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U S I N G  A R E C R U I T M E N T  A G E N C Y 

AGENDA LIFE SCIENCES | CAREER GUIDANCE

Jobseekers have many different ways of applying 
for jobs including approaching; employers 
directly, networking, and use of social media, 
amongst others. 

Registering with a recruitment agency is another 
way in which jobseekers can get access to more 
job opportunities. Recruitment agencies can put 
jobseekers in touch with temporary jobs as well 
as permanent ones, and can offer out-of-work 
jobseekers an opportunity to re-enter the jobs 
market in a fast way.

HOW TO CHOOSE AN AGENCY

Choosing an agency to work with can present a 
challenge in itself. Here are our tips: 

 ■ Get recommendations from family and friends. 
As you would with any other service-based 
industry – recommendations can often point you 
in the right direction of a decent recruiter.

 ■ If you specialise in a certain field – look for an 
agency that specialises in your area. Once you 
speak to a recruiter, you will soon find out if 
they understand your industry and can connect 
you to the employers you are interested in.

 ■ Try to register with only a couple of agencies 
at first, otherwise managing relationships with 
multiple recruiters may eat up too much of your 
job seeking time.

 ■ Look for recruiters that are registered with the 
REC – they have worked hard to achieve the 
high standards needed for this accreditation, 
and are bound to the professional code of 
conduct of the organisation.

HOW TO GET THE BEST OUT
OF WORKING WITH A 
RECRUITMENT AGENCY 

Working with a recruitment agency will only benefit 
you if you provide them with the information 
they need to help you into work. Here are our 
recommendations:

 ■ Provide them with an accurate and up to date 
CV, as well as up to date contact information.

 ■ Be clear about your job requirements – what 
you can and can’t consider and what your 
requirements are in terms of location, commuting 
and salary. 
 

 ■ Listen to any advice they provide about 
improving your CV –remember they deal with 
hundreds of CV’s a week and have your best 
interests at heart.

 ■ Notify them of any changes in your 
circumstances – if you are no longer looking for 
work or if your requirements have changed.

 ■ Be honest with the agency – if a job they present 
isn’t appealing to you, explain why and don’t be 
afraid to tell them about other job applications 
you are making independently.

 ■ Be professional in your dealings with them and 
listen to any feedback they provide if you have 
attended interviews. 

If you’re not finding work through your agency – talk 
to them. It could be that there are no jobs available 
or that your expectations are unrealistic. You could 
think about how you might adapt to the local jobs 
market and consider other opportunities.
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R E D U N D A N C Y

In today’s economic climate, many employees 
across the UK have either been made redundant 
or find themselves at risk from redundancy. 
Redundancy occurs when your employer needs to 
reduce its workforce, and deems that your job is no 
longer required by the organisation. Alternatively, 
the business may be closing down completely or 
the department you work in moving to another 
location.    

YOUR RIGHTS
 ■ Before making their decision on whether to make 

you redundant, your employer should always 
consult with you so that you are involved in the 
process. This includes informing you directly 
about why you have been selected for potential 
redundancy, and looking at any alternatives 
available such as redeploying you into a different 
role, or moving you to another location.

 ■ Your employer has to use a fair and 
objective method for deciding which 
employees to make redundant so they have 
to provide evidence on the selection criteria. This 
may include an examination of skills, experience, 
education levels, length of service, disciplinary 
record, and sickness record.

 ■ Whilst at risk of redundancy, you have the right 
to time off for job hunting such as attending 
interviews with alternative employers.

 ■ During your redundancy period, you should be 
told about available job vacancies within the 
company.

 ■ If you take up an offer of alternative employment 
with your employer, you have the right to a 
4-week trial period to assess whether the role is 
suitable for you.

 ■ If your employer does not offer their own 
redundancy package you will be entitled to 
statutory redundancy pay if you have been 
continuously employed for more than 2 years 
with your current employer. Full details can be 
found at www.direct.gov.uk.

If your employer does not follow the basic steps 
above, your redundancy could be considered ‘unfair’ 
giving you grounds to make a claim at an employment 
tribunal.

TOP TIPS
 ■ When your employer first notifies you that your 

role is at risk of redundancy, you should listen 
carefully for the following information:

 ■ Length of the consultation process (often this is 
90 days but can be shorter for smaller employers).

 ■ Criteria upon which you (and other employees) will 
be assessed.

 ■ Whether they offer a redundancy package in 
addition to the basic statutory entitlement and 
what this includes.

 ■ What support they provide to redundant employees 
including the use of agencies that provide CV and 
interview advice.

 ■ Take the time to thoroughly review your CV, skills 
and achievements. This will assist you when you 
are being assessed against the selection criteria – 

and also get you started on your job hunt should 
you be selected for redundancy.

 ■ Take up any help and support offered by your 
employer for example CV workshops and any 
other training courses to aid in your search for new 
employment.

 ■ Redundancy can be scary, and life-changing so 
make sure you communicate with your family and 
friends and let them know your situation so that 
they can support you.

 ■ If you are made redundant, it can also offer new 
opportunities you might not have considered 
before, so try to be open minded when considering 
your next career move.

 ■ Try to remain professional and continue with your 
job as best you can. If you are made redundant 
you may come to rely on your employer to provide 
a good reference. If you end up staying in your 
role it will be easier to maintain the relationship 
you have with your managers and colleagues if 
you have remained professional and courteous 
during the process.

 ■ If you feel you are being denied your rights, 
you could talk to ACAS – which offers free, 
impartial advice on all employment rights issues. 
They can be reached on 08457 47 47 47 or at 
www.acas.org.uk
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LINKEDIN  -  WWW.LINKEDIN.COM 

With over 150 million members worldwide (and growing), LinkedIn is the 
UK’s largest professional networking site, offering members the ability 
to ‘connect’ with their colleagues and contacts – share knowledge and 
information and connect to job opportunities and potential employers. 
Users can upload a summary version of their CV, and build a network of 
contacts. They can also ask their trusted contacts to ‘introduce’ them to 
contacts they want to connect with. 

TWITTER  -  WWW.TWITTER.COM 

With over 175 million registered users and 140 million tweets per 
day, Twitter is a treasure trove of information or information overload 
depending upon your point of view. With users being able to ‘tweet’ 
information to their followers (using 140 characters or less), Twitter offers 
a way of imparting concise information in a direct way. Where jobseekers 
are concerned, employers use Twitter to notify people of new job 
vacancies and to engage with their customers and clients in a direct way. 
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DO
 ■ Search for employers that 

interest you and ‘follow’ 
them. Any news or job 
vacancies they post will then 
appear in your Twitter feed, 
and usually direct you to a 
corporate website to apply.

 ■ Search for other 
organisations relevant to 
your job search (e.g. those 
offering industry news and 
updates) as this could 
provide useful information 
also.

 ■ Be honest with the agency 
– if a job they present isn’t 
appealing to you, explain 
why and don’t be afraid to 
tell them about other job 
applications you are making 
independently.

Traditionally, jobseekers have used job seeking websites to be connected 
to jobs and employers, but the growth in use of social media sites has 
led to a new way of connecting to potential employers. Social media 
offers great opportunities for job seekers – but often there are some 
pitfalls. Here is Agenda’s overview of the main sites and some general 
dos and don’ts. 

DO
 ■ Ensure that your online CV 

is up to date and accurate.
 ■ Dedicate some time to 

writing a good summary of 
your skills and experience.

 ■ Join groups and 
discussions relevant to your 
line of work and contribute 
to the online community.

 ■ Reciprocate if you receive 
requests for introductions 
from your own contacts 
– using social media 
is a two-way process 
of communicating and 
assisting others.

DON’T 
 ■ Readily accept invitations 

from contacts you do not 
know.

 ■ Be too aggressive or 
controversial in your 
contributions to discussions, 
you don’t want to alienate 
people.

 ■ Think that LinkedIn will 
replace more traditional 
forms of networking such 
as telephoning people or 
meeting face to face.

 ■ Be professional in your 
dealings with them and 
listen to any feedback they 
provide if you have attended 
interviews. 

DON’T 
 ■ Bite off more than you 

can chew. Be selective in 
the number of employers, 
groups (and celebrities) 
you follow as otherwise the 
important information you 
are seeking will get lost 
amongst all the daily chatter.



S O C I A L  M E D I A F O R  J O B S E E K E R S
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FACEBOOK - WWW.FACEBOOK.COM 

With over 28 million UK users (over a billion users worldwide) – Facebook has been revolutionary in how 
many people now communicate with their friends and families. Not wanting to be left out – corporations 
wanted to be involved with Facebook too, which means that many employers (from global multinationals 
to small private companies) now have a company page set up on Facebook.

Communication on Facebook is usually less formal than on LinkedIn so employers use it as a way to 
engage more actively with its customers, users of its products and potential new recruits. If you are job 
hunting, it can be a good tool to find out about employers and what message they are trying to put across. 

DO
 ■ Remember that if you have 

a personal Facebook page, 
potential employers may 
check out your profile if 
you have applied for a job 
with them. Before you start 
job hunting consider what 
pictures of you are posted 
online, what information 
is on your profile and how 
you communicate via your 
status updates. This could 
ruin opportunities for you if 
an employer takes offence 
to any bad language you 
use, for example.

 ■ Check your privacy settings 
closely – and if necessary 
change your settings so 
only your friends have 
access to your information.

 ■ Search for employers you 
are interested in to see 
if they have a Facebook 
page. This can often be a 
good source of information, 
especially if they post 
details of job vacancies.

DON’T 
 ■ Post anything onto your 

Facebook page that is 
unprofessional or could be 
considered inappropriate 
by your current employer 
– it could be used against 
you during a disciplinary 
process.

 ■ Forget that your own friends 
and family can often be your 
best source of information 
when it comes to job 
opportunities. Be discreet 
if you approach them 
about your job search on 
Facebook (use the private 
mailbox option!).
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So now you’ve created the perfect CV. It’s well-
written and concise, and your skill set is bursting. 
No need to worry about a cover letter then? Wrong.

The purpose of a covering letter is to market 
yourself and explain why you’ve sent your CV. 
Without it, you’re essentially sending over a list of 
specifications without telling them why you truly 
want that job.

So, to write a successful covering letter the 
following components are key:

EXPLAIN
Why you are sending the CV.

CONVINCE
Draw in the audience (target your employer) and 
encourage them to read on.

SELL
Call to attention your best attributes and how they 
are relevant to that particular role.

TAILOR IT...
 ■ A covering letter should be as personal as 

possible which means addressing it to a specific 
individual.

 ■ Don’t address it ‘To Whom It May Concern.’
 ■ Avoid the temptation to use a generic ‘one size 

fits all’ template
 ■ Call the organisation to double check how they 

would like addressing - after all, every company 
is different.

 ■ Research the company and see if there is 
anything relevant you can add in the letter that 
will reflect their values.

DEMONSTRATE
Your understanding of the role and its requirements: 
Why should they pick you?
That you’re enthusiastic about the job: Show them 
that you’re a positive individual but don’t go over-
board and make sure you stay realistic.

AVOID
Swirly, eye catching fonts that may be a distraction to 
the audience.

Repeating your CV as this already lists your skill set 
and qualifications.
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Application forms are used by many employers, 
as it’s a great way for them to review candidate 
applications side-by-side, and easily draw 
comparisons between them during the recruitment 
process. However, present job applicants with an 
application form to fill out and it fills some of them 
with horror.

Here are our 10 pointers for how to tackle any 
application form.

1. Take it seriously. Put the effort into making 
your application form as good as it can be as 
it’s probably the only tool with which the hiring 
employer has to judge you and whether they want 
to see you for an interview.

2. Make copies of the original application form to 
get you started, and prepare drafts. Only transfer 
the information onto the original application form 
once you are sure you have the best possible 
version ready.

3. Always check the instructions for filling out the 
application form - if it asks you to fill out the form in 
black ink only, fill it out in black ink only.

4. Refer closely to the job description and person 
specification for the role whilst filling out your 
application form, then you can refer to specific skills 
and experience the reader will be looking for.

5. Answer all questions where possible and fill out 
all the boxes unless instructed to leave some areas 
blank.

6. If there are gaps in your employment history 
there is usually a space to account for these – make 
sure you account for what you were doing and for 
what time periods.

7. Application forms usually have a section for you 
to explain why you are a suitable applicant for the 
role. Take plenty of time to construct a compelling 
case for why you should be selected for interview 
as this section can really differentiate you from other 
candidates.

8. Ask a friend or relative to check your form before 
you   send it.

9. If you are handwriting your form – make sure 
it is neatly written, legible and free from any ink 
smudges.

10. If you are typing your answers onto an 
electronic version, you should have the option to 
spell check the document before you send it.

Above all – don’t let the prospect of filling out an 
application form put you off, otherwise you’ll have 
failed at the first hurdle! After you’ve filled out one 
application form, most are similar to each other so 
practice makes perfect.
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H O W  T O  B E  C V  S AV V Y
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Getting a CV up to scratch is an important part 
of job hunting. Not only is it the first hurdle of the 
process, it is also the key factor in attracting an 
employer’s attention. So, what should it contain?

Despite what many career websites say, there is 
no ’perfect’ template. Different sectors may require 
a different emphasis on a different aspect of the 
content. It is all dependent on the particular role 
you’re applying for. For example, a practical role 
would require an emphasis on career history but 
a candidate applying for an academic role would 
highlight their gained qualifications. 

However, experts suggest all candidates should 
follow these basic rules when creating a CV:

TYPE IT UP
Employers will expect you to word process your CV. 
This is a much neater way of presenting your work 
and generally looks a lot more professional.

KEEP IT SHORT
Preferably no more than two sides of A4. Your 
CV should be clear and concise, stressing both 
achievements and strengths.

THE BASIC FORMAT FOR
A CV INCLUDES
Always check the instructions for filling out the 
application form - if it asks you to fill out the form in 
black ink only, fill it out in black ink only.

 ■ Personal details: including name, address, 
phone number, and email address. If you have 
a relevant online blog, don’t forget to add the 
URL. You no longer need to include your date 
of birth, owing to age discrimination rules.

 ■ Career history: record your most recent job first. 
Include dates and temporary or voluntary jobs if 
and where appropriate.

 ■ A personal profile which sells you and your 
qualities, tailored towards the job you are 
applying for. You should also include a covering 
letter.

 ■ Achievements from previous jobs that are 
relevant and which highlight your strengths.

 ■ Qualifications and training from previous jobs, 
with the most recent first.

 ■ Interests if they are relevant and especially if 
the skills or teamwork concerned are relevant 
for the job.

 ■ Any extra information, such as reasons for a 
career change or reasons for gaps in career 
history, such as caring duties or long term 
travels.

 ■ References: ideally two or more and including a 
recent employer. 

 
Make sure that you keep font and formatting basic. 
Fancy font and tables can hinder your CV by taking 
the attention away from your achievements and 
qualifications.

HOW DO YOU AVOID MAKING      
MISTAKES ON YOUR CV?
Most employers will agree that poor spelling is one 
of the quickest and sure-fire ways of getting rejected 
from a role. It may seem unfair, particularly if you 
are a bad speller, but these costly mistakes can be 
avoided.

Why not ask a friend or relative who is a competent 
speller, to check over your work for you? This way, 
you can be sure that you haven’t made any mistakes 
and you will feel a little more confident once you’ve 
hit ‘send’.

HOW DO YOU ADJUST YOUR 
CV TO SUIT THAT PARTICULAR 
ROLE?
According to career buffs, you should search the 
internet for inspiration. Find adverts for similar roles 
and work your CV around them.

This doesn’t mean that you should do a ‘copy and 
paste job’ because the likelihood is; the employers 
have seen this kind of thing before and binned CVs 
because of it.
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T E L E P H O N E  I N T E R V I E W S
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You may wonder why employers use a telephone 
interview when they can just see applicants face-to-
face? Often this is a way of pruning a large volume 
of applications that appear to meet the criteria on 
paper - to a manageable amount to see in person. 

Do not underestimate the importance of the 
telephone interview or be fooled by the perception 
of it being informal. It is key to your application 
being shortlisted for a face-to-face interview or 
rejected.

PREPARING
Treat the telephone interview as you would a formal 
face-to-face meeting - in other words take the time 
to prepare properly.

 ■ Do background research on the role and 
company.

 ■ Revisit the role details so you understand what 
is required.

 ■ Consider the obvious questions and your 
responses such as 
“what attracted you to apply for this position and 
what can you bring to the role?”

 ■ Have your CV to hand (the one you sent for this 
specific vacancy) so if the interviewer refers to 
it, you can quickly answer any question.

 ■ Arrange to make or receive the call from a 
landline where possible so the reception is 
more reliable.

 ■ Ensure you have sufficient privacy and time.
 ■ Be ready and waiting at the allotted date and 

time and ensure that it’s you who answers the 
phone! 

INTERVIEWING
 ■ Do not be tempted to do anything else during 

your conversation such as driving, eating or dog 
walking.

 ■ Try to remember it is a formal situation and 
address your interviewer how they have 
introduced themselves e.g. Mr, Prof, Dr and 
avoid familiar expressions such as ‘mate’.

 ■ Try to balance listening and speaking.
 ■ Use open language instead of answering with a 

‘yes’ or a ‘no’ and include examples to back up 
your statements.

 ■ Be enthusiastic about the role – show interest 
and have some of your own questions ready.

 ■ You don’t have the benefit of body language 
at a telephone interview – but it does make a 
difference if you try to smile at some points when 
you are talking. Sit up straight in your chair as 
well or stand if that helps.

 ■ Try not to talk too quickly – pausing before you 
answer is fine but let the interviewer know you’re 
just thinking about your answer.

FINISHING
 ■ As with a formal interview, ask what the next 

steps are and when you can expect to hear 
back.

 ■ Thank the interviewer for their time before 
hanging up.
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I N T E R V I E W I N G  S K I L L S 

AGENDA LIFE SCIENCES | CAREER GUIDANCE

Well done – you have passed the first test of your 
job application and been invited to an interview! 
That means your application or CV matches up 
with the job role on paper. Now it’s your opportunity 
to convince the employer that you are the best 
candidate for the role.

Here we offer some advice on how to prepare 
for and ‘manage’ your interview. Although not 
exhaustive the tips below may help to guide you 
through this important part of the recruitment 
process. 

PREPARING
Preparation is the most important part of the 
interview process. Go in unprepared and you will 
almost certainly fail to convince the employer that 
you are the best person for the role. 

The more time you invest in preparing, the more 
confident you will feel during your interview. Here 
are our top tips:

 ■ Make sure you know what is expected of you 
beforehand. Is the interview an informal chat 
with one person, or more formal with multiple 
interviewers or a panel interview? Will it 
involve other elements such as psychometric 
testing, a lunch with other staff members or a 
presentation?

 ■ Revisit the job requirements – read the job 
advertisement, 
job description and person specification. How 
do you meet the requirements? Look at each 
element and try to answer this out loud.

 ■ Do your research. Look at the company’s 
website as a minimum

 ■ – make sure you understand what they do, 
what they make 
or what research they do and where they are 
based/how many employees they have. Google 
them to see if they have been in the news 
recently. Look at their competitors and the 
market place in general – the more you know 
about them and their industry the better.

 ■ Prepare for commonly asked questions, these 
might include:

 ■ Tell me about yourself.
 ■ Why are you leaving your current job?
 ■ Why do you want to work for us?
 ■ What can you bring to the role?
 ■ Where do you see yourself in 5 years 

time?
 ■ Have a friend or relative practice interviewing 

you. Sometimes saying your answers out 
loud (however silly it may feel) can help you 
articulate what you are trying to get across. You 
can also correct any mistakes in this stress-
free situation before you have to face the real 
interview reliable.

ARRIVING
 ■ Travel arrangements – ensure you have 

accurate maps and directions, or if it’s not 
too far, travel to the company a few days 
beforehand to check where they are. Arriving 
late is one of the most common ways to ruin 
your chances – even if you do a great interview 
once you get there.

 ■ Aim to arrive at least 10 minutes before the 
start of your interview time. Companies often 
have security lodges you have to get through 
- then there’s parking your car and getting to 
the reception area. Have you calculated how 
long it will take to get there? If they have a big 
campus, do you know which building you are 
going to and where to park nearby?

 ■ If you are going by public transport – where’s 
the nearest station, how far is the station from 
the company, can you walk or get a taxi? Do 
you have walking maps?

 ■ Make sure you have a charged mobile with you 
so you can phone ahead if you do run into any 
problems.

 ■ If you are waiting in reception, chat to the 
receptionist or other staff sent to greet you – 
often a good impression created with people 
not involved in the interview can be just as 
important.

 ■ Make sure your mobile is switched off during 
the interview.

Certificate Number 1889
ISO 9001, ISO 14001, 

ISO 27001  



I N T E R V I E W I N G  S K I L L S 

AGENDA LIFE SCIENCES | CAREER GUIDANCE

INTERVIEWING

 ■ Take a deep breath and relax – the interviewers 
will understand you are nervous.

 ■ Engage with the interviewers in a friendly way 
and smile every now and again.

 ■ Listen to the question being asked - it’s OK to 
say you would like just a moment to think about 
your answer before talking.

 ■ Take your cues from the interviewer on your 
lengths of answer and try not to waffle on 
for too long. Where possible try to have an 
example to back up any claims you make e.g. 
when you have worked effectively in a team.

 ■ Answer as accurately and honestly as you can. 
The temptation may be there to embellish but it 
will always come back to haunt you – whether 
now in the interview, or later if you do actually 
get the job.

 ■ Think about your body language – try not to sit 
with your arms folded, or slouched down.

 ■ Don’t criticise your current or past employers.
 ■ Use it as an opportunity to ask questions for 

example:
 ■ Why is the role available?
 ■ What are the company’s expectations?
 ■ What will the priorities be in the first 

few months?
 ■ Do you think I’m the right person for 

the role?
 ■ What training and development is 

available?
 ■ Above all – be yourself. 

LEAVING
 ■ Ask about the next step in the recruitment 

process, when you can expect to hear back 
and who from – and take a business card if 
appropriate.

 ■ Thank the interviewer(s) for their time.
 ■ If it seems appropriate, you can also email 

or send a short note thanking the company 
for meeting with you and you look forward to 
hearing the outcome.

Well done, you have successfully completed 
your interview! Now you just have to wait for the 
outcome. Whilst waiting, why not have a think about 
how you felt things went? Don’t beat yourself up 
if you didn’t answer some of the questions very 
well but see it as an opportunity to learn from any 
mistakes for future interviews.
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B O D Y  L A N G U A G E
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How we communicate with each other is a 
combination of what we say (words), the tone we 
use (how we say it) and the body language we use.

In an interview situation, you can say all the right 
words and be the best person on paper for the 
role – but unless your body language portrays 
confidence and honesty you might not be the 
person getting the job offer. 

Facial expressions communicate emotion. They 
take the form of smiles, frowns, eye twitches, nose 
wrinkles, eyebrow lifts, flushing or blanching. Such 
expressions can show respect or dominance, 
joy or sadness, fear or happiness, surprise or 
disappointment, love or hate, interest or boredom, 
disgust or approval. 

Body motions or gestures communicate 
understanding or lack of it. When communicators 
like or are in agreement with each other, their 
bodies tend to move at the same time or rate, or in 

some similar manner. Passive listeners may scratch 
their chin, run their fingers through their hair, wipe 
their forehead, look at the ceiling or play with their 
watch to reduce anxiety. 

Posture communicates attitude. When people are 
negotiating they will sit closer to the table if they are 
pleased with the progress of the talks and farther 
from the table if they are unhappy. Posture can 
convey alertness, boredom, disgust, eagerness, 
enthusiasm and energy – or lack of it. 
Here are our top tips for portraying positive body 
language in an interview situation:

1. Give each interviewer a firm handshake at the 
beginning and end of the interview.

2. Maintain good eye contact. If there is more than 
one interviewer, look at the person asking the 
question when you reply but glance at the other 
interviewers from time to time.

3. Always pay attention to your posture – and try to 
sit up straight with your feet crossed underneath 

you. Any slouching, or sitting with your legs 
stretched out can convey a casual or sloppy 
approach to your interview.

4. Avoid crossing your arms (when standing or 
sitting) as this can appear defensive

5. Resist the urge to touch your face or play with 
your hair – this can sometimes suggest that you 
are being dishonest or withholding information.

6. Try not to fidget e.g. playing with a pen or 
dangling your feet as this can convey boredom 
or anxiety.

7. If you can, try to mirror the interviewer’s body 
language to build a rapport with them.

8. Try to smile from time to time, nodding 
in moderation can also show you are 
understanding and agreeing with what the 
interviewer is saying.
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IT PAYS TO BE PROFESSIONAL
Discussing and negotiating salaries is a sensitive 
issue. The keys to success are a professional 
approach, timing and knowledge. We’ve put 
together some basic but important guidelines to 
help you achieve the right conclusion to your salary 
negotiations.

Mention salary too early and you risk looking more 
interested in money than the job. Conversely, leave 
it until after you have received a written offer and 
there may be no room left for negotiation. Timing is 
everything. Deciding WHEN to broach the subject 
of salary largely depends upon the type of interview. 

SCREENING INTERVIEWS
It is more prudent to ask for information about the 
salary range at the end of the interview – do not start 
negotiating!

MAIN INTERVIEWS
If they give you the salary range up front, this 
knowledge puts you in a stronger position. If salary 
is not mentioned, ask for basic information, find out 
what the next stage is and only start negotiating if 
and when they start the ball rolling. 

IF THEY WANT YOU – GO FOR IT!
When you are sure that you are their first choice – 
it’s time to negotiate! Remember, you are in your 
strongest position when they want you, but before 
they’ve got you. If they say they will put their offer in 
writing, don’t wait! Tackle the subject there and then 
and start negotiating. 

KNOWLEDGE IS EVERYTHING
Know your financial needs and your value. Avoid 
over or under-pricing yourself and be ready to back 
up your salary claim with relevant facts. Be sure to 
work out the total value of the package, before and 
after tax, so you have figures for comparison with 
your current salary. Don’t forget to include benefits 
such as pension, bonus, car, shares and health 
cover. Check how often salaries  
are reviewed. Are increases based on performance? 
If so, how is performance measured? Weigh up the 
package against factors such as job satisfaction, 
prospects and location. 

Research the market so you know what the 
going rate is for someone with your skills and 
responsibilities. Equally important, ascertain what 
the employer can afford and whether or not they are 

restricted by rigid salary structures and pay scales. 
Universities for example, often have a defined scale 
of grades – whereas smaller private companies may 
have a more flexible approach depending on the 
person.

D I S C U S S I N G  S A L A R I E S
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E VA L U AT I N G  J O B  O F F E R S
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Detailed consideration of a job offer can help you to 
negotiate a better package. Preparing a 
checklist can also help to ensure you meet your 
main remuneration objectives and that other 
key issues surrounding the job are clarified.

No job, however attractive it may be, will contain all 
or even most of the items we list below. However, 
it will provide the framework for you to identify your 
priorities and determine how the job offer measures 
up. It will also identify where the opportunities or 
problems lie to help you make a more informed 
decision. 

1. CORE PACKAGE
 ■ Basic salary
 ■ Overtime
 ■ Salary structure/bands
 ■ Position in range
 ■ London weighting
 ■ Bonus/commission schemes
 ■ Profit share
 ■ Stock options/awards
 ■ Dates and frequency of salary reviews
 ■ Method of salary assessment e.g. performance 

and/or cost of living related

2. BENEFITS
 ■ Holiday entitlement
 ■ Company car
 ■ Relocation package

 ■ Pension contributions
 ■ Private health/medical insurance
 ■ Life insurance
 ■ Death in service benefit
 ■ Mobile and home telephone
 ■ Sick pay scheme
 ■ Professional subscriptions
 ■ Leisure/on-site sports facilities
 ■ Club membership/gym
 ■ Home computer or laptop with software
 ■ Expenses including travel and meals provision
 ■ Flexible working arrangements
 ■ Interest free travel loan
 ■ Family friendly benefits e.g. childcare vouchers
 ■ Maternity/Paternity/Adoption leave benefits
 ■ Subsidised canteen/restaurant facilities
 ■ Car parking – free or subsidised
 ■ Discounts on retail goods
 ■ Social events e.g Christmas party
 ■ Staff welfare schemes/support lines
 ■ Training allowances
 ■ Signing bonus
 ■ Referral bonus

3. OTHER FACTORS
 ■ Your title/status
 ■ Scope of the job and your role
 ■ Opportunities for career advancement
 ■ Other opportunities for development e.g. travel/

attendance at industry events
 ■ Corporate plans

 ■ Location of the job/the commute
 ■ Quality of the work environment
 ■ Compatibility with boss and colleagues
 ■ Reputation/performance of the company
 ■ Corporate responsibility/charitable schemes 

within the company

When you receive the details of your job offer 
consider all the elements of the package carefully, 
not just the basic salary. Don’t be pressured into 
making a quick decision – most employers will 
allow at least a day or two, if not more, for you to 
carefully consider their offer. Don’t be afraid to try 
and negotiate if you feel your skills and experience 
are worthy of a higher salary but don’t be greedy – 
the employer may be restricted by market rates or 
internal structures. Be ready to justify any request 
you have for a higher salary based on what you can 
bring to the company. 

Finally, discuss your job offer with close family and 
friends as often they might be able to point out 
factors you hadn’t considered.
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Modern jobseekers are by now, used to various 
forms of paperwork they are expected to provide 
when seeking employment such as filling out 
application forms and providing evidence 
of their right to work within the UK.

Agenda also conducts rigorous security screening 
of job applicants we either employ directly, or those 
we recommend to our clients for employment. 
This is to ensure that all applicants supplied or 
recommended by Agenda do not present a security 
risk to the extensive list of employers we work with. 

1. THE PROCESS

If you are offered an interview with Agenda or one 
of our clients, we will ask you to provide some basic 
information prior to your interview so that we can 
conduct a basic security screening. Details we ask for 
include a copy of your CV including work history, your 
identification, proof of address and details of referees. 

You can enter these details online via our secure and 
convenient ‘candidate input system’, and then leave 
the rest to us.

If you are offered a job with Agenda or one of our 
clients, we will then conduct additional checks to 
complete a comprehensive screening process. This 
includes a telephone interview with you, in addition 
to taking references over the telephone from your 
nominated referees. All checks carried out are done 
with your consent and within a specified time period 
so that the recruitment process is not hampered. 

2. CANDIDATE CARE

Agenda understands that jobseekers undergoing a 
pre-employment screening for the first time may be 
concerned or worried about submitting their personal 
information. We ensure our processes are designed 
to make jobseekers comfortable and confident in 
our ability to carry out the screening professionally 

and to take good care of their personal information. 
Jobseekers have access to our dedicated team to 
provide advice and reassurance if needed, and we 
also conduct regular candidate satisfaction surveys. 
We hope that you find the screening process as 
straightforward as possible but if you have any 
questions along the way please feel free to contact 
the Screening Services team on 08456 44 55 46.

S E C U R I T Y  C H E C K S
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M A K I N G  R E F E R E N C E S  W O R K  F O R  Y O U

M A K I N G  R E F E R E N C E S  W O R K  F O R  Y O U
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Like most job seekers, you’ve probably spent more 
time thinking about how to word your personal 
statement and perfect your covering letter- at the 
expense of thinking long and hard about your 
references. Who you choose as a referee is one of 
the most important parts of the job search process 
and can be the difference between winning and 
losing a role.

Always remember that employers are making a 
big investment hiring you and they need to be sure 
you are who you say you are. A referee, who would 
give you a genuine account of your personality 
and skill set, is obviously a good choice. Someone 
who was a little ‘lukewarm’ towards you should 
be overlooked. After all, why would you want a 
mediocre reference?

So if we have to pay such close attention, what 
criteria do we need to stick to when setting up the 
reference process?

SCRAP THE GENERIC LETTERS OF 
RECOMMENDATION

Employers do not want to read letters written in the 
past nor do they want anything ‘generic’.  They want 
to be able to communicate directly with a contact 

who can give them a clear, up-to-date account of 
your abilities and character. Agenda’s Screening 
department do not accept these on the grounds of 
credibility. How can you truly tell that the letter isn’t 
written by the candidate themselves?

NEVER LIST NAMES OF REFEREES 
ON YOUR CV

Referees should normally be listed on a separate 
sheet and should not be given out until some form of 
offer for an interview or the job itself, has been given. 
If you get to the interview stages, take a list with you in 
case they want to take your application further.

THINK STRATEGICALLY  ABOUT 
REFEREE CHOICES

Think about the type of reference you want and 
who would make the strongest recommendations. 
Don’t assume that former managers have to be a 
referee - you could choose a former colleague or 
even a supervisor in a different department. Again 
try and choose those who know your strengths and 
abilities and will say only positive things.

USE A VARIETY OF PEOPLE

Whatever you do, don’t use three people from the 
same company and leave it at that. You want to use 
three to five people with whom you have worked 

closely but who came from different places. If possible, 
use an educational, a professional and a personal 
reference. In addition to those, a reference from either 
an internship or voluntary work is also desirable but 
not necessarily essential.

For personal references, avoid listing family members 
or anyone you are in a relationship with as companies 
cannot accept these and will instead ask you to provide 
a friend’s details. If you have had your own company, 
former customers and business acquaintances are 
acceptable for this.

GET  PERMISSION TO USE SOMEONE 
AS A REFERENCE

Don’t just list someone as a reference - be sure to 
ask them first. Not only is this common courtesy, it 
also makes the process easier for the company. 
Companies often find themselves waiting on referees 
to respond, delaying the application process and 
sometimes costing the applicant a job due to time 
delays. And don’t delay asking them because you’re 
afraid, most people will be flattered and if they aren’t, 
ask someone else.
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Congratulations, you got the job! You used our 
previous tips and succeeded in winning that sought-
after role. However, the hard work doesn’t stop 
there. The challenge now, is settling in.

Even the most confident people find this bit hard 
as it involves a lot of on-the-job learning as well 
as building and nurturing good relationships with 
your new colleagues. But it doesn’t have to feel so 
daunting especially if you follow our tried and tested 
tips.

PICK THE RIGHT PEOPLE TO HELP YOU

When you first arrive on the scene it is likely that you 
will be assigned a person, or as Agenda like to call 
them, a ‘Buddy’. This is the person who is meant to 
guide you and answer any work-related queries you 
have. 

However, he or she may not have all of the answers 
you need, and it may be worth identifying your best 
sources for detailed answers to specific questions. 
This way, you’ll be getting a fuller answer and can 
avoid pestering the same person. 

GET THE TIMING RIGHT

When everyone around you seems rushed off their 
feet you may feel reluctant to ask any questions. You 

can’t help the fact you’re still learning but you can pick 
and choose a good time to ask them. 

Make sure you assess body language and tone of 
voice before approaching them. Do they appear to be 
in the middle of something? Can the question wait? If 
it can, drop the task at hand and leave it until a more 
convenient time.

Or, you could save all the questions you need to ask 
for a less busy period or a later time in the day. 

MAKE NOTES WHILE YOU’RE 
LEARNING

Having access to information when you need 
it is helpful, so, rather than trying to memorise 
everything, make notes as you go along. This 
way you have something to refer to when you’re 
really stuck and you won’t have to ask people the 
same question twice. Having notes also means 
you can take in the information in your own time 
at home.

ASK FOR EXAMPLES

If you’re finding a particular task hard, ask for an 
example of what’s required. Sometimes, when we’re 
given instructions, taking in all the information can be 
easier with an example to refer to.

SIGN UP FOR CLASSES

Most companies offer complimentary courses to help 
employees get up to speed on tasks. If the opportunity 
of training arises, go for it as you can build your 
knowledge.

AND FINALLY…

Take a deep breath. We all experience a little stress 
from time to time as we try to fit in to a new job – that’s 
completely normal. However, if you feel that new 
pressures are affecting your performance, approach 
your supervisor with your concerns to see how they 
can support you.
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More and more employers in today’s market are 
making use of Skype to make their interview 
process more efficient.  A Skype interview offers 
the employer a more personal approach than a 
telephone interview, and with many businesses 
operating across multiple sites around the 
world, interviews on Skype are becoming 
more commonplace. Do not underestimate the 
importance of a Skype interview or be fooled by the 
perception of it being more of an informal process. 
It is key to your application being shortlisted for a 
face-to-face interview or rejected. 

As with any interview, your preparation beforehand 
is vital and is often the key to your success.
Ahead of your next Skype interview you should 
consider the following points - 

APPEARANCE & SURROUNDINGS 

Despite not meeting in person, you should still treat 
a Skype interview as you would any other interview. 
This means dressing in formal attire as it is displays a 
professional approach.

Your surroundings are not something that you would 
normally need to consider during an interview, however 
on Skype, they are as vital as dressing appropriately. 

Ensure that the room is well lit and tidy. It is also 
important to remove anything in the background that 
may be distracting for the interviewer, you want to 
ensure that their full attention is on you.

Before passing on your Skype address for an 
interview, consider how it represents you and if it is 
professional. If it is a personal address and does not 
give the right impression, it is worth creating a new 
account for business use.

BODY LANGUAGE AND ENGAGING 
WITH THE INTERVIEWER

Despite looking at a computer screen and not being 
in the same room as the person interviewing you, it is 
very important to engage the person you are speaking 
with through positive body language.

Maintain good eye contact throughout, try to forget 
that you are looking at the screen and focus on the 
person you are speaking with. The best way to do 
this is look directly at the camera lens, do not get 
distracted by anything else on the screen.

Pay attention to your posture - try to sit up straight and 
avoid slouching in your chair.
Avoid crossing your arms as this can appear defensive.

Try not to fidget e.g. playing with a pen or dangling 
your feet as this can display boredom or anxiety, and 

can distract the person interviewing you. Look to 
acknowledge the interviewer and offer input regularly 
to reassure the person that you can hear them.

TECHNICAL DIFFICULTIES

Ahead of your Skype interview, it is always 
recommendable that you have a friend or family 
member call you for a test run. Not only can you 
practice your interview conduct, you can pre-empt 
any technical issues that you may face.

It is also beneficial to ask for a contact telephone 
number of the interviewer in advance. If you lose 
connection and are unable to reconnect you can 
contact them to advise them, and continue the 
interview over the telephone/re-arrange.

Despite your best efforts, technical difficulties and 
issues can occur, this can mean that you miss 
information during the interview. If you encounter this 
problem, politely ask the interviewer to repeat the 
question to avoid missing any crucial information.

Remember to be yourself and look to convey 
your personality where appropriate. The person 
conducting the interview will be looking to identify 
your personality traits and how you may fit into their 
team. Remember to relax and try to be confident in 
your responses.
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Companies often like you to give a PowerPoint 
presentation as part of an interview as it assesses 
your communication skills, knowledge of a topic and 
your ability to stay calm under pressure. If you’ve 
been asked to give a presentation, follow these 
guidelines to help avoid ‘death by PowerPoint’.

 ■ Use a sans serif font for body text. Sans 
serifs like Arial, Helvetica, or Calibri tend 
to be the easiest to read on screens. 

 ■ Use decorative fonts only for slide headers, and 
then only if they’re easy to read. Decorative 
fonts –calligraphy, German blackface, futuristic, 
psychotic handwriting, flowers, art nouveau, 
etc. – are hard to read and should be reserved 
only for large headlines at the top of the page.  

 ■ Consider font colour in context with your slide 
background, test this in presentation mode in 
advance to ensure it is easy to read. Light font on a 
dark background or dark font on a light background. 

 ■ Align text left or right. Centred text is harder 
to read and looks amateurish. Line up all 
your text to a right-hand or left-hand baseline 
– it will look better and be easier to follow. 

 ■ Avoid clutter. A headline, a few bullet points, 
maybe an image – anything more than that and 
you risk losing your audience as they sort it all out

 ■ Try to follow the 6x6 rule on each slide e.g. 
only 6 bullet points per slide with no more than 
6 words per bullet point. Some deviation from 
this may be required, however, it is generally 
best practice to keep to this where possible. At 
the most a slide should contain no more than 40 
words. Your bullet points are there to compliment 
what you are saying not to act as a repetition of it. 

 ■ Use the correct size font. Ideally you want to be 
using nothing smaller than 26pt with headings and 
using anything from 34 to 40pt for titles/headers. 

 ■ Avoid complex animations and moving text. 
When presenting you want the audience to 
see the slide and then have their attention 
return to what you are saying. The best 
animation to use is the “Appear” effect. 

 ■ Where possible/appropriate make use of visuals 
such as photos, graphs, diagrams and media clips. 
This helps to avoid large overloads of text and breaks 
things up for your audience. Avoid shoehorning 
these in and do not use any poor-quality images/
complex wordy tables, charts or graphs. Whilst 
this will help to engage your audience, ensure 
that they contribute to the overall presentation. 
 
 
 
 

 ■ Consider your tone of voice. Through nerves, 
eagerness to finish or even from regular presenting 
it is very to fall into the trap of droning on and on. 
Consider presenting as if you are talking with a 
friend and not reading off a script (even though 
you are). Keeping a lively and personable tone of 
voice can be difficult so it is always advisable to 
have numerous practice run throughs in advance. 

 ■ Practice makes perfect. Always practice your 
presentation before, ideally in front of a friend or 
family member, however, you can always do this 
in front of a mirror. The main thing is to ensure 
that your timing is consistent, and that you are 
comfortable with your script. Sometimes words that 
are written just do not flow when speaking out loud. 

 ■ Script? Yes, it is always advisable to memorise 
your script so that you do not need to read from 
this whilst you present. For some people it’s just 
not possible though. If you need to read from 
written text, ensure that it is clear enough for 
you to read and not lose track. The main thing to 
remember here is to engage your audience and 
make eye contact, do not stand there with your 
head down.
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