra Mills, Editor - Pro-CV

20 Calderhall Avenue, East Calder
Livingston  UK EH53 0DJ

Tel: (+44) (0)1506 204 700

Email:    dmills@pro-cv.co.uk
Visit the Pro-CV Client page [http://www.pro-cv.co.uk/welcomeback.htm]
Additional Information
‘Targeted’ or ‘Speculative’ Cover Letters
A ‘targeted’ letter is used to address specific criteria that is specified in an advertisement or that we know is necessary. It’s written using bullet points mid-way through so that it can be easily customised for a variety of jobs. 

A ‘speculative’ cover letter is used when there is no specific job opening, but you want to express your interest in working for the company. The price for most cover letters is £25.

Plain Text CV
If you are applying online, you will find that a Plain Text ASCII version of your CV is especially useful when filling out forms online (copy & paste). As the name suggests, Plain Text does not contain formatting that can become jumbled when read by another computer. This means that the CV or letter is plain, but neat and tidy.

Also, it is useful when agencies won’t accept any type of attachment and you need to include your CV as part of a plain text email.

Your Profile
Explore the many different features of your own personal style, including your approach to home and work life, your communication style and motivation, and your particular strengths with myDISCprofile.

Links to Job Sites

For recruitment agencies and job boards, including Careers-Jobs.eu. and Check4Jobs, look on my UK Jobs page. Also, http://www.mwappointments.co.uk may be of interest to you.

Your Interview
Prepare for your interviews by reading the latest books on interview techniques. For suggested titles and short reviews – go to the jobs link page at http://www.pro-cv.co.uk/cv_books.htm. Click here for the Pro-CV Interview Tip Sheet.
Working Abroad

Helpful information about working abroad – during your job search, throughout your move, and after you have arrived – is available at http://www.goinglobal.com
Welcome Back Page

Visit your ‘Pro-CV Clients’ page for information about organising your job search, profiling, career testing, English language, new books, updating your CV, and printing your Pro-CV files. 
How to Customise your Pro-CV Cover Letter 
Each time you want to use a letter:
1. ‘save AS’ this document 

· go to SAVE AS (top menu; File; Save As) 

· save it as another name. For example: ‘AcmeLtdLetter.doc’ 

· save it in an appropriately named folder in ‘My Documents’


2. Customise the letter that you wish to use by  

· adding your unique information between the < >.

· deleting all other information/letters/instructions, including blue-coloured instructions.

· using the suggestions given in this document, as appropriate. 

· signing your name with Lucinda (or similar) font or inserting an image of your signature if sending the letter electronically. If printing, leave the space blank and sign the paper copy.

Cover Letter to Accompany your CV

Targeted letter in response to a Company’s advertisement – without contact

Use this letter when you are sending a CV in response to an advertisement or known recruitment, but you have not contacted the recipient of letter. 

Your cover letter is written so that it can be used for the majority of your target jobs with only minor and easy customisation. For best results, customise each letter that you send out in the following areas: 

(a) Date – edit this to the date of posting/submission. Always ‘spell out’ dates that include the day (for example, use September 5, 2002, rather than 05/09/02, since this translates into “May the 9th, 2002” in the US and Canada).     
     
(b) Address and Contact name – use the ones given in the advertisement, or if sending a speculative letter, find out who makes the hiring decisions (or at least their proper job title). If applying by email/online form, use the plain text versions we supply with the final version of your documents.    

(c) Name of position / Reference Line – insert ‘name of position’ into the reference line [Re: …] or into the first paragraph. Use the exact position name that is referred to in the advertisement or, if you are sending out a speculative letter, find out what job title is used at that company. The Reference Line can also be used to state where you saw an advertisement. “Vacancy for Job Title, Name of Newspaper/website, Reference #”   

(d) Area of particular interest – show that your specific interests and / or experience matches the company’s needs by inserting a word or two in the first paragraph. Alternatively, use general interest that applies, such as “processing insurance claims”. Set yourself apart from other job seekers by finding out what their needs are – do research (Internet, telephone enquiries, library, etc.).   

(e) Body Text– edit body text according to the information you have about the job or company. Edit or rearrange the bullet points to suit the targeted job. Use the same jargon, terminology, and key words that are used in the advertisement and in the company’s website or literature.
(f) Salary Information – if salary information is required add the following just before the closing paragraph: My salary requirements are flexible because I am far more interested in challenge and potential for career development. However, in my previous three positions, my salary has ranged from £__k to __k. <edit accordingly> 

Unless you are specifically asked about your previous salaries, it is usually best to leave this information for the interview since salary expectations are sometimes used in the initial CV screening process.    

Asked about your previous salaries, but don’t want to disclose? add the following just before the closing paragraph:  "I realise you are seeking a salary history from me, however I pledged confidentiality to my current and previous employers that I would never reveal my compensation package to anyone. I hope you understand, and note that I would treat your organisation with the same respect."   

Further reading on the subject:  Employers don’t tend to pay people more than they have to. If, therefore, you mention your current salary in your CV you could ruin your chances of negotiating a good employment deal. You can only negotiate your starting salary from a position of power – and you don’t have any when you’re one of a long list of candidates applying for a job. If you’re short-listed you are in a stronger position, so leave salary discussions until as late as possible. It’s worth remembering that your current salary may appear lower than your real worth because you haven’t included your benefits - company car, mobile phone, pension etc. You should add up the value of all these benefits when deciding what overall package you want to achieve. You will need to mention your salary or, at least, what you want to earn to recruitment agencies or head hunters. But do this in a covering letter rather than in your CV,  as the latter may be passed to employers.    

(g) The company’s name – insert where indicated <your company/organisation> or use ‘your company/organisation’. Using the name is eye-catching to the reader and further enforces the idea that this is not a form letter.  Even though you will send very similar letters to different people/companies, it is important that your letter does not sound like a form letter. 

(h) References – add “and References” to the bottom after:  Attachment: CV ... if you were asked to send reference information with your CV.   

(i) Printing – before printing hard copies, delete the “signature”, and add two lines. Alternatively, change the signature’s font colour to white. Alternatively, scan your signature and insert the picture. Sign the hard copy with a black ink pen.

Various Scenarios Letter Templates
Thank You Letters – Long version and short version

Customise as indicated and/or order a Thank You Letter from Pro-CV. 

About Thank You Letters: 

Customise as indicated and/or order a Thank You Letter from Pro-CV. 


How: Posting (snail mail) is best. Only use email if this has been the only written form of communication with the person thus far. Post it within 24 hours of the interview if you have discovered there is time before they make a decision. Hand deliver it or use Special Delivery Next Day if they have indicated a decision will be made sooner. Don't use cards or hand written notes. It may not be viewed as professional. 

Why: According to an American survey of more than 650 employers, "Writing a thank-you letter after an interview doesn’t just showcase a candidate’s manners - it can also make or break their chances of landing a job. Nearly 15% of hiring managers say they would not hire someone who failed to send a thank-you letter after the interview. 32% say they would still consider the candidate, but would think less of him or her." 


"One-in-four hiring managers prefer to receive a thank-you note in e-mail form only; 19% want the e-mail followed up with a hard copy; 21% want a typed hard copy only and 23% prefer just a handwritten note." 


"26% of hiring managers expect to have the letter in-hand two days after the interview and 36% expect to have it within three to five days. Sending the letter quickly reinforces your enthusiasm for the job and helps keep you top-of- mind for the interviewer."

Job Acceptance Letter

Congratulations – send this letter immediately upon receiving the good news.

Feedback Letter

Find out why your application was unsuccessful and gain valuable information by sending a feedback letter or email.

Resignation Letter

Leave your job on a positive note because former employers are future referees.

Declining a Job Offer Letter

Decline a job offer in a professional manner because you may want to work for this company or person in the future.

Discover your work style with myDISCprofile
A DISC Profile is a technique that uses a simple questionnaire as a basis for revealing insights into a person's behaviour. Recruiters around the world have been using this technique for decades, but now myDISCprofile gives you the chance to see your own DISC profile.

What is DISC

There are many ways of evaluating an individual's skills or approach, and predicting their likely behaviour from the results. 

At one end of the scale are fairly simple tests designed to evaluate specific skills and abilities, such as an examination or driving test. At the other end of the scale lie batteries of personality tests, designed to build as complete a picture of a person's style and approach, in general terms, as possible. 

DISC lies somewhere between these two poles. While it isn't a full 'personality test' in the strict technical sense, it provides an insight into an individual style that is more than adequate to predict the likely trends of their behaviour in the future. It does this by evaluating four key factors in an individual style, rather than the sixteen or more that are often seen in full personality tests (for example, DISC makes no attempt to measure such factors as intelligence). 

This confers the advantage of greater accessibility: while a full test battery will often contain literally hundreds of questions, and take hours to complete, a DISC profile questionnaire contains only twenty-four, and can be usually be performed in fifteen minutes or less. This also provides advantages in the area of interpretation; while the interpretation of results from a full test remains in the province of experts, DISC results are sufficiently well-defined that their interpretation can be almost completely automated. 

What can DISC tell me?
At its most basic level, DISC measures four factors of an individual's behaviour: Dominance, Influence, Steadiness and Compliance. These are fairly complex constructs, and aren't easily expressed in single words, but they can be characterised as assertiveness, communication, patience and structure. (You can find much more information on these four factors in the DISC Factors section of this site). 

The real power of DISC, though, comes from its ability to interpret the relations between these factors. For example where a highly Dominant person has an equally high level of Influence, they will behave quite differently to an equally Dominant individual without that Influence. The factors combine like this to provide (theoretically) around one million different 'profiles' (that is, combinations of the four factors). 

Using this information, DISC can be used to describe a person's general approach, including their motivations and dislikes, strengths and weaknesses, and some of the basic assumptions they make about other people. It can also go far in helping to predict how a person will react to a specific set of circumstances.
For the website and more information, click here.
Free Career Test
Can you spare a few minutes to think about yourself and your career? 
It's highly likely that you have now or in the past had issues about whether your job fits who you are. While nobody has infinite choice in this life, some of us are definitely in jobs that don't really fit our personalities. 

Career-and-People.com are offering a neat little online test to get you started, the results of which come to you by email in a fairly extensive report which might impact your sense of what you have to offer and could affect your future career decisions. If that gets you going they offer further, more focused but inexpensive online tests that you can chose to take or not. 

You do not have to sign up for anything or give credit card details to enjoy the free test. 
For the website and more information, click here.

Interview Help & Coaching

Stephen Conway from Cavendish Films has produced an excellent resource called Expert’s Guide to Interview Skills. 
He also offers individualised coaching services. For other information about job interviews and related subjects, check out "UK Books ." 
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Interview Tips

Before the Interview

· Before your interview, conduct research to find out about the company. Read their annual report, for instance. It is acceptable to contact the person listed in the advertisement. However, do not ask for information that may be obtained easily from the Internet or library.

· Make note of the qualities you think will be required for this job.

· Reflect on why you want this job and why you want to work for this company.

· Re-read your CV or application form. You may be asked to elaborate on the points covered. Think about your career and the questions they might ask you.

· Consider how to convince the interviewer you are technically qualified. 

· Think of ways to show that you are sufficiently motivated to get the job done. 

· Be prepared to tell them how you will fit in with others in the department.

· Prepare some questions to ask them. 
· Dress smartly. Interviews are generally formal, and suitable business attire is expected.

· Allow yourself plenty of time to reach the interview. It is important to be punctual.

· Think positively about yourself and your abilities. Even if your technical skills do not match the job exactly, remember that the interviewer is also assessing your personality and your potential to fit into the organisation’s culture.

At the Interview

· Look and be attentive. Look directly at the other person when you are speaking to them.

· Do not lie or exaggerate about anything.

· Remain enthusiastic about the job – even if you become uninterested.

· Try to relax and stay calm – even if you make mistakes.
· Take notes, if appropriate, and ask the questions that you prepared earlier.

· Near the end of the interview, you may be asked, “Do you have anything you would like to ask us?” You may want to ask them when a decision will be made. 
· Thank the interviewer for seeing you. This makes a polite parting impression that will be remembered.
After the Interview

· Decide whether you still want this job. If you do, send a thank you letter immediately.
· Take time to write down the key points that were discussed. Review them when you are called for a second interview. Review them before your next interview for a similar position.
· If you don’t get the job and don’t know why, call the interviewer and ask them for feedback on how you could have done better.

Further Reading

· Check out the BOOKS page on the Pro-CV Website for selected books on interview techniques and questions.
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