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INTRODUCTION
Embark on a transformative journey
with our Jobseeker's Toolkit,  
empowering you at every step of your
job search. This toolkit isn't just a
guide; it's your roadmap to success,
offering insights and expert tips to
elevate your job-seeking prowess.

Dive into the toolkit's wisdom, starting
with the essential art of crafting a
standout CV. As you progress, unlock
the secrets to navigating the job
market – from search strategies to
mastering the art of applying for roles.
Navigate the professional landscape
confidently with insider tips on
leveraging the power of LinkedIn,
ensuring your digital presence shines.

But that's just the beginning.

Delve into the nuances of interviews,
armed with advanced strategies to
showcase your skills effectively.
Uncover the subtleties of disclosure
and reasonable accommodations,
ensuring you're equipped for every
aspect of your journey. And finally,
discover a sample CV template
waiting for you at the toolkit's
conclusion.

Your success is our mission, and we're
here every step of the way. Let this
Jobseeker's Toolkit be your ally in
your job search. Any queries on your
mind? Don't hesitate to reach out to
our team at careers@clark.ie. 

Wishing you the best of luck on your
job hunt – success begins here!
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Congratulations on taking the step to supercharge your job search, by
downloading our Jobseeker's Toolkit! We understand the challenges you may
face in today's competitive job market, and that's precisely why our toolkit
has been created! It is your essential guide for navigating the dynamic
professional landscape with success.

Unlocking Doors to Success: The Value of Your Jobseeker's Toolkit
Our toolkit is your personal roadmap, providing step-by-step guidance on
every aspect of your job search. From crafting a compelling CV to mastering
the art of interviews, each section is designed to elevate you and set you
apart in the eyes of employers.

Our tailored approach significantly enhances your chances of standing out to
hiring managers. And in today's digital age, online presence matters. Learn
how to optimize LinkedIn, transforming it into a magnetic professional
showcase. Our toolkit equips you with real-world examples, interview tips,
and strategies that will leave a lasting impression on recruiters.

Armed with this toolkit, you're not just a job seeker; you're a strategic
contender for the career you envision. Dive in, absorb the knowledge, and
watch as your job search transforms into a series of triumphs.
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Feel free to reach out if you have any
questions or need personalised advice
along the way. Your success is our
priority, and we're thrilled to be a part
of your journey!

Stephen Farrell-O'Callaghan

OUR MESSAGE TO JOBSEEKERS

careers@clark.ie

045 881 888





CREATING YOUR CV
Unleash the full potential of your CV and launch your job search to new
heights! Your CV isn't just a document; it's your ticket to that coveted
interview. Here are seven game-changing tips to ensure your CV not only
stands out, but leaves a lasting impression on hiring managers and recruiters:

1. Elevate Simplicity: 
Your CV should be visually attractive – clean, easy to read, and well
structured. Bold headings, capital letters, and a splash of color will make your
CV interesting. Embrace white space; a clutter-free CV ensures your brilliance
shines through. Keep it punchy and to the point, showcasing only the gems
that sell your skills and experience. With hiring managers taking a quick
glance, every second counts. Be concise, and if it doesn't add value,
confidently hit delete.

2. Craft a Compelling Personal Statement: 
Kickstart your CV with a compelling personal statement – your opening pitch
to captivate employers. Convince them from the get-go that you're the ideal
candidate. Highlight your unique selling points and recent accomplishments,
steering clear of clichés. Make it impossible for them to resist reading on.

3. Tailor-Made for Success: 
Transform your CV into a dynamic tool by customising it for each role. This
isn't a one-time task; it's an ongoing strategy for a successful job search.
Align your CV with each job description, emphasizing the skills that matter.
Don't drown in the sea of generic applicants; stand out as perfect for the role!
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4. Showcase Core Skills: 
Let your skills list be the supporting actor to
your personal statement, aligning seamlessly
with the job's requirements. Dive into the job
description, extract the essential skills,
programs, and keywords. Your CV isn't just a
document; it's a strategic tool that matches the
job description, proving you're not just skilled,
but the perfect fit they've been searching for.



errors shouldn't be the reason your application gets axed. 
Take that extra step, double-check, and seek assistance when needed. 

6. Ensure Clarity for Impact:
Transform your job descriptions from mundane to magnetic. Break down your
responsibilities and accomplishments into crisp, easy-to-skim bullet points.
Paragraphs are passé; bullet points are the key. Elevate your narrative by
injecting results, numbers, or percentages. Whether you're in sales or not,
showcase the magnitude of your impact – be it team size, client interactions,
event management, or task frequency. Quantify your achievements, turning
your CV into your success story.

7. Educational Excellence Unveiled:
Planning a move to Ireland? While some international qualifications transfer
seamlessly, the landscape varies across industries. Dive into research or lean
on resources such as Citizens Information, for clarity. Don't let uncertainty
cloud your educational achievements; reach out to the ENIC/NARIC centre for
a personalised "statement of comparability." Your qualifications deserve the
spotlight!

In your quest for the perfect job, let these strategies be your compass. Every
element of your CV, from precision checking to educational excellence, is a
strategic move toward securing that dream opportunity. There is a sample CV
template included at the back of this document, for your use. 

CREATING YOUR CV
5. Precision Check for Perfection:
Your CV is your first impression, and errors
are the last thing you want clouding that
introduction. Utilize spellchecks, Grammarly,
or enlist a second pair of eyes for a
meticulous review. This isn't just about fixing
typos; 
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it's about ensuring harmony in dates, 
banishing conflicting details, and nipping spelling 
mistakes in the bud. In a competitive job market, 
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SEARCH & APPLY FOR 
THE RIGHT OPPORTUNITY
Embarking on your job search journey? We've got your back! In today's digital
age, most applications unfold in the online world – be it through a company's
website, a dynamic job board, or the expert guidance of a recruitment agency.

1. Unlock Opportunities on Job Boards: 
Dive into a world of possibilities by exploring reliable job boards like Jobs.ie,
Glassdoor, Monster, Indeed, and LinkedIn. These platforms are treasure troves
waiting to be discovered. Tailor your searches by company, job title, skills,
location, or sector. Maximize your chances of stumbling upon the perfect role
by creating job alerts tailored to your dream job!

2. Elevate Your Search with Recruitment Agencies: 
Why go it alone when you can have a recruitment ally by your side? Here's
why teaming up with a recruiter is a game-changer:

Cost-Free Collaboration: 
Recruitment agencies are your silent partner – their services come at no cost
to you. It's all about opening new doors.

Market Mastery: 
Harness the extensive knowledge of recruiters who are well-versed in the
labor market. Their insights can be a serious advantage.

Expansive Networks:
A recruiter's vast network is your ticket to quick connections with intriguing
clients. It's not just about finding a job; it's about finding the right one.
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SEARCH & APPLY FOR 
THE RIGHT OPPORTUNITY

Exclusive Access: 
Gain entry to job opportunities that often
remain hidden from the average job
seeker. Let recruiters unveil doors you
didn't even know existed.

Negotiation Pros: 
Leave the intricate dance of salary
negotiations to the experts. Recruiters
ensure your value is communicated
effectively, lifting that weight off your
shoulders.

In your quest for the ideal role, leverage
the power of online platforms and
recruitment expertise. We're not just
guiding you through steps; we're opening
doors to a world of career possibilities.

Embrace the journey, and let's make your
job search an exciting adventure! Visit
www.clark.ie/register (or scan the QR code
below) to get started!
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LINKEDIN & PERSONAL
BRANDING
LinkedIn isn't just a platform; it's your gateway to a vast array of career
opportunities and possibilities. Craft your profile strategically to open doors to
career opportunities, showcase your expertise, and build a powerful
professional brand. Here are some indispensable tips to ensure your LinkedIn
account is a magnet for recruiters and hiring managers:

1. Craft a Captivating Headline:
Your headline is your first impression. Make it count by spotlighting your
current job title or expressing who you are and where you aspire to go
professionally. Your headline is your professional tagline, so let it speak
volumes.

2. Picture-Perfect Professionalism:
A picture is worth a thousand words, especially on LinkedIn. Ensure your
profile picture exudes professionalism. If you don't have a dedicated
headshot, opt for a photo against a plain, preferably white, background,
dressed in business attire.

3. Elevate Your Summary:
The summary is your canvas; paint a vivid picture of your professional journey.
Outline your background, skills, key expertise, and what makes you a valuable
asset. Share your passions, motivations, and even your openness to new
opportunities. Use this space to address gaps in work history and showcase
your commitment to skill development.

4. Illuminate Your Experience:
Dive into your work history, not just listing roles
but showcasing accomplishments. Use bullet
points for clarity, detailing tasks, responsibilities,
and, most importantly, results. Polish your
profile by ensuring impeccable grammar, and if
companies have LinkedIn pages, add their logos
for visual appeal.
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5. Shine a Spotlight on Your Education:
Begin with your highest achievement and work your way down. Focus on
classes that are particularly valuable and relevant to employers in your
industry. Tailor this section to showcase the qualifications that make you
stand out.

6. Beyond the Basics – Unveil Your Uniqueness:
Don't stop at work experience and education; delve into certifications,
projects, volunteer experiences, accomplishments, or languages. If you're
multilingual, flaunt it – companies love it. Volunteer work? It deserves a
spotlight too. These additions make you stand out and bring a unique flavor to
your profile. 

LINKEDIN & PERSONAL
BRANDING
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LINKEDIN & PERSONAL
BRANDING

Once your profile is complete, it’s time to start using LinkedIn: 
LinkedIn isn't just a social platform; it's your career launchpad. Unlike
traditional social media, LinkedIn is your dedicated space for professional
networking, job hunting, and skill enhancement. Keep your interactions
professional – your posts, comments, and articles are your professional voice.
A critical note: avoid pestering employers or recruiters. Professionalism is key.

Kickstart Your Network:
Start your online network by connecting with people you know and
those who could propel your career. Send personalised connection
requests, showcasing your intent and interest. Explore connections
within companies or roles you aspire to. Your network is your
strength; curate it strategically.

Leverage Your Voice:
Establish your expertise by posting content! This will increase your
Social Index Score (SSI) on LinkedIn, helping to position you as a
thought leader on the platform.  Share insights, comment on
industry happenings, or showcase your writing prowess. Even if
you're new in the field, your perspective matters. Begin by engaging
with others' posts, share relevant articles with anecdotes based on
your personal experience - and soon you'll find your voice.

Dive into LinkedIn Groups:
Supercharge your industry engagement through LinkedIn Groups.
Discuss relevant topics, connect with like-minded professionals, and
intensify your industry involvement. These groups aren't just
discussion forums; they are potential connections waiting to happen
and help to further enhance your Social Index Score (SSI).

LinkedIn is a dynamic job seeking tool. Elevate your profile, engage with others,
and watch your professional landscape transform. LinkedIn isn't just a
platform; it's your career companion – let's make every interaction count!.
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Congratulations on making it to the interview stage – your ticket to seizing
that dream role! Success in your job interview hinges on three pillars:
planning, preparation, and performance. Let's delve into some expert tips to
ensure you shine in every interview scenario, be it in-person, over a video call,
or on the phone.

1. Nail the Basics:
Be punctual; arriving 10 minutes early sets the right tone.
For virtual interviews, ensure a robust internet connection and log in a few
minutes ahead.
Memorize your interviewer's names; it's a small gesture that speaks
volumes about your preparedness.

2. The Dynamics of Interviewing in Ireland:
Foster rapport with your interviewer; engage in casual conversation during
the initial 'chit-chat.'
Remember, non-verbal cues matter. Maintain a firm handshake, confident
posture, and consistent eye contact.
Showcase professionalism by avoiding distractions like fidgeting, slouching
or playing with objects.

3. Strategic Research:
Deep dive into the company, understanding its values, mission, clientele,
and competitors.
Stay abreast of industry trends and recent developments to exhibit
confidence during the interview.
Research your interviewer and comprehend the role's intricacies, including
recent projects or launches.

4. Craft Winning Answers:
Ace the "Tell me about yourself" question – your personal elevator pitch.
Know your CV inside out, anticipating questions on training, qualifications,
previous experiences, core competencies, and personality motivations.
Ensure honesty and positivity in your responses; honesty is appreciated,
negativity is not. 

MASTERING 
INTERVIEW SUCCESS



5. The First Five Minutes Matter:
Studies suggest interviewers form initial impressions within the first five
minutes.
Radiate enthusiasm, express gratitude, maintain eye contact, and exhibit
positive body language.
Initiate answers with positive affirmations to humanize the interaction.

6. Strategic Questioning:
Prepare insightful questions showcasing genuine interest in the role,
company, and team.
Examples include inquiries about the position's availability, typical day,
team structure, and opportunities for career progression.

7. Dress for Success:
Choose your outfit in advance; dressing professionally is paramount, even
for remote interviews. For online interviews, ensure your background is
clean & simple. 
Your appearance contributes to a positive and confident overall
impression.

8. Post-Interview Etiquette:
Communicate promptly with your recruiter, sharing your thoughts and
feelings post-interview.
Reiterate your interest and gratitude for the opportunity.
If not working with a recruiter, send a thoughtful thank-you email to the
interviewer/hiring manager.
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MASTERING 
INTERVIEW SUCCESS





PUT YOUR SKILLS 
IN THE SPOTLIGHT
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Welcome to the pivotal moment where
your skills take centre stage – the job
interview. This is your golden opportunity
to not just talk about your skills but to
demonstrate how you're the perfect fit for
the role. Let's explore how you can
masterfully showcase your skills, and leave
a lasting impression.

1. Elevate Your Skills' Impact:
Don't just list your skills; illuminate how
they'll benefit the company. Connect
the dots for the interviewer, showcasing
your skills as valuable.
Share specific instances where your
skills drove results or instigated positive
change. Discuss collaborations with
colleagues or instances where your
skills motivated and uplifted your team.
If you're aware of the company's
current challenges, demonstrate how
your skills can help resolve them. For
instance, if you excel at budgeting, you
can help strategically cut costs and
contribute to significant savings.

2. Soft Skills – Your Secret Weapon:
Soft skills are the unsung heroes of
success. Emphasize your adaptability by
showcasing a diverse set of soft skills.
Critical thinking, leadership,
communication, and problem-solving
are invaluable traits. Highlighting these
skills positions you as a flexible and
hardworking candidate. truly stand out.
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PUT YOUR SKILLS 
IN THE SPOTLIGHT

Soft skills are often harder to teach, making you an even more valuable
asset. Use examples to weave your personality traits seamlessly into your
responses, creating a holistic picture of your capabilities.
When answering common interview questions, seamlessly integrate
examples of your soft skills. Use stories from your experiences to
illustrate how your soft skills have contributed to your success. 
Showcase the harmony between your technical and soft skills. This
synergy not only demonstrates your expertise but also paints a
comprehensive picture of your capabilities.

3. Navigate Competency-Based Questions with Confidence:
Engage in Real-Life Storytelling: Competency questions are your
opportunity to narrate your experiences. Embrace questions like "Tell me
about a time when..." or "Give an example of when..." to share the
challenges you've triumphed over.
Adapt to Virtual Interview Styles: Virtual interviews often employ
competency-based questions without preamble. Embrace this trend, as it
aligns with the evolving landscape of interviews in the virtual realm.

Ace it with STAR Technique:
Situation: Set the stage by describing the background or context.
Task: Illuminate the task or challenge at hand.
Action: Articulate the actions you took, explaining the how and why.
Result: Conclude with the outcome, emphasizing accomplishments and
lessons learned. Relate this back to the role you're applying for,
highlighting the relevance of your skills.

Benefits of STAR Method:
Craft clear and concise responses.
Showcase your ability to perform under
pressure.
Demonstrate your growth mindset
through experiences.
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PUT YOUR SKILLS 
IN THE SPOTLIGHT
4. Elevate Your Interview with Strategic Questions:

Express Genuine Interest: End your interview on a high note by asking
insightful questions. This signals your genuine interest in the role and the
company.
Align Questions with Your Skills: Pose questions that resonate with your
skills and reflect your industry knowledge. Inquire about procedures,
technology, systems, or delve into the company's unique culture.

Maximize Your Impact:
Showcase Knowledge and Experience: Demonstrate your expertise while
expressing curiosity about the company. This dual approach positions you
as an informed and engaged candidate.
Boost Your Hiring Prospects: Prove you're not just a candidate – you're a
strategic thinker ready to contribute to the company's success.
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DISCLOSURE & 
REASONABLE ACCOMMODATIONS 
Embarking on a job search journey should be a path open to everyone,
regardless of unique needs or circumstances. Understanding and utilizing
'Reasonable Accommodation' can be a powerful tool in ensuring equal
opportunities and a level playing field for every job seeker. Let's delve into the
benefits and strategic steps to navigate this process seamlessly.

What is 'Reasonable Accommodation'?
Imagine a workplace that tailors its tasks, structures, and environment to
empower employees. That's the essence of 'Reasonable Accommodation.'
Employers make adjustments to:

Provide equal opportunities during job applications.
Ensure equal treatment among co-workers.
Facilitate fair chances for promotions.
Support participation in training activities.

This accommodation extends to individuals acquiring disabilities, enabling
their return to work and full integration into the job application process, along
with enjoying benefits accorded to all employees.

Empowering You: Strategies for Disclosure and Accommodations

1. Ask Questions about the Hiring Process:
Gain Clarity: Reach out to the hiring
manager or recruiter before the interview
to understand the hiring process
thoroughly. Knowledge is your ally,
helping you determine the
accommodations you may need.

Insightful Questions: Inquire about the
process specifics—whether there's a
phone screening, testing portion, or the
number of interviewers. This proactive
approach ensures you're well-prepared.
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DISCLOSURE & 
REASONABLE ACCOMMODATIONS 
2. Be Explicit About Your Needs:

Clear Communication: Disclosing your disability is the first step; the next
is articulating your specific needs. Clearly communicate the
accommodations required for optimal performance during the hiring
process and potential employment.
Set Expectations: Specify what adjustments will empower you to
contribute your best, fostering an inclusive and supportive environment.

3. Personalize Your Disclosure:
Manage Comfort Levels: The amount of information shared is a personal
decision. Feel empowered to disclose only what's relevant for success in
interviews and on the job.
Gradual Disclosure: Share details as needed, ensuring your comfort
throughout the process. You might, for instance, disclose being a
wheelchair user without delving into specific reasons.

4. Evolving Comfort Levels:
Career Growth: Understand that your comfort levels with disclosure may
evolve as you progress in your career. Adapt your approach based on your
experiences and the evolving nature of your professional journey.

Navigating disclosure and reasonable accommodations is about
empowerment, ensuring that you can showcase your true potential. For more
insights on Reasonable Accommodations, explore the Employers for Change
website. Your journey to career success is uniquely yours, and we're here to
support every step!





Your Name 
Professional Title 

Company Name 

Company Name 

 
Job Title/Position, Company Name 

Name of Training body/University/College 

 

Name of Professional body/University/College 
‘

Details of course 

Details of course 

Text to be added here
Text 

Text to be added here.
Text 
Text 
Text 

Text to be added here
Text 

yourname@mail.com 08X XXX XXXX 

 

Text 

Short and engaging pitch about yourself. Imagine the summary as a “sales pitch” that you are ready to provide any
time you run into a potential hiring manager or networking contact. More text to be included. More text to be
included. 

Address 1, Address 2, Town, County, Ireland 

 

Text 

EDUCATION 

WORK EXPERIENCE SKILLS 

INTERESTS 

REFERENCES 

ACHIEVEMENTS 

ADDITIONAL INFORMATION 

Current Position

Past Position Title 

Past Position Title 

Name of Course-level 

 
Name of Course - level 

Month/Year - Month/Year
 
Courses 

Month/Year - Month/Year
 
Courses 

Results Achieved. 

Month/Year - Month/Year
Brief description of what the company do, established how long, employee numbers, who they 
provide products or services to. 

Achievements/Tasks 

Month/Year - Month/Year
Brief description of what the company do, established how long, employee numbers, who they 
provide products or services to. 

Achievements/Tasks 

Month/Year - Present
Brief description of what the company do, established how long, employee numbers, who they 
provide products or services to. 

Achievements/Tasks 

Results Achieved. 

Add Key Achievements here. 

Provide references contact details, or simply state
References available on request’. 

Use this section to provide additional information, such
voluntary work, languages, and other accomplishments. 

Text 

www.clark.ie                                         26                                   

SAMPLE SHORT CV TEMPLATE 



WORK EXPERIENCE 

Your Name 
Professional Title 

yourname@mail.com 08X XXX XXXX 

Short and engaging pitch about yourself. Imagine the summary as a “sales pitch” that you are ready to provide any
time you run into a potential hiring manager or networking contact. More text to be included. More text to be
included. 

Address 1, Address 2, Town, County, Ireland 
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SAMPLE LONG CV TEMPLATE 

Name of Course - level, Name of Training body/University/College 

Include results achieved and awards. Summarise briefly course content.

EDUCATION 

Month/Year - Month/Year Results Achieved. 

 
Job Title/Position, Company Name 
Current Position

Text to be added 
Text 
Text 
Text 

Month/Year - Month/Year
Describe your responsibilities and achievements in terms of impact and results. Use examples, but keep it short. 

Responsibilities:

Achievements:

Text to be added 
Text 
Text 
Text 

 
Job Title/Position, Company Name 
Past Position

Month/Year - Month/Year
Describe your responsibilities and achievements in terms of impact and results. Use examples, but keep it short. 

Responsibilities:

Name of Course - level, Name of Training body/University/College 

Include results achieved and awards. Summarise briefly course content.
Month/Year - Month/Year Results Achieved. 

Text to be added 
Text 
Text 
Text 



 
Job Title/Position, Company Name 

Text to be added 
Text 
Text 
Text 

Past Position

Month/Year - Month/Year
Describe your responsibilities and achievements in terms of impact and results. Use examples, but keep it short. 

Responsibilities:

Your Name 
Professional Title 

yourname@mail.com 08X XXX XXXX 

Short and engaging pitch about yourself. Imagine the summary as a “sales pitch” that you are ready to provide any
time you run into a potential hiring manager or networking contact. More text to be included. More text to be
included. 

Address 1, Address 2, Town, County, Ireland 
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SAMPLE LONG CV TEMPLATE 

Achievements:

Text to be added 
Text 
Text 
Text 

Achievements:

Text to be added 
Text 
Text 
Text 

SKILLS
List strengths relevant for the role you’re applying for
List one of your strengths

List strengths relevant for the role you’re applying for
List one of your strengths

ACTIVITIES
Use this section to highlight your relevant passions, activities, and how you like to give back. It’s good to include Leadership
and volunteer experiences here. Or show off important extras like publications, certifications, languages and more.

REFERENCES
Provide references contact details, or simply state ‘References available on request’. 
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