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If you are new to job hunting, this guide will help you through the 

process of looking for work and applying for jobs

Step 1: Find out about jobs 

Step 2: Write or update your CV 

Step 3: Write a cover letter and apply for suitable jobs 

Step 4: Prepare for job interview 

Step 5: Advices for the interview

Step 6: Get a job offer  



Use a variety of search methods to find more job 

vacancies (links to vacancies and recruitment agencies)



Use your research to make a list of the skills you have that 

match the job requirements



Dear Colloco Search Ltd,

I am writing to apply for the 3D designer position advertised on the website Indeed. As requested, I am enclosing my 
resume. 
The opportunity presented in this listing is very interesting, and I believe that my experience in 3D modeling and design 
education will make me a very competitive candidate for this position. The key strengths that I possess for success in this 
position include: 
- I am attentive to detail and creative;
- I am confident using 3DS Max and similar software;
- I have experience working in projects and presentation skills.

Please see my resume for additional information on my experience.

I can be reached anytime via email at introvert14@mail.ru or my cell phone 89096999420.

Thank you for your time and consideration. I look forward to speaking with you about this employment opportunity. 

Sincerely, 
Elena Aleksandrova 

Use templates to help you write your cover letter



Think about what kind of questions an employer might ask you

Why do you want this job? 

What are your strengths? 

What do you like to do in your spare time / free 
time? 

What are your plans for the future? 

Tell me about your educational background. 

Please describe your work experience.
 
Why did you choose this field? 

Are you looking for full- or part-time 
work? 

Why should we hire you? 

How soon can you start work?



Attend job interviews

You should:

• Find information about company which 
position you apply;

• Be ready for interview questions;

• Be positive;

• Plan how to get the interview place;

• Dress professionally.

You should not:

• Be nervous;

• Be late;

• Look untidy;

• Lie about yourself on the interview;

• Say that this is your last chance.



No matter how hard you try, it is likely that not every 

application will gain you a job interview. 

• If you are offered a job, your employer will usually make a verbal offer first. They 

will then send you an employment agreement, which will outline the details of 

your employment.

• Before you sign an employment agreement, look over the details, and get 

advice if you need it.


