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Professional Interview Day 

Key Information 

 

What is it? 
Professional Interview Day is one of the ways we prepare you for real life.  It is an 

opportunity to understand more about applying for jobs, writing a CV and cover letter and 

to practice your interview skills.  You will also get honest and constructive feedback so that 

you know your strengths and how to improve. While this relates to jobs, much of this will 

also be useful for college applications and interviews.  
 

What happens? 
Before the day: 

● You will write a CV and cover letter and apply for a position listed in your PID 
booklet.  You may have some time to do this in PSHE but you are responsible for 
completing this in your own time and submitting it by the deadline 

● Your deadline for this is [date].  If you’re application is late, priority will go to other 
students and your application will be stamped as late. Applications should be handed 
in to [named member of staff, department]. 

 

On the Day? 

● Come to school in ‘professional interview dress’  

● You will receive a 30 minutes interview slot  

● Arrive at least 10 mins before your interview slot at [venue] 

● Your interview will include a mock interview and feedback including on your CV and 
cover letter 

● You will go to normal lessons for the rest of the day 
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Professional Interview Day 

Applying for a job 

 

What is expected? 
In the real world, what you need to do will vary depending on what job you are applying for.  

Some jobs have set application forms, some expect CVs, some expect both (some people 

also make video CVs).  For most jobs you will need to submit a supporting statement where 

you prove to the employer that you are an excellent candidate for the job. This may be part 

of an application form, attached to an email or make up part of your covering letter. 

 

For PID, you will submit two things only: your CV and a covering letter.  Your covering 

letter will include your supporting statement. 

You should keep both of these things after PID. You can build on them and adapt them 

when you are applying for jobs in the future. 

Remember, your CV and cover letter are the employer’s first impression of you. Make it a 

good one! 

 

Top Tips 
● Keep a CV to one side of A4 

● Don’t waffle! And try not to repeat yourself.  Short, clear sentences are best! 

● Keep the information relevant to the post 

● Sell yourself - be positive! 

● Give examples of what you are saying e.g. I am keen to take on responsibility and my 

form tutor and peers praised me for being a responsible and proactive form 

representative. 

● Check your grammar and spelling  

● Present your CV professionally 

● Consider starting a new, professional email address (what’s your current email 

address?) 
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Professional Interview Day 

Templates for your CV and cover letter 
 

On the next two pages, you will see a template for a CV and cover letter that you can follow. 

 

There are lots of different ways to present your CV and cover letter.  This is just one 

example.  You can find more examples online.   

 

You can use your forecast grades in the education section as you don’t yet have these 

qualifications.  Label them clearly as ‘predicted grades’. 
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C.V proforma 
Your Name 

Your Contact Details 

  

Personal Profile 

A couple of short sentences that introduces who you are, and how you summarise yourself. Highlight the most 

important aspects of your experience. Tell them what kind of role you are looking for and why. 

  

Employment and Voluntary Experience 

 Date of Position - Name of Position 

Name of Company 

Short description of the position, and your overall responsibilities 

2-3 bullet points of achievements or evidence of your success 

 

[Repeat as necessary/possible for each position] 

  

Education 

 Date of Qualification - Subject and Level 

Name of Institution 

Subjects and qualification scores 

List out any particularly relevant projects, subjects etc 

  

Skills 

A list of key skills, ideally with the level of proficiency 

For example, pieces of software you have experience using 

Can also list other key work skills such as  management - but always with evidence 

  

Interests 

Use this section to tell them a bit more about who you are - what you are interested in and enjoy doing 

outside of work and education. Doesn’t have to be relevant or obviously helpful - this is intended to give them 

a better idea of who you are. 

  

References 

List two people that they can contact to get a reference for you if required. 

In real circumstances you must ask their permission before adding their details. 
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Covering Letter proforma 
 

Address, Date etc. (as required) 

  

Dear Sir/Madam, 

  

I am writing to apply for the position of [Job position title] at [Name of Employer]. 

  

Opening paragraph: 

●        Explain where you found the position advertised (if at all), and in summary, why you applied for it. 

●        Summarise why you think you are well suited for this position - ideally something unique or unusual 

about your particular experience or skills that will make you best suited. 

●        Tell them you have enclosed/attached your CV. 

  

Second paragraph 

●        Tell them (more) about why you are particularly suited for this position. 

●        Usually this will mean describing some of your experience, but don’t go into too much detail or length. 

●        Wherever possible, highlight examples, numbers or evidence that show your success in these roles 

●        Emphasise anything in your CV that you particularly want them to pay attention to. 

  

Third Paragraph 

●        Link your skills/achievements/experience described in the above paragraph to the specific situation or 

challenges of the company and role you are applying for. 

●        This is your chance to show that you have done your research, beyond what is just listed in the job 

description or advert, and that you understand well what the main kind of challenges of the job would be. 

●        Talk about some current events that might be likely to affect the business, or a skill you have that might 

be useful for them in the future. 

  

Fourth paragraph 

●        Close by explaining your passion for this role and company, what motivates fundamentally to want to 

work for them. 

●        Keep it short and clear, ideally link it to a specific personal experience or characteristic, rather than just 

saying something anyone could. 

●        Then finish with a call to action - If you plan to follow up with a phone call, say so! If you plan to wait for 

a response, close with ‘I look forward to hearing from you’. Thank them for taking the time to read your 

letter and sign off with: 

  

Yours sincerely (if you know the person’s name) OR Yours faithfully (if you don’t know the person’s name),  

Your signature 

 [Your Name] 
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Professional Interview Day 

Job Adverts 
Here is a selection of real job adverts from www.monster.co.uk. Choose one of these to 

apply for and write your choice in the first line of your covering letter. You may not have all 

the required qualifications so don’t worry about that!  

 

Many of these are trainee jobs.  It’s a good idea to search jobs that you might be interested 

in for the future.  It will give you an idea of what you need to get there and what your salary 

might look like.  

 

 

 
 

 

 

 

 

 

http://www.monster.co.uk/
http://www.monster.co.uk/
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Professional Interview Day 

Job Adverts 
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Job Adverts 
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Job Adverts 
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Professional Interview Day 

Job Adverts 
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Professional Interview Day 

Reminders! 

 

Final deadline for application submission:  

[Date] 

 

Submit by handing in to: 

[Name, Department] 

 

PID date: 

[date of event] 
 

 
 

Well done! 

 

 

Now that you have completed and submitted your application, you are ready to prepare for 

the day. 

In PSHE we will look at first impressions and how to handle an interview. 

You might want to start planning your professional outfit for the day too. 

 

 

Good luck! 

 

 

 
 

 


