Trainer guide - Cover letters and application forms 

Slide 1: Cover letters and application forms (3 minutes)

Welcome everyone to the session.  
Talk about any domestics of the room (heating, lighting, where the toilets are, if there are any fire alarms scheduled, where the fire exits are).  
Explain when the break will be.  
Answer any questions the group may have and explain there will be opportunities to ask any questions as we progress through the modules.  
Read the objectives.
This session should last about 2 hours depending on size of the group.


Slide 2: Objectives (5 minutes)

Read through the objectives.


Slide 3: Activity 1 Why is a cover letter important? (7 minutes)
This is an opportunity to find out what prior knowledge the group has on what a cover letter is and why it’s important.
Ask the following 
· What you think a cover letter is for
· Examples of cover letters you have written
· How cover letters can help you secure a job
Ask the group to make notes in their workbook. Give them time to do this.
Then ask them to share their thoughts, encouraging conversation.


Slide 4: Cover letter impact (5 minutes)
Repeat and confirm any ideas and thoughts shared in the previous slide. 
Reveal the impact of a cover letter to the group. The potential employer will see your cover letter before they see you, so it needs to have impact. 
You should send a cover letter when you apply for a job with a CV. Write it as a formal letter and attach it to the email along with your CV.
If you have less work experience on your CV, your cover letter can improve your application.
An employer will be looking to see: 
· who you are and what job you want
· what relevant skills you have and how you'll apply them
· if you have any additional skills over and above the job advert
· if you have a positive and professional attitude
· what you know about the company
You can also:
· explain any gaps in your CV
· talk about disability if you choose to
Ask if anyone has any questions.


Slide 5: Cover letter format (10 minutes)
Your cover letter should be concise and well-presented. Use clear paragraphs written in a font such as Arial. Do not use multiple colours, pictures or Word art. 
· Be clear and honest.
· Keep to the facts and show how you can do the job.
· Describe how you developed your skills and qualifications.
· Include the job reference number (if there is one) and enter it in the opening line. For example, ‘Dear Mr Smith, Re: Job Reference 345’.
· If you start with ‘Dear Sir / Madam’, end with ‘Yours faithfully’.
· If you start with the person’s name, ‘Dear Mr Jones’, end with ‘Yours sincerely’.
· Double check your spelling and grammar before sending.
Encourage conversation on this.


Slide 6: Activity 2 Review a cover letter (2 minutes)
As a group we’re going to break down a job description and the cover letter that was written to apply for it.
Ask if the group have any questions before starting the activity.
There will be time for questions as we work through it. 
Go through Activity in the workbook.
First, we’ll look at the job description. The job description holds all the information on what responsibilities the job will have, and what skills are needed to do the job.
These are usually separated into Essential and Desirable Skills.
We’re going to look at the essential skills required for a Retail Assistant role at Homecare.
These are to:
· be able to communicate effectively with the public and support any needs they have
· have experience working in customer service
· be flexible and solve problems reactively
· work well in a team and independently
· be professional and approachable to a diverse range of customers
Questions to ask the group:
· Should we include these in the cover letter?
· Why should we include these?
Read through each section of the cover letter and ask the group to think about the following.
· Positive parts of the cover letter
· Match the skills mentioned in the cover letter to those required in the job description
· Your thoughts on the cover letter

After each section, allow time for the group to share feedback and ask any questions.

Tips to share with the group 

Address your letter to the person who is managing applications. This information should be in the job advert. If it is not, try to find out by tracking it down on the company website or LinkedIn. If you cannot find it, call, and ask. You'll be able to address your letter properly and show that you're keen.

If you find a name, start the letter with 'Dear Mrs Smith' or 'Dear Mr Smith'. Otherwise, 'Dear Sir/Madam' is fine.

First paragraph: State why you are getting in touch.

As well as saying why you're getting in touch, it's also good to mention where you found out about the job. For example, say "as advertised on reed.co.uk" or mention someone's name if they referred you. Include the job reference number if there is one.

Second paragraph: Say why you are suitable for the job.
Briefly describe your professional and academic qualifications that are relevant to the role. Cover each of the skills listed in the job description.
Third paragraph: Tell them what you can do for them.
Write about what you can do for the company. Talk about your career goals and make these relevant to the position you're applying for. Provide examples from your CV that prove you have the skills that they need.
Fourth paragraph: Sum up why you’re the right person for the job.
Summarise why you're interested in the role and why you would be the right fit. Finish by saying that you'd like to meet the employer for an interview.
Signing off your cover letter
Use "Yours sincerely" if you know the name of the hiring manager, or "Yours faithfully" if you do not. Follow this with your full name. You may also wish to include your email address and phone number.


Slide 7: Activity 3 STAR method (2 minutes)
The next few slides will be an introduction to the STAR method. This is a method you can use to structure examples of when you have met the skills mentioned in the job description.


Slide 8: What does STAR stand for? (5 minutes)
Go through each section and explain further. 

S Situation – What was the challenge or event you faced?
T Task – What were your responsibilities? 
A Activity or action – What steps did you take to address the situation?
R Result – What did you achieve through your action?
Then complete Activity 3 in the workbook.

An opportunity to practise the STAR method.
The essential skill we are giving a STAR example for is ‘works well as part of a team’.
The paragraphs marked 1 to 4 are mixed up, discuss each with the group and discuss what the right order should be.

What do people in the group think of this method?


Slide 9: Your STAR example (10 minutes)
Ask the group to think of 1 skill required in a job you would like to apply for.
Using the STAR method, think of or write down an example of how you applied this skill using a real-life example.
Allow them time to think and make notes in their workbook.
Encourage them to share their examples with the group.


Slides 10 to 11: Activity 4 - A cover letter quiz (15 minutes)
Prepare the following statements on a flipchart. 
Choose what you should include in your cover letter. Which of the following should you include?
A) Which vacancy you are applying for and how you found out about the job
B) Brief biography (a little bit of info about you) 
C) Your experience and skills related to the job 
D) Any negative personal qualities 
E) Your motivation for applying for this job 
F) The reason you left your previous job 
G) Your desired salary 
H) A detailed list of your qualifications 
I) What you can offer the company 
J) Tell them which other documents you are attaching with the cover letter 
K) Disability, impairment or health condition

Depending on the size of the group you can complete this quiz with the whole group or use Break-out rooms in Microsoft Teams. You can put the choices A to K in the chat for groups to reference.
You can work through them 1 at a time or open the list up to discussion with the group.


Slide 12: Include (5 minutes)
Discuss correct answers on the screen.
A) Which vacancy you are applying for and how you found out about the job
B) Brief biography (a little bit of info about you) 
C) Your experience and skills related to the job 
E) Your motivation for applying for this job 
I) What you can offer the company 
J) Tell them which other documents you are attaching with the cover letter 
K) Disability, impairment or health condition – This is your choice

We’re going to discuss the last option in a bit more detail.


Slide 13: Talking about disability at application stage (5 minutes)

Your application should be about how your skills and experience make you the right person for the role. You do not need to focus on your condition in your application form unless you want to.
You do not have to answer any questions about disability.
Including your condition might increase your chances of getting an interview or job offer if:
· the employer wants to interview more disabled people
· it’s relevant to the skills needed for the job
If you mention your condition on the application form, and do not receive an interview, this could be discrimination. But this is hard to prove.
You might want to wait until you have a job offer to mention your condition. If the offer is withdrawn, it’s easier to prove this is discrimination.
We will complete more work on this in Module 8 – Talking about disability.

Slide 14: Disability confident employers (2 minutes)
By law, all employers must treat all job applicants equally regardless of any health conditions they may have. Some employers make it clear that they want disabled people to apply.
There are a few job sites aimed at disabled people, we will look at these further in Module 10, Opportunity Searching.
The Government runs Disability Confident, which replaced the ‘Two Ticks’ scheme. All Disability Confident organisations:
· have committed to offering an interview to a fair number of disabled people who meet the minimum criteria for a job. This does not mean that all disabled people are entitled to an interview.
· can use the Disability Confident symbol on their websites and job adverts
If you want to get an interview under Disability Confident, you will need to say that you are disabled in your job application.
These are the logos to look out for when applying for jobs.

Slide 15: Application forms (2 minutes)
The following slides will be going into more detail on the structure and details of the application form.
You might submit this instead of a cover letter, or they might request both.

Slide 16: What is an application form? (5 minutes)
Read through slide.
Each sentence will appear individually.
Allow time for discussion and questions on each point.

Slide 17: Structure of an application form (5 minutes)
Read through slide.
Each sentence will appear individually.
Allow time for discussion and questions on each point.

Slide 18: Use the job description (5 minutes)
Read through slide.
Each sentence will appear individually.
Allow time for discussion and questions on each point.

Slide 19: Checking application forms (5 minutes)
Read through slide.
Each sentence will appear individually.
Allow time for discussion and questions on each point.

Slide 20: Checking application forms 2 (5 minutes)
Read through slide.
Each sentence will appear individually.
Allow time for discussion and questions on each point.
Slide 21: Reviewing your actions (5 minutes)
Talk about situations where goals might have to change. Discuss why and how change happens and how to deal with it positively.

Slide 22: Learn at Scope (1 minute)
To introduce Learn at Scope as a resource.

Slide 23: What is Learn at Scope (10 minutes)
Explain Learn at Scope to the group. Show them the Moodle dashboard and how to use it. If anyone is interested, you can make a referral on their behalf following their next appointment. 

Slide 24: Scope job board (2 minute)
To introduce Scope job board as a resource.

Slide 25: What is the Scope job board? (3 minutes)
Explain the Scope job board to the group. Prompts will be on the slide.

Slide 26: How to use the Scope job board (5 minutes)
Play video explaining how to use the Scope job board.
Ask if there are any questions from the group following this.

Slide 27: Review and feedback (10 minutes)
[bookmark: _Int_aEvvjwnU]Go back to Slide 2 and review the objectives. Have we achieved them?
Ask people to complete the Wizu feedback.
Share the QR code or link with them.

Slide 28: Thank you (2 minutes)
Thank the group for coming.
Talk briefly about next module. 
Remind of time, date and any other housekeeping.
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