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Preparation session 
3rd October, 6 to 7pm

How to tailor your online applications 
4th October, 1 to 2pm

How to develop your personal brand 
4th October, 6 to 7pm

How to suceed at telephone interviews 
11th October, 1 to 2pm

How to succeed at video interviews 
11th October, 6 to 7pm

How to suceed at competency-based 
interviews 
18th October, 1 to 2pm

How to succeed at strengths-based 
interviews 
18th October, 6 to 7pm

How to prepare for psychometric tests 
25th October, 1 to 2pm

How to develop networking skills 
25th October, 6 to 7pm

How to make the most of social media 
1st November, 1 to 2pm

How to develop and demonstrate 
commercial awareness 
1st November, 6 to 7pm

How to develop and demonstrate 
leadership skills 
8th November, 1 to 2pm

How to develop and demonstrate  
team-working skills 
8th November, 6 to 7pm

How to tackle group work at  
assessment centres 
15th November, 1 to 2pm

How to tackle assessment centre  
case studies 
15th November, 6 to 7pm

How to tackle presentations at 
assessment centres 
22nd November, 1 to 2pm

How to make a good impression at the 
start of your internship or graduate role 
22nd November, 6 to 7pm

We are delighted to invite you to the 2016 Employability Skills Programme. 
Employability Skills Tuesdays will prepare you to make the transition from 
education to work, exploring all aspects of the selection and recruitment 
process. These sessions will cover the skills that are most valued by 
recruiters, how you can reflect on these and how to articulate your 
experiences clearly when talking to employers. Students that attend the 
preparatory session, attend eight of the sixteen main sessions and submit 
a reflective review will receive a certificate. The following sessions are 
scheduled to take place during the autumn term:

Be professional, be prepared. You have to register online to attend these 
sessions through City CareersHub: careershub.city.ac.uk/students.

https://careershub.city.ac.uk/students
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Sponsors of the 2016 Employability  
Skills Programme
You have the academics, you have joined a society and you 
are actively engaged in extracurricular activities, but the 
graduate market place is fiercely competitive, so what else 
can you do to stand out…

Employability skills will be your edge! Changes in the business 
environment prompted by globalisation, technological change, 
increased competition and client and customer demand have 
led to employers increasingly seeking out a set of base level 
behavioural or soft skills in addition to the technical skills required 
for their business. Companies are looking for more than great 
academics, they want to know that you have the skills for the job, 
and you have to able to demonstrate these through the interview 
and assessment process.

At Bloomberg we look for the best talent for our business, 
regardless of background or university attended. Employability 
skills are really important for us as they ensure that you can hit 
the ground running and integrate quickly into our company.

Bloomberg harnesses the power of information for people who 
want to change the world. Whether they are in business, finance, 
government, policy or philanthropy, we help our clients turn 
data into insights so they can cut through complexity to solve 
challenges great and small. 

At Bloomberg, we believe a rich mix of people and points of view 
is essential to innovation. Our business runs on ideas. But ideas 
don’t just happen. They come from smart people with opinions. 
If you want to learn more about the company and the career 
opportunities available, please visit bloomberg.com/careers.

We wish you the best of luck for your studies and securing your 
ideal career.

Welcome from



 

What are employability skills?
Employers look for well-rounded applicants who have a strong academic 
background and also possess a range of core work competencies such as 
team working, commercial awareness and presentation skills. These key 
transferable skills are increasingly becoming as important to employers 
as educational achievement. The table on the next page summarises 
some of the skills that are most valued by employers. Take a moment 
to think about a situation where you have demonstrated these skills. 
This could be in your study, work or cocurricular activity (for example 
voluntary or community work and sport). We have put some prompts in 
this column to help you. Think about how each example helps you stand 
out from other candidates who might be applying for the same job.

•  Complete the table on the following page so  
that you can identify your strengths and areas  
for improvement. 

•  Read each company entry in this booklet and  
think about the tips these companies give you for 
succeeding in the selection and recruitment process. 

•  Sign up for and attend each of the skills sessions. 

•  Develop an action plan. What skills do you need  
to develop and how are you going to do this?

To do:

Research your next career move and meet top recruiters 
on campus by attending employer-led events. Register now 
through City CareersHub: careershub.city.ac.uk/students.

https://careershub.city.ac.uk/students
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Employability
skills

What is this? Recent example of when you have  
demonstrated this skill

Communication
• Listening
• Written
• Verbal

The ability to write, listen and 
speak effectively and clearly to 
get your point across to a range 
of audiences.

e.g. Dealing with people; writing case  
studies and speeches

Commercial 
awareness

The ability to understand  
your chosen industry and  
its broader context

e.g. Market analysis; research

Teamwork The ability to work with  
others in a professional  
manner while collaborating  
to achieve a common goal.

e.g. Agreeing on timelines; contributing  
to discussions; dividing tasks

Analytical  
and critical 
thinking

The ability to assess a situation, 
seek multiple perspectives, 
gather more information if  
necessary and identify the key 
issues that need to be addressed. 

e.g. Questionnaires; evaluations

Leadership The ability to manage  
co-workers and motivate  
others to participate and work to 
the best of their capabilities.

e.g. Managing a project; building trust  
and respect; setting guidelines

Planning and 
organising

The ability to manage multiple  
assignments and tasks within  
a deadline, set priorities and  
delegate tasks when appropriate. 

e.g. Developing timetables; setting  
deadlines; prioritising

Initiative The ability to initiate or do  
something without being  
asked to by your manager  
or supervisor.

e.g. Implementing a new idea; improving 
something that is already in place

Problem solving 
and decision 
making

The ability to manage conflict, 
consider all aspects of a problem 
and think about possible  
solutions before reacting.

e.g. Listing pros and cons; seeking advice

Flexibility and 
adaptability

The ability to adapt calmly to 
changing conditions and work 
assignments.

e.g. Covering for someone at work who  
is ill; accepting new roles



 

It’s never too early to start thinking about your career –  
read on to find out why it is important to engage early... 
“ Recruiters are actively targeting students earlier and earlier during their academic career. Insight 

weeks, internships and early engagement schemes are an incredible chance to gain experience of the 
workplace which not only helps you with your career decision making, but may also lead to an offer for 
a summer internship or a graduate role. Think how relaxed you could be knowing that you already have 
a job offer a full year ahead.”  Bloomberg

“ Many employers, Capco included, have many more opportunities than just typical graduate schemes, 
including internships, insight weeks, company-based projects and more. These opportunities give 
both parties a chance to learn more about the other, and provide an opportunity for students to gauge 
the culture, people and work environment of the organisation, all whilst increasing their chances of 
obtaining full time employment upon graduation.”  Capco

“ Engaging with employers early will help develop your communication skills and understanding what 
relevant questions to ask. It can also provide an insight into different industries early on, which will 
prepare you for deciding between placements and graduate roles. Finally, it will give you a chance to 
network with employers and develop your own personal brand.”  Enterprise Rent-A-Car

“ The more that you understand about employers, the more you will be able to identify which employers 
align well with your values and motivators. This will help you to find roles which will enable you to 
thrive and progress in the workplace. Engaging with employers early will also allow you to learn which 
skills employers value and how you can best develop and build evidence of these whilst you are at 
university.”  Civil Service Fast Stream

“ University is the time to explore different interests and find where you fit best. The earlier you engage 
with employers in different industries the faster you become accustomed to the working world, and the 
earlier you can start navigating the various firms out there.”  SEO London

Top tips from employers on techniques to increase your 
employability skills...
“ Use every opportunity available to you! Go to networking events, meet employers, attend skills 

sessions at you University and get work experience.”  Bloomberg

“ Don’t focus only on achieving good grades; find what you like doing the most and be proactive. Get 
involved in student societies, sport, hobbies and other activities that can help you develop your 
communication, teamwork and organisational skills.”  Capco

“ Learn how to work with a manager; to understand their priorities and adjust to their personality style. 
The most common skill that graduates lack is the ability to do this and it will set you apart.”  AGR

“ Get involved in as much as possible, whether that be working at a local pub, volunteering, being part 
of a society or working for the careers service. These work experience examples will help you identify 
your strengths and further help you demonstrate your skills during interviews.”  EY



 

Session outline:
What skills do employers look for in students? 
How do companies choose their hires? How can 
students maximise their chances of getting a good 
job offer? Samuel Gordon, Research Analyst at 
the Association of Graduate Recruiters (AGR), has 
comprehensive insight on employer activity across 
the UK and across 17 sectors. He will share key 
employer perspectives and trends, including the 
supply and demand for opportunities available, 
and students will have the chance to discuss how 
they can respond to these trends.

What will you get out of the session?
You will gain an understanding of how to prepare 
for selection processes and which skills to develop 
in preparation for work.

The shortfall in skills that employers 
are looking for: 
Employers tell AGR that students with resilience 
are the most successful in the long run. There are 
large mismatches in what skills employers want 
versus what students have: more than 80 percent of 
graduates lack the skills of managing up, dealing 
with conflict, negotiating and influencing. The 
next biggest skills gaps – and the ones which 
surprise employers the most when they occur – are 
commercial awareness, business communication 
and self-awareness.

How to develop those vital skills: 
Getting part-time work experience is a great way to 
develop a number of employability skills at once. 
Trying new activities and challenging yourself is 
great as well as it will make you better at learning 
from failure, and taking positions of responsibility 
in teams provides useful exposure to working with 
people from different backgrounds

An impressive candidate is:
Someone with an in-depth understanding of the 
business they are applying to as well as how their 
own strengths enable them to contribute. Someone 
who can clearly state why they have the right mix of 
skills, knowledge and attributes for that business.

AGR stands out from other 
organisations because:
We are a national, employer-led organisation who 
regularly interacts with a wide range of recruiters, 
suppliers and universities and actively uses our 
research to drive change in the industry. AGR 
employer members recruit over 50,000 young 
people a year across more than 17 sectors, so AGR 
has an unparalleled breadth of insight.

Opportunities at AGR:
AGR does not recruit graduates directly, but AGR 
employer members collectively hire over 28,000 
graduates and 9,000 interns a year.

3rd October 2016 
Preparation Session for the 
Employability Skills Programme  
(6 to 7pm) 

Find out more: 
www.agr.org.uk

Remember
To receive your certificate at the end 
of the programme, you have to attend 
this preparatory session.
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4th October 2016 
Part 1. How to tailor your 
online applications 
(1 to 2pm) 

Session outline:
Tailoring your job applications is one of the most 
important first steps you will make when applying 
for internships and graduate programmes. 
Companies receive hundreds of applications, so it is 
critical that you can differentiate yourself from the 
crowd. This will be an informal session, including 
interactive discussions and plenty of time for 
questions, which will cover hints and tips on how 
you can succeed in online applications.

What will you get out of the session?
An understanding of:

• The resources you can use in order to prepare

• What recruiters often look for

• Common pitfalls.

The most common mistakes candidates 
make on their online applications are:
• Stating the wrong company name

•  Stating that they are interested in securing a job
in the wrong industry

• Using generic terminology.

Three tips for writing winning online 
applications:
•  Be thoughtful and truly consider your

own motivations

• Do your research

• Take your time.

An impressive candidate is:
Specific, motivated, informed and enthusiastic.

Bloomberg stands out from other 
organisations because:
We are a truly global company, and a future-
focused one, too – well-established yet dynamic 
and disruptive at heart. We take care in fostering 
a culture of community, and we are dedicated 
to our employees’ wellbeing, offering generous 
benefits, training and opportunities for meaningful 
volunteerism. The sheer scope of our mission, 
the diversity of our talent, our global footprint 
and our dedication to innovation combine to 
make Bloomberg an organization with nearly 
limitless opportunities to expand your skills, make 
meaningful connections and steer your career 
where you want it to go.

Opportunities at Bloomberg:
We take on approximately 250 hires for our spring, 
summer and full-time Graduate opportunities in 
Global Data and Financial Products Analytics  
& Sales. 

Application method and deadlines:
Please apply through our website. We recruit  
on a rolling basis so early applications are  
strongly advised.

Find out more: 
www.bloomberg.com/careers

Take this booklet to your appointment  
with a Careers Consultant to discuss  
how you can incorporate these 
suggestions into your applications. 

www.bloomberg.com/careers
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4th October 2016 
Part 2. How to develop your 
personal brand 
(6 to 7pm) 

Session outline:
The objective of this session is to highlight the 
importance of personal branding in today’s 
competitive market place and provide constructive 
advice on how students can build their personal 
brand. We aim to conduct an interactive skills 
workshop with a light presentation, and will 
encourage group discussions. The session will 
have plenty of opportunities for students to ask 
questions, which will provide students with the 
tools to help build their personal brand.

What will you get out of the session?
By the end of this session, we hope that you will 
know the basics on how to build your personal 
brand and have the confidence to market yourself  
in person, on paper and online.

The most common mistakes candidates 
make when developing their personal 
brand are:
•  Presenting themselves as the person they want  

to be, rather than the person they are

• Comparing themselves with other people

• Focusing only on their strengths

• Lacking the confidence to market themselves

•  Not taking advantage of professional  
networking websites

Three tips on developing your  
personal brand:
• Identify your strengths and weaknesses

• Discover and pursue your passion

• Market yourself

An impressive candidate is:
Someone with real intellectual curiosity and 
genuine enthusiasm for the dynamic and 
fascinating challenges that the financial services 
industry is facing. 

Capco stands out from other 
organisations because:
We are actively transforming the future of finance to 
create a resilient market of transparency, trust and 
capital strength. We are challenging the norm by 
combining a disruptive design-thinking approach 
with intimate industry expertise and smart 
technology. 

Opportunities at Capco:
Graduate programmes and summer internships 
within Capital Markets, Business Operations, 
Banking, Wealth Management and Finance.

Application method and deadlines:
Applications for 2017 the Associate Talent 
Programme (ATP) will open in September 2016. 
The first ATP intake date will be Monday, January 
16th 2017. Applications for our Summer Internship 
Programme for 2017 will open in October 2016.

Find out more: 
www.capco.com/careers/ 
graduate-program 

www.capco.com/careers/graduate-program


Session outline:
At Duff & Phelps we use telephone interviews 
as a key part of the recruitment process for the 
majority of our service lines. We understand that 
many candidates find it hard to adapt to telephone 
interviews and struggle to get into interview 
“mode” when talking to interviewers over the 
telephone, and we want to ensure that you have 
the ability to approach this stage in the process 
with confidence. In this interactive session we 
will discuss best practice tools and techniques 
and equip you with strategies to be successful in 
telephone interviews.

What will you get out of the session?
You will leave the session well-prepared  
and with the confidence to be successful in 
telephone interviews.

A successful interviewee is one that:
Is confident, articulate and well-prepared, and 
able to clearly convey their experience, skills and 
motivation for the role they have applied for.

The most common mistakes candidates 
make in telephone interviews are:
Not doing enough research about the role or 
opportunity, and not answering the questions fully; 
it is important to answer the specific questions you 
are asked, rather than repeating an answer you have 
rehearsed in advance.

Three tips for succeeding at  
telephone interviews: 
•  Relax! This is a two-way process and an 

opportunity for you to find out about the firm  
as well

•  Do as much research as possible in advance  
of the interview

•  Ensure that you can articulate why you want  
the role that have you applied for.

An impressive candidate is:
Motivated, articulate and well-prepared. 

Duff & Phelps stands out from other 
organisations because:
As the global premier valuation and corporate 
finance advisor, we offer opportunities to students 
seeking internships or graduate positions. 
Whether you enjoy running complex valuations 
or developing pitch books for M&A deals, there’s 
sure to be a position that matches your skills and 
interests and supports your goals. We deliver 
objective advice in the areas of valuation, dispute 
consulting, M&A, restructuring and compliance 
and regulatory consulting. Balancing proven 
technical skills with deep industry expertise, 
we help our clients address their most complex 
financial and business needs.

Opportunities at Duff & Phelps:
In 2017 we will be recruiting for 70 graduate 
opportunities and 100 internship and placement 
roles across our European and Asian offices. 

Application method and deadlines:
All opportunities will be on our careers website. 
Deadlines vary by service line and are featured  
on the website.

11th October 2016  
Part 3. How to succeed at 
telephone interviews  
(1 to 2pm) 

Find out more: 
careers.duffandphelps.jobs 

https://careers.duffandphelps.jobs
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11th October 2016 
Part 4. How to succeed at  
video interviews 
(6 to 7pm) 

Session outline:
Whichever career path you decide to embark on 
after university it is possible that you will be asked 
to complete a video interview as a part of the 
recruitment process. FDM Group’s session on how 
to succeed at video interviews is your chance to 
discover what to expect, how to prepare and excel! 
There will be discussions aimed at building an 
understanding of what video interviews entail and 
why employers use them, as well as providing an 
insight into strength-based and competency-based 
questions. We will be exploring communication 
skills, presentation skills and building the  
ability required to approach video interviews  
with confidence. 

What will you get out of the session?
An opportunity to learn about the purpose and 
value of video interviews, as well as an opportunity 
to take part in a role-play video interview exercise. 

A successful video interviewee is  
one that:
Is prepared. You cannot always be sure what 
questions you will be asked, but by building an 
understanding of yourself and the company you 
can be prepared for almost any question.

The most common mistakes candidates 
make in video interviews are:
Not researching the company; this is basic 
preparation and really easy to do, but many 
candidates miss out on this. It can really impress 
the interviewer if done well and demonstrated 
clearly during the interview. 

Three tips for succeeding at video 
interviews:
• Try to maintain eye contact with the camera

• Dress in professional attire

• Prepare.

An impressive candidate is:
Someone who structures their answers to include 
as much information as possible within the set time 
frame, including evidence of their statements.  

FDM Group stands out from other 
organisations because:
We will help your launch your exciting career in 
IT and business, reward you for your success and 
encourage you to exceed your potential. 

Opportunities at FDM Group:
We will have around 1,400 opportunities in 2017.

Application method and deadlines:
You can find out more about and apply for our 
opportunities on our website. For 2017 graduates 
the deadline will be 31st December 2016.

Find out more: 
www.fdmgroup.com/uk/apply 

www.fdmgroup.com/uk/apply


 

18th October 2016  
Part 5. How to succeed at 
competency-based interviews 
(1 to 2pm) 

Session outline:
The session will start off with a short introduction 
to Accenture, followed by what skills and attributes 
we look for in individual students. We will then talk 
about our assessment process and finally invite 
students to partake in mock interviews, which we 
will provide detailed feedback on.

What will you get out of the session?
The chance to learn more about what is expected 
from you during interviews, as well as the 
opportunity to practice mock interviews with either 
recruiters or graduates that have recently been 
through the process.

A successful interviewee is one that:
Is fully prepared; a successful interviewee will have 
looked at the skillset we are hiring for and prepared 
competency answers accordingly. More importantly, 
they will have researched the company they are 
applying for and have measured and well-thought-
out reasons for applying.

The most common mistakes candidates 
make in competency-based interviews are:
•  Not researching the company sufficiently, and 

therefore giving very generic answers when 
questioned about their reasons for applying

•  Answering questions they have not fully 
understood, or going off on a tangent – if you are 
not sure what the interviewer is asking for, then 
ask! We really don’t mind.

Three tips for succeeding at 
competency-based interviews:
• Research, research and more research!

•  Use the STAR technique when answering 
questions, as this will ensure that youinclude 
the right level of detail in your answers

•  Dress to impress; always dress for the job you 
want, not the job you have.

An impressive candidate is:
Punctual, knowledgeable, well-prepared and 
well-researched. A candidate that really 
understands the role they are going for and has 
gone out of their way to find out information about 
the organisation past what can be found on their 
website (for example through LinkedIn and 
company events). Organisations are looking for 
candidates who have passion and drive, and who 
have thought about their long-term career aspects 
and know what they can bring to the company.

Accenture stands out from other 
organisations because: 
As one of the world’s leading consulting and 
technology organisations, we achieve amazing 
things for our clients every day – whether that’s 
increasing profits, gaining a greater market 
share, redefining strategies, working with 
new technologies or offering better customer 
experiences.

Opportunities at Accenture:
We offer a large range of graduate programmes, 
including Strategy and Consulting, Software 
Engineering, Information Security and Analytics.
We also offer industrial placement programmes in 
Technology and Consulting.

Application method and deadlines:
Each programme has different application 
methods; please visit our website for more 
information.

Find out more: 
www.accenture.com/ukgraduates

www.accenture.com/ukgraduates


 

18th October 2016 
Part 6. How to succeed at 
strengths-based interviews 
(6 to 7pm) 

Session outline:
At EY, we focus on you as an individual. We use 
a strengths-based approach to recruit all of our 
undergraduates and graduates. Assessing potential 
rather than past performance is at the heart of 
our selection methodology and as a result, we no 
longer screen candidates based on academics. At 
the early stages, the strongest candidates will be 
identified using our new Strengths Portal. This 
session aims to help you understand the differences 
in a strengths-based recruitment process, how to 
identify your own strengths and how to succeed 
in a strengths-based interview. It will be an 
informative session containing a group activity.

What will you get out of the session?
You will learn how to identify your strengths and 
how to be successful throughout the strengths-
based recruitment process.

A successful interviewee is one that:
Has prepared fully and has confidence in their  
own strengths.

The most common mistakes candidates 
make in strengths-based interviews are:
Going off topic and talking around their point. 
To avoid doing this, focus on your strengths and 
provide a related example for each.

Three tips for succeeding at  
strengths-based interviews:
• Prepare your strengths

• Prepare related examples

• Prepare relevant questions for the interviewer.

An impressive candidate is:
Someone who knows their strengths and has 
prepared fully for the specific stage of the 
application process. 

EY stands out from other organisations 
because:
•  Our employees are approachable and thrive 

working in a friendly office atmosphere

•  We operate one of the best flexible working policies

•  We have a range of interesting and diverse clients.

Opportunities at EY:
We recruit for a wide range of opportunities  
year-round.

Application method and deadlines:
We have rolling applications for our opportunities; 
more details can be found on our website.

Find out more: 
www.ukcareers.ey.com/graduates 

Employer in Residence 
During the term, employers will be offering 
one-to-one cv checks to students.
Find out more about these sessions  
and how to register for them on  
City CareersHub:
careershub.city.ac.uk/students.
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Session outline:
Many graduate employers use psychometric 
assessment tools to assess candidates for their 
organisations. This session will give you an 
introduction to various types of psychometric 
assessment tests and give you an opportunity 
to take a practice test, in preparation for any 
recruitment testing you might be asked to do.  
The session will be interactive, and we kindly ask 
that you bring a calculator along to the session.

What will you get out of the session?
You will get the chance to conduct a psychometric 
assessment practice session, and will gain an 
understanding of:

• The different types of psychometric assessments

• Why recruiters use psychometric assessments

• How to prepare for a psychometric assessment.

The most common mistakes candidates 
make in psychometric tests are:
• Not practising beforehand

• Not allowing enough time for each question

• Not reading the instructions properly.

Three tips for preparing for 
psychometric tests:
•  Get a good night’s sleep the night before

•  Allow enough time to arrive at the testing centre 
before the test starts

•  Listen to what you are asked to do and pay full 
attention to the test instructions.

An impressive candidate is: 
Someone who can demonstrate that they have 
carried out their research on our business, and 
demonstrate enthusiasm and passion for the sector 
they are applying for.

PwC stands out from other 
organisations because:
We are one of the world’s leading professional 
services organisations. From 158 countries, 
we advise the most successful organisations, 
entrepreneurs and private businesses.

Opportunities at PwC:
• 11-month business placements

• Internships

• Talent Academy

• Week-long Women in Business programme

• Graduate programmes.

Application method and deadlines:
Visit our website to find our application timelines 
and to apply.

25th October 2016  
Part 7. How to prepare for 
psychometric tests 
(1 to 2pm) 

Find out more: 
www.pwc.co.uk 

Remember
You have to register online to attend  
these sessions. 
To secure your place, register through  
City CareersHub:
careershub.city.ac.uk/students.

https://careershub.city.ac.uk/students
www.pwc.co.uk
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Session outline:
Interested in securing internships and graduate 
positions with the UK’s most prestigious firms? 
SEO London is a not-for-profit organisation that 
helps students from under-represented ethnic 
minority or low socioeconomic backgrounds 
secure competitive internship and graduate roles 
with some of the UK’s top employers. We partner 
with more than 60 of the UK’s most prestigious 
firms and provide career access and world-class 
coaching, training and mentoring to underserved 
communities. In our session, you will learn how 
to perfect your personal brand and make a good 
first impression during networking sessions. This 
will be an interactive session and will allow you to 
practice the skills being discussed. Come ready to 
mix and mingle and ask questions about what you 
currently find difficult about networking.  

What will you get out of the session?
You will leave with a better idea of what makes a 
good networker and the skills you can begin to work 
on to improve your networking.

A successful networker is:
Someone who turns up prepared. They know 
the type of people in the room, have identified 
organisations to speak to and have prepared how to 
share their story and make a lasting impression of 
who they are quickly and succinctly. They make the 
most of every opportunity to meet new people and 
build their network and get stuck in – even if, at 
first, they don’t feel that confident.

The most common networking  
mistakes are:
Not coming across as authentic – being a good 
networker is about being yourself as much as 
demonstrating great skill. Be sure to be succinct 
and clear about what you do and if you see room to 
connect or work together, be specific about the initial 
next steps so the person knows what to expect.

Three tips on how to make the most  
out of networking events:
• Work on your personal brand and elevator pitch

•  Show up prepared; know who will be in the room 
and what you want to get out of the event

•  Work the room, even when you think that you’ve 
met everyone you need to meet.

An impressive candidate is:
Someone who understands that anyone can be a 
good networker if they know how to go about it. 
The best networkers are themselves and leave a 
positive lasting impression.

SEO London stands out from other 
organisations because:
We give students comprehensive support to not 
only excel in the interview, but secure competitive 
positions and lead great careers. Our alumni are 
committed to giving back and sharing their 
knowledge and expertise.

Opportunities at SEO London:
We offer over 1,000 first-year, internship and 
graduate opportunities with partner firms.

Application method and deadlines:
Visit our website for more information on how to 
apply for these opportunities.

Find out more: 
www.seo-london.com 

25th October 2016 
Part 8. How to develop  
networking skills 
(6 to 7pm) 

www.seo-london.com


 

Session outline:
This session will teach you how to make the most 
of social media, interactions through social media 
channels and the organisational information being 
fed to you directly from employers. We will also 
cover commonly made mistakes when engaging 
with organisations through social media, and the 
session will involve a Q&A session and interactive 
discussion. 

What will you get out of the session?
You will learn the most appropriate ways to engage 
with employers via social media, and how to 
use social media to maximise your potential for 
securing a role.

The most common mistakes candidates 
make when using social media:
Using inappropriate language, or not using social 
media effectively.

Three tips on making the most of  
social media:
• Engage with employers via competitions

• Utilise any live chat opportunities

•  Follow organisations; not only the ones you are 
interested in, but also those on the periphery of 
your interest.

An impressive candidate is:
Someone who demonstrates a thirst for learning 
about the organisation and who engages with  
their content.

HSBC stands out from other 
organisations because:
Our programmes are geared towards your 
development to be genuine future leaders;  
and those that have rolled off the scheme  
are testament to that.

Opportunities at HSBC:
We offer circa 150 Graduate Roles and  
150 internship opportunities in the UK. 

Application method and deadlines:
The deadline for graduate roles is late January  
and late February for internships (including a 
first year internship.)

1st November 2016  
Part 9. How to make the most  
of social media  
(1 to 2pm) 

After attending the skills sessions
To build on the understanding you 
have gained from the Programme, we 
recommend that you:
•  Attend Careers Challenges series: to build 

skills for success in the recruitment and 
selection process

•  Sign up for mock assessment sessions: 
gain valuable experience and feedback 
in assessment and psychometric testing, 
to help with you prepare practically and 
mentally for the selection process.

Find out more at www.city.ac.uk/careers.

Find out more: 
www.hsbc.com/careers/ 
students-and-graduates

www.hsbc.com/careers/students-and-graduates
www.city.ac.uk/careers
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Session outline:
Coming into the business world, one of the first 
things you will need to understand is that every 
decision you make has a commercial impact. 
But what does that really mean? And how can 
you demonstrate to employers that you have the 
commercial acumen to be successful? In this 
session we will look at what commercial awareness 
means to you and what an employer looks for in a 
prospective employee. We will run through some 
interactive scenarios and get your views on what 
commercial success looks like.

What will you get out of the session?
An understanding of what an employer looks for, 
and how your employability can increase with 
greater commercial awareness.

Good commercial awareness is:
Understanding how business works and the impact 
of the wider environment that it works within.

The most common mistakes candidates 
make when demonstrating commercial 
awareness are:
Demonstrating knowledge of a company’s products 
but nor their performance.

Three tips on how to develop and 
demonstrate commercial awareness:
•  Research the industry the company you are 

interested in works in; what is happening?

•  Cost a project you are working on and 
demonstrate how the method you used was  
the most cost appropriate to reach your goal

•  Develop goals and targets for yourself and 
demonstrate how you put steps in place to  
reach them.

An impressive candidate is:
Self-aware, up-to-date with current business events 
and well researched in the business sector they are 
applying to. 

Capita stands out from other 
organisations because:
As the UK’s leading provider of business process 
management and integrated professional support 
service solutions, we’re comprised of 75,000 
dedicated staff across the UK, Europe, South Africa 
and India. Using technology, insight and analytics 
to underpin everything we do, we work across 
the private and public sectors, playing a vital role 
in helping our clients deliver modern services 
efficiently, effectively and to a high standard.

Opportunities at Capita:
All of our recruitment opportunities can be found  
on our website.

Application method and deadlines:
You can find out about how to apply for our 
opportunities on our website.

1st November 2016 
Part 10. How to develop and 
demonstrate commercial awareness  
(6 to 7pm) 

Find out more: 
www.capita.com/careers 

www.capita.com/careers


Session outline:
The aim of this session is to get you thinking about 
your leadership skills, competencies and how to 
apply for graduate opportunities. This will be an 
interactive session with plenty of opportunities 
for group discussions, and will compare graduate 
leadership, educational leadership and leadership 
in business, and cover how to demonstrate your 
own leadership potential and recognise it in others.

What will you get out of the session?
An understanding of the fundamentals of 
leadership and the qualities that make a  
good leader.

Good leadership is:
Not black and white; there are many traits and 
examples of good leadership, such as being forward-
thinking, assertive, inclusive and determined.

The most common mistakes candidates 
make when demonstrating leadership 
skills are:
Not providing examples that fully demonstrate their 
competency, structuring their answers poorly and 
not thinking out of the box.

Three tips on how to develop and 
demonstrate leadership skills:
•  Get involved with things that interest you  

at university, such as student societies and  
sports teams 

•  Put yourself forward to lead

•  Keep a journal of how you are developing  
your competencies

 

An impressive candidate is:
Thinking outside the box at all times.

Teach First stands out from other 
organisations because:
We look for people who want to be part of a social 
movement to eradicate educational inequality in 
the UK.

Opportunities at Teach First:
There are over 500 opportunities at Teach First.

 Application method and deadlines:
You can apply for our opportunities through  
our website.

8th November 2016  
Part 11. How to develop and 
demonstrate leadership skills  
(1 to 2pm) 

Find out more: 
www.teachfirst.org.uk

Industry Insights 
The Industry Insight Programme, 
sponsored by FDM Group, allows you  
to explore a range of industries and 
sectors, either related to your degree  
or in another area of interest to you.
A series of full-day or half-day events  
will take place on company premises, 
giving you a deep insight into a specific 
company and an understanding of your 
chosen sector.
For more information, visit City CareersHub:
careershub.city.ac.uk/students.

https://careershub.city.ac.uk/students
www.teachfirst.org.uk
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Session outline:
Interaction plays a starring role in our lives, 
and working efficiently as a team will bring its 
own rewards both inside and outside the office. 
During this session, we will take a look at how 
to communicate effectively, the importance of 
understanding our colleagues in terms of who they 
are, what strengths each person can bring to the 
table and delve into the dynamics of what makes a 
team work. The session will open with a discussion 
around team work and what that means, followed 
by a Q&A forum. In the spirit of the session, we 
will also ask students to form teams and complete 
a series of pre-planned activities that will provide 
insight into the benefits of working well together.

What will you get out of the session?
You will gain an understanding of:

• The purpose of a team

• How to build powerfully successful work teams

• How to build a team-work culture

• The importance of open and honest communication.

The most common mistakes candidates 
make when demonstrating team-working 
skills are:
•  Demonstrating an absence of empathy and 

compassion towards their team mates

• Being critical of others behind their backs

•  Openly agreeing with ideas that they inwardly 
disagree with

• Playing the ”blame game”

•  Using destructive criticism instead of  
constructive criticism.

Three tips on developing team-working 
skills:
•  Know your goal; great teams align their actions 

and work towards the same outcome, with each 
member having a clear idea of what the team is 
working to achieve

•  Respect other people’s ideas; shutting the door on 
an idea, no matter how bad you may think it is, is 
shutting the door on the opportunities that could 
result from an open discussion

•  Have some fun; when you understand your goals, 
are open to new ideas and enjoying yourself, you are 
also relaxed and happy, and this is the place from 
which you will be the most creative and inspired.

An impressive candidate is:
Someone who shows compassion, communicates 
openly and honestly, understands the individuals 
within the team and is willing to take responsibility.

BDO stands out from other 
organisations because:
We specialise in helping businesses achieve their 
goals and adhere to strong values and a One 
Firm approach. Our strength in the market place 
is mirrored in our achievements; Accountancy 
Age Audit, Tax and Corporate finance team of the 
year and FT Best Workplaces to name a few of our 
recent accolades. We believe that exceptional client 
service is non-negotiable and we have a “people 
proposition” that truly sets us apart. You can be 
yourself here – we value you as an individual and 
want you to realise your aspirations. 

Opportunities at BDO:
We have 250 Graduate roles across Tax, Audit, 
Financial Services and Advisory.

Application method and deadlines:
You can find more information about how to apply 
for our opportunities on our website.

Find out more: 
www.bdo.co.uk

8th November 2016  
Part 12. How to develop and 
demonstrate team-working skills  
(6 to 7pm) 

www.bdo.co.uk


Session outline:
We will be looking at what competencies 
candidates are assessed on in assessment centre 
group activities, and how they can maximize 
their potential in these assessments. This will 
be an interactive session with break-outs and 
opportunities for group discussions.

What will you get out of the session?
You will gain confidence and a better understanding 
of what happens at an assessment centre. You will 
also get the opportunity to experience a real-life 
group activity.

A successful group work exercise  
is one that: 
Involves a lot of teamwork. The members of the 
group should be listening to each other, taking  
each other’s views on board and constructively 
inputting to the discussion, to help the group  
reach a final outcome.

The most common mistakes candidates 
make in group work assessment centre 
exercises are:
• Not reading the instructions properly

• Not inputting to the group discussion

•  Over sell their point by talking over others and 
being dismissive.

Three tips for tackling group work at 
assessment centres:
•  Always read all the literature you are provided 

with and ask questions before you start, to make 
sure you have clearly understood the task and 
timings involved

•  Engage with others whilst listening to what each 
person has to say

•  Make sure there is structure to the conversations; 
for example, when completing a timed exercise, 
ensure that someone in the group keeps track of 
the time.

An impressive candidate is:
Someone who has done their research and arrives to 
the assessment centre promptly and looking smart. 
They also engage with other candidates and the 
assessors, takes on feedback, listens to instructions 
and lets their personality come through.

Enterprise Rent-A-Car stands out from 
other organisations because:
We offer a fast-track career progression into 
Management positions within a multi-billion pound 
company, and look for driven, dedicated people 
to help continue our growth and be a part of our 
success. We only promote from within, and was just 
recently named as Target jobs graduate employer of 
the year 2016.

Opportunities at Enterprise Rent-A-Car:
We offer a fast-track career progression into 
Management positions.

Application method and deadlines:
Candidates should apply through our website.

Find out more: 
www.enterprisealive.co.uk 

15th November 2016  
Part 13. How to tackle group work  
at assessment centres  
(1 to 2pm) 

www.enterprisealive.co.uk
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15th November 2016  
Part 14. How to tackle assessment  
centre case studies 
(6 to 7pm) 

Session outline:
So you want to apply to the Civil Service Fast 
Stream, but are completely put off by all those tests 
and assessment centres? Let current Fast Streamers 
bust a few myths and help prepare you to get onto 
one of the top graduate programmes in the UK.

What will you get out of the session?
Students will get an insight into the application 
process and a chance to hear from people who  
have been through it themselves.

A successful case study exercise is  
one that: 
Explores the topic thoroughly, and is engaging, 
interesting and fully completed within the set 
timeframe.

The most common mistakes candidates 
make in case study assessment centre 
exercises are: 
Holding back - assessors are looking for evidence of 
how and what you can contribute, so ensure that you 
are taking an active role and making contributions 
in order to give them evidence to assess your 
performance against.

Three tips for tackling case studies at 
assessment centres:
•  Read the brief thoroughly and make sure to cover 

everything required within the timeframe

• Be clear and concise in your contributions

•  Fully engage with the topic and showcase your 
interest in it.

An impressive candidate is: 
Able to think and speak widely and creatively, 
demonstrating an ability to understand and engage 
with angles or aspects that the assessors may not 
have previously considered.

The Civil Service stands out from other 
organisations because: 
• There’s a role to suit every interest

• The pay is pretty good too

• There are jobs across the UK

• The Civil Service is a pretty fair place to work

•  You will be supported to rise to our most senior 
positions.

See more at: https://faststream.blog.gov.uk/2015/09
/25/5reasonswhyitsgreattoworkforthecivilservice

Opportunities the Civil Service: 
There are over 1,000 opportunities across a number 
of schemes, including generalist and specialist ones.

Application method and deadlines:
Apply for the schemes through our website.

Find out more: 
www.gov.uk/faststream 

Attend panel events, such as Careers 
in the City and Careers in Investment 
Banking, to engage with and observe 
employers in action.

To find out more and secure  
your place, register through  
City CareersHub:
careershub.city.ac.uk/students.

https://careershub.city.ac.uk/students
www.gov.uk/faststream


22nd November 2016 
Part 15. How to tackle presentations  
at assessment centres 
(1 to 2pm) 

Session outline:
Presentations are one of the many methods 
employers use to measure candidates’ skill and 
competence levels. This session will start with 
information on different types of presentations 
at assessment centres, followed by a group 
presentation activity which will involve  
discussions and feedback. 

What will you get out of the session?
Students will gain an understanding of what 
to expect and how to prepare appropriately for 
presentations at assessment centres. And most 
importantly, they will get an opportunity to put 
their skills to the test to identify any areas where 
they need to develop. 

A successful presentation is one that:
Follows the “Double I Double C Double P”:

• Interesting

• Informative

• Clear

• Concise

• Professional

• Punctual.

The most common mistakes candidates 
make in presentations are: 

A lack of preparation and practice.

Three tips for tackling presentations  
at assessment centres:
• Know your material

• Practice your presentation

•  Use your own style and your own words – don’t 
read from a paper during the presentation.

An impressive candidate is:
Someone who is well-prepared, clear and confident 
in their delivery, and meets the initial aim of  
the presentation.

CIMA stands out from other 
organisations because:
CIMA is the world’s largest and leading professional 
body of management accountants. Our mission is to 
help people and businesses to succeed in the public 
and private sectors. We have more than 229,000 
members and students in 176 countries. They work at 
the heart of business in industry, commerce and not-
for-profit organisations. We have strong relationships 
with employers, and sponsor leading research.

Opportunities at CIMA:
There are thousands of opportunities across all 
industries with our employer partners.

Application method and deadlines:
Application methods and deadline depend on  
the specific employers. Visit our website to find  
out more.

Find out more: 
gradclub.cimaglobal.com

https://gradclub.cimaglobal.com
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Session outline:
We will provide a window into the culture at 
Microsoft, and showcase the opportunities and 
involvement of interns and graduates. If you’re 
energetic, motivated and passionate about 
technology, we’ll want you on board. We will help 
equip you with the knowledge you need to hit the 
ground running in the first steps of your career. 
The session will include an introduction from two 
Microsoft Business Consultants, followed by short 
presentations from Interns and Graduates currently 
at Microsoft, and will finish with an interactive 
Q&A session.

What will you get out of the session?
You will leave this session fully equipped to 
impress from day one on your internship or 
graduate scheme, with knowledge of:

• How to avoid potential common pitfalls

• How to make it work for you

• How to stand out for the right reasons

• Top tips for success in your first 12 months.

A successful intern/graduate is one that:
Has a growth mindset! At Microsoft, we are 
insatiably curious and always learning. We ask 
questions, take risks and build on each other’s 
ideas, because we are better together. We lean 
in to uncertainty, take risks and move quickly 
when we make mistakes, because we know that 
failure happens along the way to innovation and 
breakthrough.

The most common mistakes candidates 
make at the start of their internship or 
graduate role are:
Trying to compete with other interns and graduates 
around them; focus on delivering your best work 
rather than comparing yourself to others.

Three tips for making a good  
impression at the start of an  
internship or graduate role:
• Deliver on what you say you are going to deliver

• Spend time learning from those around you

• Ask questions and get involved.

An impressive candidate is:
One who recognises the opportunities in front of 
them and makes the most of it.

Microsoft stands out from other 
organisations because:
Microsoft is one of the world’s largest software 
companies. The company develops and licenses 
a wide range of products and services, including 
the Windows operating system, Microsoft Office, 
tablets, mobile devices, internet search, video game 
consoles and much more. Microsoft employees 
enjoy generous financial benefits, health and 
wellness programs, professional development 
training and much more.

Opportunities at Microsoft:
We offer a wide range of roles both internally at 
Microsoft and via our extensive Partner Network. 
If you’re a student or recent graduate, we have 
programs, internships and full-time opportunities 
available all over the world.

Application method and deadlines:
Find out more about how to apply for these 
opportunities on our website.

22nd November 2016 
Part 16. How to make a good impression at 
the start of your internship or graduate role 
(6 to 7pm)  

Find out more: 
careers.microsoft.com

https://careers.microsoft.com


Choose five skills…
...that are important for the area of work that you want to go into. 
Identify which employers will be on campus and ask them which skills their organisation 
values the most. If your top employer is not on campus, then take a look at their website 
and find the key skills/competencies that they are looking for. Take a moment to think 
about what you can do to develop these skills further and write an action point next to 
each one.

For example: 
The skill I would like to develop: Commercial awareness. 

Employer name: Capita 

The skills they value: Teamwork, leadership, commercial awareness, problem solving. 

How I am going to develop this: Read about relevant news stories on a daily basis and think about 
how they impact the industry/organisation I am interested in. Speak to employers at careers events 
and find out what issues and challenges their businesses face. 

By when: By the end of academic year 2016/17.

The skill I would like to develop: 

Employer name: 

The skills they value:

How I am going to develop this: 

By when: 

The skill I would like to develop: 

Employer name: 

The skills they value:

How I am going to develop this: 

By when: 

The skill I would like to develop: 

Employer name: 

The skills they value:

How I am going to develop this: 

By when: 
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Careers Service 
City, University of London 

Northampton Square 
London EC1V 0HB

T: +44 (0)20 7040 8093 
E: careers@city.ac.uk 

www.city.ac.uk/careers

www.city.ac.uk/careers


ANALYZE

INTERPRET
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MAKE

COMMUNICATE

DELIVER

 CREATE

GENERATE
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IMPLEMENT
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FIGURE OUT

DECODE

FOCUS ON

THINK
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MOVES
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SHAPES
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           WHAT WE 

/bloombergcareers

COMPANIES

COMMUNITIES

MARKETS 

ECONOMIES 

OPINIONS

CULTURES

WEALTH

ENVIRONMENTS

POSSIBILITIES

OPINIONS

CULTURES

CAREERS

OPPORTUNITIES

IDEAS 

TECHNOLOGY          

INDUSTRIES

LEADERS

 CALCULATE 

 IMPROVES 
 DECISIONS 

Bloomberg unleashes the power  
of information to change the world. 
From business and finance to 
government, policy and philanthropy, 
we help people cut through complexity 
to solve challenges great and small. 
Join us.

bloomberg.com/careers
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