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WRITING A KILLER CV
A nationwide survey of HR Directors and Managers has concluded that 
CVs are failing to make the grade. The survey, designed and carried 
out by CMC and Senior Associate John Lees, produced some thought-
provoking results which we thought to share with you:
• 46% of employers believe that 1 in 10 people lie about qualifications in their CV;
• 1 in 10 employers believe that 40% of people lie generally

CMC’s Managing Director, Robin Wood, comments:

“We’ve discovered that there are still too many unfocused, distracted and off-putting CVs hitting 
employers’ desks, and a great many CVs that do not entirely tell the truth.”

Royall specialises in providing talent for all levels of recruitment requirements and is extremely well 
placed to advise those looking for new roles as to what works, and what doesn’t. If you are unsure 
just get in touch and ask!

The survey’s author John Lees says:

“Even good CV’s often fail to communicate the right message and ensure that people are presenting 
themselves in person as they do on paper. Consistency is key! This survey shows there is an art to 
getting through that first ‘sift’. More than anything else it’s about two things: the initial impact on 
page one of your CV, and making a short but credible claim that you match the key requirements 
of the job.”

SOME KEY RESULTS:
• 88% of employers prefer to see a short profile or summary on page one of a CV
• 85% of employers do NOT want a photograph with a CV
• Of those who expressed a view, 96% dislike CV’s written by professional CV writing services
• Two thirds of HR specialists believe that a CV should be no more than two pages long

The best CV’s are simple, clear, uncluttered and concise.  A well-crafted CV can create a powerful 
first impression, an outstanding CV is one that provides concise information about your experience, 
skills and education and is tailored specifically to the post for which you are applying.

Keeping it to two pages is a myth if you are at a senior level and have decent work experience to 
portray.  If it’s an interesting read and it’s in a clear format it won’t matter if it continues to three or 
even four pages, but always keep a record of any project work, events managed, or creative work 
on a separate addendum or portfolio.

A CV shouldn’t be simply a list of skills and experiences, it should illustrate who you are, your 
personal attributes, your drivers and motivators, goals and ambitions as well as key achievements.

Use quantifiable, statistical data to illustrate your experience where at all possible. If you have 
managed budgets, what were the minimum/maximum? If you managed staff, how many and what 
were their roles? If you generated revenue or contributed to growth, show this figuratively.

PROFILE: 
This should be an overview of your skills, competencies, and experience in brief – not a long list of 
what words describe you best. If you only had this profile to summarise your experience and what 
you are capable of, what would you say. Decide on an objective that can be summed up in one 
sentence on your application. Remember that a long and protracted statement suggests that you 
lack clarity and direction.

QUALIFICATIONS: 
Nowadays education is usually at the end of the CV.  List your academic qualifications and grades in 
chronological order and your non-academic too. You can always state your graduate or any other 
professional status in your profile summary.

EMPLOYMENT HISTORY:
Always start with your current or most recent role; include the job title and employer, employment 
from and to dates, a brief introduction of your position, your main responsibilities and principal 
achievements and ideally a reason for leaving.

RESPONSIBILITIES:
These are your day to day working responsibilities.  List them in order of importance and be 
commercial, use as much statistical information as possible and where appropriate use examples.

PRINCIPAL ACHIEVEMENTS: 
Your day to day responsibilities are what you do, and what is expected of you.  They do not set 
you out from the crowd, especially in this competitive market.  You need to make a list of career 
achievements.   Numbers are as important as words here and if you can be commercial and display 
cost savings, or sales successes when you are not a sales person this is where you can really shine. 
Make your CV as quantifiable as possible. Show how you solved workplace problems and what the 
results were. Innate personality abilities are as important as vocational skills.

REFEREES:
It is not expected for these to be listed on your CV

INTERESTS:
Detail any other relevant information, including your personal interests and achievements, i.e. 
Captain of Rugby Team, London Marathon, Charity Volunteer etc.

ADDENDUMS:
This is a great way to display event/project management experience in chronological order and in 
a consistent fashion, making quick referencing easier for the reader. Contact Royall for a sample 
event addendum template.

PORTFOLIOS / LINKS:
If applying for a creative role, most employers expect to see examples of creative work, either online 
or in a hardcopy portfolio. Try and always keep detailed and concise examples of what you have 
done in the past. 

KEYWORDS:
In the world of internet searching, your CV needs to be literally peppered with key words to enable it 
to be found. Recruiters often use recruitment sites such as Event Job Search, Monster and Reed, and 
they need to be able to find you as easily as possible. The better your key wording (SEO) then the 
higher up the list of potential candidates you will come. If you are an Account Manager then ensure 
all the related and associated phrases and keywords are on your CV

Account Manager, Account Management, Client Services Manager, Senior Account Manager, Project 
Manager, Client Services, Senior Account Coordinator.

A really useful tip is to write the keywords as a list (as above) at the bottom of your CV and turn the 
type white so that it cannot be seen, this will really boost your keywords and ensure that you get 
them all in!
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THE TOP THINGS YOU SHOULD NEVER, 
EVER SAY ON A CV...PLEASE!

We have all experienced this; when writing your CV there is so much to think about and everyone 
wants to make it ‘different’ and ‘interesting’. But the reality is, a potential employer simply needs 
to know what you have done and when you did it… don’t get me wrong, make your CV stand out 
whether it be by its design or creative layout (not too creative though, but that’s another topic…), but 
keep the information impactful and to the point. This will stand out more and will be easy to view 
when lots of CVs are being read at the same time. Colour is another good idea to catch the eye but 
please avoid using the Barbie pink tone just because it was your “favourite” colour when growing up!

LISTED BELOW ARE SOME REAL EXAMPLES THAT HAVE BEEN USED ON CVS… AND QUITE SENIOR 
CVS!

Interests: Rugby… is this because you once “played at school and every now and then watch it in the 
pub with my pals” if so, take it off your CV. Unless you play/watch constantly it’s not something to 
share as an interest.

Education: Keep it brief and always at the end of the CV – I have recently viewed a CV with 16 lines 
of information about the candidate’s education and awards won in primary school – don’t get me 
wrong, it’s fab that you once were “leading recorder player of the year” but it’s not relevant to your 
CV or career (unless of course, your career revolves around recorder playing… if so, well done you.)

Personal: Employers don’t need to know that you are “recently married and have just returned from 
our life changing honeymoon” because it’s written on your CV… they need to know what you do and 
how well you do it career wise.

Skills: “being a barmaid” – “making cakes for the office team” – “I’m good at computers” – “I like to 
give compliments” – “creating and retaining a harmonious office environment” all lovely attributes 
to have, not so lovely to read about on a CV and won’t make you stand out as a creditable candidate.

Nicknames: Yes, this has actually happened, someone wrote on their credentials after the main 
paragraph what their nickname was… and to make matters worse, it wasn’t a nickname to be 
shared. So as cute or cool you may think you sound with a nickname on your CV, you don’t.

Describing Yourself: “think outside the box”, “team player”, “can do attitude”, “hardworking (as if you 
are going to describe yourself as non-hard working!)” all descriptions that are on almost every C.V 
that is sent for a role. Show initiative when describing yourself and stay away from the predictable 
– it might take a bit longer to create, but will be worth it in the end.

Attention to Detail: “I have great attention to detail and always take pride in what I work on” – see 
the problem? So many candidates attribute themselves with attention to detail yet fail to do a simple 
spell and grammar check on a document which potentially could change their life with a dream role. 
If in doubt, get it sense checked by a friend and don’t be afraid to ask for help with it.

I could list far more but hopefully you get the gist of what I am saying; keep it professional and to the 
point, easy to read and with eye catching key words/skills. And, of course, don’t fabricate… its quite 
easy to tell when someone has the experience they claim to have in an interview and when they 
don’t. If you in need of a few pointers give the professionals a call on 01243 200077.
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WHAT IS THE DIFFERENCE BETWEEN 
‘SKILLS’ AND ‘COMPETENCIES’?

Do you know the difference between ‘Values’, ‘Competencies’ & ‘Skills?’ The more senior you get the 
more important it is to know this.

Does the company you are looking to join, recruit based on behaviours and values as well as skill 
set – what’s important to you in a job..?

Within a job you are going to need to demonstrate skills, competencies, and values?

Do you know the difference between these?

What are your own personal values?

If your values are not being met both in your personal life and work life then the likelihood is that 
you will feel distressed, restless and generally unhappy.

BACKGROUND INFO
Values are much more personal and in essence are what are important to people. Competencies 
are skills and abilities. 

They are what matters to us in our day to day business. What matters to you in your day to day 
business and in your day to day personal life?

For yourself it is the answer to the question “What is important about anything (Work, relationships, 
life etc).

Competencies can be taught, values are acquired but not really teachable (except by social pressure 
but that is a red herring in this case).  There is a subtle difference between skills and competence 
because it is possible to know how to do something and yet still feel unable/unwilling to do it. 
I, for example know how to ski but my fear means that I am far from being a competent skier. 
Competence is a mixture of having a skill and the confidence to use it appropriately.

You can identify both competencies and values through behaviour though. People confuse them 
because organisations have both, and people are (on the whole,) not trained in spotting the 
distinctions.

Consultants, for example, have values around things like fun, learning, autonomy (can you see 
the resemblance!), working with high performing peer groups, making a difference, variety and 
challenge. Their competency framework however, lists leadership, management, team work, 
planning and organisation, sales and marketing. The values list is what motivates consultants, the 
competency list is what they do, which is the medium in which they express their work values.

Values are traits or qualities that are considered worthwhile; they represent your highest priorities 
and deeply held driving forces. When you are part of any organisation, you bring your deeply held 
values and beliefs to the organisation. There, they co-mingle with those of the other members to 
create an organisation or family culture.

Value statements are grounded in values and define how people want to behave with each 
other in an organisation, an institution, a company, or a family. They are statements about how 
the organisation will value customers, suppliers, and the internal community. Value statements 
describe actions which are the living enactment of the fundamental values held by most individuals 
within the organisation.

Example Values:

Ambition, competency, individuality, equality, integrity, service, responsibility, accuracy, respect, 
dedication, diversity, improvement, enjoyment/fun, loyalty, credibility, honesty, innovativeness, 
teamwork, excellence, accountability, empowerment, quality, efficiency, dignity, collaboration, 
stewardship, empathy, accomplishment, courage, wisdom, independence, security, challenge, 
influence, learning, compassion, friendliness, discipline/order, generosity, persistency, optimism, 
dependability, flexibility

WHY IDENTIFY AND ESTABLISH YOUR VALUES?
Your values are made up of everything that has happened to you in your life and include influences 
from your parents and family, your religious affiliation, your friends and peers, your education, 
your reading, and more. Effective people recognise these environmental influences and identify and 
develop a clear, concise, and meaningful set of values/beliefs, and priorities. Once defined, values 
impact every aspect of your life.

You demonstrate and model your values in action in your personal and work behaviours, decision 
making, contribution, and interpersonal interaction. You use your values to make decisions about 
priorities in your daily work and home life. Your goals and life purpose are grounded in your values.

Choose the values that are most important to you, the values you believe in and that define your 
character. Then live them visibly every day at work and at home. Living your values is one of 
the most powerful tools available to you to help you be the person you want to be, to help you 
accomplish your goals and dreams, and to help you lead and influence others. Don’t waste your 
best opportunity.
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WHAT ARE TRANSFERABLE JOB SKILLS 
AND WHY DO THEY MATTER?

You may have heard someone mention transferable skills and are 
wondering what they are and how to use them. Basically, they offer a 
way of talking about skills you need for a job (to show you’re qualified) 
– even if at first glance it might look like you don’t match the required 
skills!

Early on in my own career when I wanted to change jobs, I never knew there was a thing called 
“transferable job skills.” I just knew that, when I was looking to move to a different type of job or 
industry and I didn’t have “the right skills”, I could still show I was indeed qualified for the new job.

EMPLOYERS CAN’T ALWAYS SEE THE RIGHT SKILLS MATCH
More than once, I wound up getting myself to jobs that at first glance didn’t seem like a strong fit. 
How? By using my transferable skills in my resume, cover letters, and interviews. Each one is a great 
place to highlight skills that you used while doing one job that you can easily use in a different job, 
even if the positions don’t look anything like each other.

Some transferable job skills are fairly obvious – like typing, supervisory skills, record-keeping, 
customer service, problem-solving, sales, or writing. But even with a skill like writing that seems like 
it might be easy to transfer, the connection is not always obvious. So you need to help them see it.

Let’s say you did copywriting in an advertising job, and now you’re looking to switch to being a 
technical writer for technology. You may see yourself as capable, but employers often look for exact 
experience and skills. So how do you make a strong case for being hired despite your lack of precise 
experience? That’s where our good friend transferable skills come in!

In this example, if you ever did some actual technical copywriting, it would be much easier to make 
your case. But what if you only did copywriting for toothpaste? You can still make a good case for 
how those skills would be transferable, strengthening your argument by adding any directly-related 
experience you have, such as solid knowledge of relevant technology.

HOW TRANSFERABLE SKILLS CAN HELP SHAPE YOUR CV
Transferable skills have an important role to play during your job interview, as you make your 
case for why you fit the new job so well, even if you don’t have the exact experience. But they are 
also very useful in creating a strong, targeted resume and cover letter that will hopefully help the 
employer see the match – and select you as a potential match.

To get a handle on your transferable skills, first look at the job description, highlighting all the key 
skills and experiences they are looking for. Now, look at your resume and think about everything 
you’ve ever done (even if it isn’t listed on this version of your resume). Then look again at the 
highlighted areas on the job description, and think hard about where your skills and experiences 
use the same basic underlying skills.

Analysis. Problem-solving. Relationship management. Project management. Customer service. 
Presenting information. Communicating. Learning new software. The list of possible transferable 
skills goes on.

You want to look at the larger picture of what you did, apart from the specific circumstance. Once 
you get the idea, you’ll be able to see all kinds of transferable skills. And then you can change the 
way your resume is worded (if possible using some the of the words / ideas from the job description) 
to also help the employer see the connection.

Transferable skills can get you to where you want to go, even without the perfect experience. I’ve 
done it myself many times. We are not just the small outline of what we’ve done before. Luckily, 
so much of what we do can be used again in a different environment by using transferable skills. I 
guess you can think of it as skills recycling!
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DECONSTRUCTING INTERVIEWS; 
INTERVIEW TIPS FROM THE TOP

Step out of your interview knowing you have done all you can!

Interviews are by large a pretty nerve jangling experience. That hollow feeling in the pit of your 
stomach, the slight hand tremor, the moments of self-doubt and being convinced that all that 
research you have done has simply vanished from your mind.

To be honest if you weren’t a little nervous then we would be worried that perhaps you weren’t 
taking the meeting seriously!

Here, we disassemble the interview and make sure you have all bases covered. The better prepared 
you are, the more relaxed you will be and the more of YOU can shine through. After all you are far 
more than just a list of skills.

Interviews assess many levels of an individual’s character and career, including cultural fit, team 
dynamics and willingness to contribute to the organisation as a whole.

Employers are seeking candidates who will be valued, trusted and productive team players.

It is critical to consider how you can best demonstrate your skills and experience and make sure this 
is done in a positive and constructive manner. You need to consider which examples you can use to 
provide evidence that YOU are the right individual to undertake the role.

An invitation to interview means the employer believes you have the potential to do the job. The 
interview is your chance to convince your future boss that you are the person they want to join their 
team.

PREPARATION IS KEY!
•  Know the date, time and location along with the full names of the interviewers and their job titles 

(and any background on them if possible, get on line and have a dig around. LinkedIn will give you 
a potted history.)

•  If in doubt of where to go, leave plenty of time, get there early, get settled and have a drink so you 
aren’t rushed or stressed.

•  Check industry press for any relevant news about the company or agency and take a look at their 
website. But go above and beyond this, what awards have they won and why did they win them, 
recent bid wins, who are their clients and who are they competitors?

•  Make sure you are up to speed with your industry news and relevant topics. You need to be able to 
hold an intelligent and informed conversation and offer your own opinions and views.

•  Read the job description (if there is one) in careful detail making any notes or questions. Your goal 
is to try to think of an example for every point on that job description. If you have done it before 
then you need to be getting this across in the form of a really strong example.

•  Research yourself as much as you research the company. Take the time to read through your C.V 
thoroughly to refresh your memory about your skills and relevant experience. You need to be able 
to talk through the numbers and be specific.

•  Write down a list of your strengths and weaknesses- proudest and toughest experiences so you 
have your best examples to hand.

•  Prepare some intelligent questions about both the company or agency and the position you are 
being interviewed for. If there is a good rapport, which there should be, between you and your 
interviewer, feel free to ask questions to them too. An interview is a two way process, you need to 
make sure that this really is your dream opportunity and indeed dream company. Asking questions 
is a great chance to show you know your stuff; “I see you have recently won the **** account from 
****, amazing news. What do you think the key to this was?”

•  Examples, examples, examples!

NEVER BE LATE!
•  Know the location

•  Prepare your route in advance

•  If you are going to be late, call as soon as you can with a real explanation. Interviewers are human 
after all, they know that sometimes circumstances can be stacked against you and be out of your 
control.

NO 2ND CHANCES TO MAKE THAT FIRST IMPRESSION!
•  Look your absolute best and do your best. Be confident in your first impression with firm positive 

handshakes. You can smile and enjoy the interview.

•  Most agencies are more relaxed in their dress code but that’s something you adopt once you’ve 
been successful, you should always be smart for an interview.

TWO EARS AND ONE MOUTH!
•  Listen carefully, very carefully. If answering a direct question give a direct and clear answer to the 

question.

•  Always show your interest in the company or agency and the reasons why.

•  Make sure that you ask questions when appropriate and it’s your opportunity to do so.It is an  
opportunity to sell yourself but also an important chance to really decide if this is the move you 
really want to be making. The actual questions you ask the interviewer can matter as much as 
the responses. They demonstrate how forward thinking you are, and how eager you are to invest 
yourself in the company’s future. Here are several great questions that can set you apart from 
other candidates:

1  “What do you expect me to accomplish in the first 60 to 90 days?” A great candidate wants to hit 
the ground running and make a difference from day 1. They also want to know how they will be 
evaluated and understand their objectives and expectations.

2  “What are the common attributes of your top performers?” Great candidates want to be great long 
term employees. This question demonstrates that firstly you want to know that you are a good fit 
and secondly that if you do, you want to be a top performer!

3  “What are the one or two things that really drive results for the company?” As an interviewee, 
you want to know what truly makes a difference for the company, because you know helping the 
company succeed means you will also succeed on multiple levels.
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4  “What do employees do in their spare time?” Company cultures can be a controversial topic, but 
they can often be a large factor for many employers. Happy employees love the work they do 
and genuinely like the people they work with. A great candidate will want to know that they have 
a reasonable chance of fitting in with the culture.

5 “ How do you plan to deal with…..?” Every business faces major challenges – use this question to 
show you know what these challenges are, demonstrate you know your sector and are realistic 
about the future. It shows both forethought and genuine interest.

These questions can help you stand out and demonstrate to an interviewer that you mean 
business, and you are conscious of the company’s future and your role in it.

MORE KILLER QUESTIONS TO ASK!
1 How would you describe the general culture of the company and the workplace?

2 Why did you choose this company?

3 Will there be any form of training provided?

4 What are some of the biggest challenges/successes facing the department currently?

5 What process will be used to evaluate my employee performance?

6 Who will be my direct supervisor?

7 Are there many opportunities for professional development within the company?

8 What is the usual time frame for making the hiring decision?

9 May I contact you if any further questions arise?

Many candidates take the wrong path and ask inappropriate questions in their first interview. As 
tempting as benefits and salary information is to know up front, that should only be discussed after 
you have been offered the position. Plus, you will be in a better position to negotiate anyways. Not 
jumping ahead is important because you should be focused on having a great and memorable 
first interview to be called in for a second.

The interview process can be your best introduction to the company and by developing an 
intrapersonal connection with the interviewee by simply reciprocating in the dialogue; you can 
stand out among the rest of the candidates. The more comfortable you are, the more comfortable 
they are and will appreciate the gesture in reciprocating the dialogue. Remember, this is your 
opportunity to obtain further information regarding the position and the company that you could 
not get while researching online. So take advantage of this opportunity and make sure it is the 
right position for you.

Leave a lasting impression when a future employers asks you ‘do you have any questions’. Last 
thing to say is ‘no I think you have covered everything’!

Even if they have dug deep. Build deeper rapport by asking the interviewer(s) something personal 
about themselves. Not so personal, as to what’s their dress or suit size, but something about them 
individually.

•  How long have you been at x?

•  What do you love most about being here?

Finally, an interview is effectively a sales meeting, for you. You are selling YOURSELF. CLOSE the 
meeting by asking the interviewer (especially at second stage!):

•  Do you have any reservations about my fit and experience?

•  Have I done all I can to prove my fit, passion and interest for this opportunity.

•  What are the next steps from here on in?

SLAM DUNKING THAT INTERVIEW

RELAX
•  Be yourself, and let your personality show through. Especially if it’s an agency opportunity as 

energy fit is extremely important

EMPLOYERS WILL NOT RECRUIT CANDIDATES WHO
•  Demonstrate a lack of enthusiasm or a negative attitude towards themselves or others

•  Criticise their managers or those they report to

•  Give the impression that the role is not their first choice

•  Cannot commit to the length of the role

•  Are inflexible
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FEEDBACK

 You will be given the utmost support from Royall during the whole process

•  Give as detailed feedback as possible

•  You will be provided with honest, direct and constructive feedback where applicable

Interview Formats Employers use a wide range of techniques and strategies to assess potential 
employees. By checking what they have planned for you, you may at least avoid some unpleasant 
surprises! Royall will always be able to give you an indication of the format you should expect and 
we explain to your clients that we want you and them to be able to make the very most of a short 
period of time. 

The Single Interview: 

A one-to-one meeting between interviewer and candidate. Favoured by smaller companies, this 
is often the least threatening type of interview as it usually resembles a conversation between 2 
people. However, before you relax completely, bear in mind that your success in this type of interview 
depends very much on whether you and the interviewer strike up a rapport. 

The Panel Interview 

In a larger organization you may find yourself being interviewed by several different people. This type 
of interview is used as a way of gathering a range of impressions about you, with the interviewers 
meeting afterwards to compare notes. An advantage of this format is that if you don’t gel with one 
person you may do better with another. But remember that in practice the process won’t be entirely 
democratic. One person, usually the most senior will tend to have the casting vote but will consider 
the input of their colleagues. 

TELEPHONE INTERVIEW
Try to relax – the beauty of this style of interview is that you can ensure you are in a comfortable 
environment and have notes in front of you. Remember you will not be able to rely on visual clues 
so convey with your words and tone of voice what you might have otherwise achieved with a smile 
or a nod. If there are long silences following your response to a question you can always ask “would 
you like me to expand further on that?” Use a landline in a room where you won’t be disturbed Keep 
your CV and the job description to hand. Sit up straight or even stand Dress smartly – somehow this 
always helps to make you feel more focused.

SKYPE INTERVIEW
Video or skype interviews are fast becoming commonplace. As far as possible you should treat them 
as a face-to-face interview. Follow these tips: Dress as you would for a face-to-face meeting. 

Set up your PC or laptop so that the camera is at eye level Make sure your internet is connected at 
the time of the call and that you Skype is logged in – try doing a test run with a friend Make sure 
you will not be disturbed Address your answers to the camera and not the screen, this way you will 
ensure you have the video equivalent of eye contact.

Whatever the format of the interview, at the very end make sure you close the meeting, if you are 
interested TELL THEM. Ask when you are likely to hear and leave the interviewer with no doubt in 
their mind that you want this job and not any job. 

 You will be given the utmost support from Royall during the whole process

•  Give as detailed feedback as possible

•  You will be provided with honest, direct and constructive feedback where applicable

Interview Formats Employers use a wide range of techniques and strategies to assess potential 
employees. By checking what they have planned for you, you may at least avoid some unpleasant 
surprises! Royall will always be able to give you an indication of the format you should expect and 
we explain to your clients that we want you and them to be able to make the very most of a short 
period of time. 

The Single Interview: 

A one-to-one meeting between interviewer and candidate. Favoured by smaller companies, this 
is often the least threatening type of interview as it usually resembles a conversation between 2 
people. However, before you relax completely, bear in mind that your success in this type of interview 
depends very much on whether you and the interviewer strike up a rapport. 

The Panel Interview 

In a larger organization you may find yourself being interviewed by several different people. This type 
of interview is used as a way of gathering a range of impressions about you, with the interviewers 
meeting afterwards to compare notes. An advantage of this format is that if you don’t gel with one 
person you may do better with another. But remember that in practice the process won’t be entirely 
democratic. One person, usually the most senior will tend to have the casting vote but will consider 
the input of their colleagues. 

TELEPHONE INTERVIEW
Try to relax – the beauty of this style of interview is that you can ensure you are in a comfortable 
environment and have notes in front of you. Remember you will not be able to rely on visual clues 
so convey with your words and tone of voice what you might have otherwise achieved with a smile 
or a nod. If there are long silences following your response to a question you can always ask “would 
you like me to expand further on that?” Use a landline in a room where you won’t be disturbed Keep 
your CV and the job description to hand. Sit up straight or even stand Dress smartly – somehow this 
always helps to make you feel more focused.

SKYPE INTERVIEW
Video or skype interviews are fast becoming commonplace. As far as possible you should treat them 
as a face-to-face interview. Follow these tips: Dress as you would for a face-to-face meeting. 

Set up your PC or laptop so that the camera is at eye level Make sure your internet is connected at 
the time of the call and that you Skype is logged in – try doing a test run with a friend Make sure 
you will not be disturbed Address your answers to the camera and not the screen, this way you will 
ensure you have the video equivalent of eye contact.

Whatever the format of the interview, at the very end make sure you close the meeting, if you are 
interested TELL THEM. Ask when you are likely to hear and leave the interviewer with no doubt in 
their mind that you want this job and not any job. 
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TOP THREE REASONS WHY  
I DIDN’T HIRE YOU…

Tim Huff of Macy’s tells us his reasons for saying ‘No’, underlining the 
Royall ethos of Preparation is Key for every single interview. Don’t ever 
assume that because you aced your last interview you have got the 
second one in the bag! Every business and every opportunity is different.

I’ve conducted many dozens of job interviews over the past several years. I’ve hired some great 
people as a result of these interviews, but my experience rejecting candidates is also pretty 
extensive. I’ve gained some decent insight into why candidates fail, and it often comes down to 
some interviewing skills for which all good interviewers expect, regardless if they know it or not.

You may be a promising candidate, but you may be getting rejected because of bombing out on 
some of these skills. So, if you’re getting a lot of rejection calls from interviewers and you’re not sure 
why, these tips may be helpful. Here are my top three reasons for rejecting candidates.

1. Failure to Display any Passion. To be successful in almost any professional role, you need to 
have a high degree of passion. That’s not to say you need to be bouncing off the walls with energy, 
but if you look like you’re about to fall asleep in the interview, you’re not giving the interviewer the 
impression that you’re going to dive into the job with any degree of interest or professional curiosity.

Passion can be demonstrated in your body language, inflection of voice, the light in your eyes, and 
the way in which you show excitement when you tell that story about when you saved the day in 
your last job.

2. Failure to Connect With the Job Description. All too often, candidates come into an interview 
thinking they know what the job requirements are just by reading the job title. Most job descriptions 
do a halfway decent job of explaining some of the main skills and/or experience needed to be 
successful in the role. It’s unfortunate that candidates often ignore this information and try to spend 
most of the interview talking about skills and experience that have no relevance to the job.

It’s OK if you lack some (or a lot) of the direct experience listed in the job description, but if you make 
a conscious effort to connect your experience to the skills I’m looking for, that’s a huge plus. This 
shows that you took the time to read and understand the job description, understand the skills I’m 
looking for, and properly prepared for the interview.

3. Failure to Ask Questions. I interviewed a promising candidate a few years ago who was well on 
his way to getting an offer. His experience was relevant, his leadership and communication skills 
appeared strong, and he was knocking the interview questions out of the park. Towards the end 
of the interview, as I always do, I left plenty of time for questions. He had none. He didn’t show the 
slightest bit of curiosity regarding how our organization was structured, how the team worked, 
what challenges we were working through, … nothing. Unfortunately, his resume ended up in the 
“rejected” pile.

An internal candidate may be able to get away with this depending on the circumstances of the 
relationship with the interviewer, but there’s no excuse for an external candidate to not have any 
questions. Even if the interviewer spends a large amount of time explaining the ins and outs of 
the job, there are still hundreds of questions a candidate could ask. Having no questions gives 
the interviewer the impression that the candidate doesn’t understand the job well enough to ask 
intelligent questions, doesn’t have any professional curiosity, or doesn’t even care about how things 
are done at the organization.

A good candidate will have many questions written down in advance; ready to pull one out when the 
time is right. Ideally, the questions will come naturally during the course of the interview, but there’s 
nothing wrong with referring to your notes to jog your memory.

The majority of the interview rejections I’ve given have had one or more of these three failures. Notice 
that technical competency isn’t on the list. For most job positions, a baseline technical competency 
is a requirement, but there are so many other traits that can predict whether a candidate will be a 
good fit for the job. The next time you’re preparing for an interview, practice demonstrating passion, 
connect your experience with the job description, and prepare to ask questions. You’ll have a much 
greater chance of landing that offer.
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THE BIGGEST JOB INTERVIEW MISTAKES
What shouldn’t you do when interviewing? Here are the top ten interview 
mistakes, blunders, and errors a candidate for employment can make. 
Spend time preparing to interview so these don’t happen to you!

What shouldn’t you do when interviewing? Here are the top ten interview mistakes, blunders, and 
errors a candidate for employment can make. Spend time preparing to interview so these don’t 
happen to you!

TOP 10 INTERVIEW MISTAKES TO AVOID
1. Not Preparing:
Not being able to answer the question “What do you know about this company?” might just end 
your quest for employment, at least with this employer. Background information including company 
history, locations, divisions, and a mission statement are available in an “About Us” section on most 
company websites. Review it ahead of time, then print it out and read it over just before your interview 
to refresh your memory. Also check the company’s LinkedIn page and Facebook page, if they have 
one. You should be prepared to answer the most common interview questions and know which of 
your qualifications and experience are most relevant to the position. 

Avoid This Mistake: How to Prepare for an Interview | How to Research Companies Prior to Interviews 

2. Dressing Inappropriately:
Dressing inappropriately can work both ways — outfits can too casual or too formal for a position.

Calibrate your interview outfit to the industry and company style. You will certainly want to wear a 
suit if you are interviewing for professional position. When interviewing for a summer job at your 
local theme park or as a lifeguard, though, a suit just doesn’t make sense. Instead, dress in neat and 
casual attire.

If you aren’t sure what to wear, visit the organisation and watch employees coming in and out of the 
office to see what they are wearing.

Avoid This Mistake: How to Dress for An Interview | What Not to Wear to a Job Interview 

3. Poor Communication Skills:
It’s important to communicate well with everyone you meet in your search for employment. It is, 
however, most important to positively connect with the person who might hire you. Shake hands, 
make eye contact, exude confidence, engage the person you are speaking with, and you will let the 
interviewer know that you are an excellent candidate for this position — before you even answer 
an interview question.

Avoid This Mistake: Take the Time to Practice Interviewing | Body Language Tips for Interviewees 

4. Too Much Documentation:
Believe it or not, a recent candidate for employment, who, by the way, didn’t get the job, didn’t 
hesitate to answer his cell phone when it rang during an interview. Leave the phone behind or at 
least turn it off before you enter the building.

Same goes for coffee, food and anything else other than you, your resume, your job application, and 
your list of references. They don’t belong at an interview.

Avoid This Mistake: What to Bring to an Interview 

5. Talking Too Much:
There is nothing much worse than interviewing someone who goes on and on and on... The 
interviewer really doesn’t need to know your whole life story. Keep your answers succinct, to-the-
point, and focused. Don’t ramble - simply answer the question.
Avoid This Mistake: Use Non Verbal Communication to Impress 

6. Not Talking Enough:
It’s really hard to communicate with someone who answers a question with a word or two. 
I remember a couple of interviews where I felt like I was pulling teeth to get any answers from 
the candidate. It wasn’t pleasant. So, even though you shouldn’t talk too much, you do want to be 
responsive and fully answer the question as best you can. 
Avoid This Mistake: Review Proper Interview Etiquette 

7. Fuzzy Facts:
Even if you have submitted a resume when you applied for the job, you may also be asked to fill 
out a job application. Make sure you know the information you will need to complete an application 
including dates of prior employment, graduation dates, and employer contact information.
Avoid This Mistake: Be Prepared to Describe Your Employment History 

8. Giving the Wrong Answer:
Make sure you listen to the question and take a moment to gather your thoughts before you 
respond. Like the following candidate, you’ll knock yourself out of contention if you give the wrong 
answer.

The interviewer had completely described a sales and marketing position to the candidate. She 
emphasized that cold calling and prospecting were the most important skills and experiences 
needed for the position. The candidate responded to the question about what she did or didn’t like 
to do in sales, with these words: “I hate to do cold calling and prospecting, and I’m not good at it.” 
That response ensured that she wouldn’t get the job!
Avoid This Mistake: Review Sample Interview Questions and Prepare Responses 

9. Badmouthing Past Employers:
Your last boss was an idiot? Everyone in the company was a jerk? You hated your job and couldn’t 
wait to leave? Even if it’s true don’t say so. I cringed when I heard someone ranting about the last 
company she worked for. That company happened to be our largest customer and, of course, I 
wasn’t going to hire someone who felt that way about the company and everyone who worked 
there.

It’s sometimes a smaller world than you think and you don’t know who your interviewer might know, 
including that boss who is an idiot... You also don’t want the interviewer to think that you might 
speak that way about his or her company if you leave on terms that aren’t the best.
Avoid This Mistake: How to Answer Interview Questions About Bosses 

10. Forgeting to Follow Up:
Afraid you didn’t make the best impression? Are you sure that you aced the interviewed? Either way, 
be sure to follow up with a thank you note reiterating your interest in the position and the company.
Avoid This Mistake: How to Follow Up After an Interview 

Finally, even if you do flub the interview, don’t take it to heart. I don’t think there is anyone hasn’t 
blown an interview or two. If it happens, look at it like it just wasn’t meant to be, learn from your 
mistakes and move on to the next opportunity. 
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MORE THAN 50% OF CANDIDATES DON’T 
DO THEIR RESEARCH! INTERVIEW TIPS 
Despite spending around 48 weeks per year in the office and two on the 
beach (if we’re lucky), a new study has found that candidates spend six 
times as long researching their holiday compared to potential employers.

Conducted by Glassdoor the research reveals that despite the average full-time UK employee 
spending 1,680 hours a year at work, they invest a paltry four hours researching potential employers.

In stark contrast people spend 24 hours researching their annual holiday.

The research also showed that more than one-in-three (35%) UK employees admit they didn’t invest 
any time researching their new employer before accepting a job offer.

Around a fifth (22%) of employees claimed they did not have enough information to make an 
informed decision about whether or not they should accept the job, rising to 39% of those that have 
been in their job less than six months.

Candidates are under-using the resources available to them with 55% saying they didn’t look at the 
employer’s website, 78% failed to check if the business was making a profit and 80% didn’t explore 
company reviews shared by employees.

With that in mind it’s hardly surprising that less than six months into the honeymoon period of a 
new role, 31% of UK employees admit they are disappointed.

Jon Ingham, from Glassdoor, comments on the findings: “The research highlights an essential shift 
in how jobseekers should approach their search for new opportunities.

“With a clearer understanding of what a job entails and how a company operates, we will inevitably 
see greater employee satisfaction and lower turnover that will help us collectively make strides in 
improving the state of our economy.

“Looking for employment isn’t just about finding a job – it’s about finding the right environment for 
individuals to reach their full potential.” or as we at Royall call it THE HUMAN FIT

We are working closely with our clients to ensure that the information our candidates need is out 
there for the researching with many citing that there is simply so little information for potential 
employees. A fresh approach is needed when it comes to the behaviours of both candidates and 
indeed employers.

Keep reading our Blogs for further hints on doing your due diligence and ensuring that the 
information is out there in the first place.

Ref: Recruitment Grapevine
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ATTITUDE AND APTITUDE
Because attitude matters as much as aptitude – how a specialist 
recruitment consultant can find companies and candidates who match.

Think it takes a degree to make you qualified for the job? Think again. There’s more to life than 
having academic skills and an analytical mindset, and it turns out that most employers think that 
way, too. Emotional intelligence — the ability to communicate, lead and work within a team – is just 
as highly prized.

The bad news, if you’re a graduate at least, is that your spell on the pub golf team probably won’t cut 
it as evidence of “teamwork” ability. While social skills can be taught (and some life coaches make a 
lot of money teaching them) the fact is most of us are self-taught and we’re all still learning. How do 
you prove you’ve got what it takes?

Some graduate positions have up to 200 applicants per vacancy, so it’s important to stand out. But 
this isn’t just a problem for students. Many people who’ve been out of work or even those who are 
employed in good jobs, have a hard time proving their social skills to a new employer. You can’t get 
a certificate that proves you’re a team player. So how do you give yourself the edge?

A SPECIALIST RECRUITMENT CONSULTANT CAN HELP.
At big agencies, you’re just a name, a CV, a piece of paper. A bit like joining a dating agency, you have 
to trust a computer to find you the right match. But a specialist recruitment consultant who deals 
with clients and candidates on an individual level gets to know people personally — enabling them 
to find a better fit for both company and candidate.

BENEFICIAL FOR CLIENTS, BENEFICIAL FOR CANDIDATES.

According to recent research, nine out of ten companies rank ‘being a good fit for the culture’s 
organisation’ as the most important factor in hiring new staff. A recruitment consultant who has a 
personal relationship with both company and candidates understands the needs of both and is in a 
better position to decide who would be a good match. It’s much more efficient than the ‘computer 
dating’ lottery of trying to match candidates with employers on the strength of their CV alone.

NATURALLY, THERE’S AN ENORMOUS BENEFIT TO THE COMPANIES WHO 
RECRUIT STAFF THROUGH BOUTIQUE RECRUITMENT CONSULTANCIES.
Staff turnover rates are up to 70% lower among firms where employees feel like they’re ‘part’ of the 
organisation’s culture. As consultants get a better idea of their requirements they’re better able to 
find the right candidates, saving time and money on search as well as finding people better suited 
to the job.

BEWARE OF FALSE CVS
While only 3% of people will lie about their qualifications on paper, as many as 17% over-exaggerate 
their experience to get their foot in the door. A specialist recruitment consultant acts as a filter, 
making sure only the most competent candidates get through. Candidates benefit too, because 
employers will be more likely to see them if they know they’ve come from a specialist. The truth is 
the most important skills are best demonstrated face-to-face. A recruitment consultant who knows 
both their clients and candidates personally is best suited to the task of discovering who’s got the 
necessary communication skills to succeed within any organization.


