
JOB HUNTING INSTRUCTIONS

Made by Maria Votintseva



Step 1: Figure out in what area do you 
want to work
• Special web-sites will help you
• I recommend these:

1) https://jobs.theguardian.com/
2) https://ru.indeed.com/



Step 2: Make sure that the vacancy 
you found is really what you need

• Find pros and cons
• Pay attention to the salary
• Is the company reliable?



Vacancy example



Step 3: Write a CV

• Tell about your 
education, work 
experience and other 
skills you have

• Don’t lie! Be truthfull

• Don’t make it too long 
or to short



Step 4: Write a Cover Letter

• The cover letter is a tool to 
help introduce yourself in a 
memorable, personal way 
during a job application.

• A well-crafted cover 
letter goes over 
information on your 
resume and expands this 
information for the reader, 
taking them on a guided 
journey of some of 
your greatest career and 
life achievements.



Step 5: Job interview



My tips for the Job interview



10 common Job interview questions

1) Why do you want this job?
2) Why should we hire you?
3) What’s your dream job?
4) What are you looking for in a new position?
5) What type of work environment do you prefer?
6) What do you know about the company?
7) How did you hear about the position?
8) Can you tell me a little about yourself?
9) How would your ex boss and co-workers describe 

you?
10) How do you deal with pressure or stressful 

situations?



Answers to these questions
1) Identify a couple of key factors that make the role a great fit for you (e.g., “I love 

customer support because I love the constant human interaction and the 
satisfaction that comes from helping someone solve a problem"), then share why 
you love the company (e.g., “I’ve always been passionate about education, and I 
think you guys are doing great things, so I want to be a part of it”)

2) Your job here is to craft an answer that covers three things: that you can not only 
do the work, you can deliver great results; that you'll really fit in with the team 
and culture; and that you'd be a better hire than any of the other candidates.

3) Along similar lines, the interviewer wants to uncover whether this position is 
really in line with your ultimate career goals. While “an NBA star” might get you 
a few laughs, a better bet is to talk about your goals and ambitions—and why this 
job will get you closer to them.

4) Hint: Ideally the same things that this position has to offer. Be specific.

5) Hint: Ideally one that's similar to the environment of the company you're 
applying to. Be specific.



Answers to these questions
6) Any candidate can read and regurgitate the company’s “About” page. Start with one line that 

shows you understand the company's goals, using a couple key words and phrases from the 
website, but then go on to make it personal. Say, “I’m personally drawn to this mission 
because…” or “I really believe in this approach because…” and share a personal example or two.

7) For example, if you found out about the gig through a friend or professional contact, name drop 
that person, then share why you were so excited about it. If you discovered the company through 
an event or article, share that. Even if you found the listing through a random job board, share 
what, specifically, caught your eye about the role.

8) This question seems simple, so many people fail to prepare for it, but it's crucial. Here's the deal: 
Don't give your complete employment (or personal) history. Instead give a pitch—one that’s 
concise and compelling and that shows exactly why you’re the right fit for the job. Start off with 
the 2-3 specific accomplishments or experiences that you most want the interviewer to know 
about, then wrap up talking about how that prior experience has positioned you for this specific 
role.

9) First of all, be honest (remember, if you get this job, the hiring manager will be calling your 
former bosses and co-workers!). Then, try to pull out strengths and traits you haven't discussed 
in other aspects of the interview, such as your strong work ethic or your willingness to pitch in 
on other projects when needed.

10) Choose an answer that shows that you can meet a stressful situation head-on in a productive, 
positive manner and let nothing stop you from accomplishing your goals. A great approach is to 
talk through your go-to stress-reduction tactics (making the world's greatest to-do list, stopping 
to take 10 deep breaths), and then share an example of a stressful situation you navigated with 
ease.



Good luck!


