
National Careers Service: Workshops 

and one-to-one Advice & Guidance 

At Options 2, we will help you progress in you future career. 

Through the National Careers Service, our one-to-one 

Careers Advice and Guidance or workshops will cover all of 

the following areas: 
 

1.) CV Building: 
 Understanding what a CV is for and how to build one 

 The importance of a profile 

 Identifying your strengths and abilities 

 How to identify and emphasise achievements 

 Opportunity to sit with an advisor and complete your own CV 

 

2.) Confidence Building & Interview Skills: 
 Presenting a positive image of yourself 

 Tackling the common fears about interviews 

 The importance of preparation 

 Interview do’s and don’ts 

 Common interview questions and how to answer them 

 Opportunity for a practice interview 

 

3.) Internet Job Search and Application Forms: 
 Setting up an e-mail address, if required 

 Identifying local course providers and funding 

 Why some employers prefer application forms 

 Skills to be evidenced in a supporting statement 

 Useful internet sites 

 How to put your CV onto websites or submitting it by e-mail 

 Applying for jobs online 

 Searching the web for Job Agencies 

 Looking at established websites (e.g. Job Centre Plus) 

 Downloading job details 

 

4.) Self Appraisal: 
 Identifying your career path 

 Identifying your skills and strengths 

 Identifying your transferable skills 

 Identifying  your achievements in a job search 

 Identifying your personal job objectives 

 Analysing your skills using a Skills Diagnostic on the Careers 

Service website 

 For more information, or to arrange an appointment with one of our advisors call us on: 

01604 745730 

Or alternatively e-mail: greg@options2.net 

 
 

Options 2 Workplace 

Learning provides this 

employability guidance and 

training through the 

National Careers Service, a 

Government-funded 

initiative aimed at helping 

people get on in work and 

training. 

 

Options 2 also provide a 

range of other training and 

recruitment opportunities 

including Apprenticeships, 

Vocational Training and 

Skills for Life. 
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