
• Overcoming barriers & addressing concerns

• Exploring soft skills

• Building a digital CV

• Practice interview questions & answers

VICKY 

GALLIGAN

kickstart 

your career

"
"



Gaps in employment
Lack of qualifications
Lots of different jobs

Childcare costs
Need flexible working

Need to WFH

overcoming barriers
WHAT'S A BARRIER

FOR YOU? 



overcoming barriers
ISSUE: ATTRIBUTE:

Resilience, perseverance, determination
Practical skills used in other roles

Adaptability, learning new skills, pivoting
Looking after children, careful at budgeting
Can be a flexible worker – works both ways!

Saves office running costs, eco-friendly

Turn a negative into a positive!

Gaps in employment
Lack of qualifications
Lots of different jobs

Childcare costs
Need flexible working

Need to WFH



SOFT SKILLS

Skills you have learned which can transfer to all types of jobs.

eg: Organisational skills
Used in: 

- running household  - driving  - studying  - organising events

- looking after children/older people/pets  - volunteering

- Diary scheduling  - bill paying & budgeting - travelling



SOFT SKILLS

Skills you have learned which can transfer to all types of jobs.

Soft skill:

- communication

- digital skills

- approachability

- teamwork

- independent work

Where I have shown it:

- phoning, emailing

- emailing, websites/apps, socials

- people ask me for advice/help

- working, sports, volunteering

- studying, housework, DIY



BUILDING A DIGITAL CV



BUILDING A DIGITAL CV
• Use Canva/Word and save as PDF

• Keep to 1 or 2 FULL A4 sides

• Name at top - large print

• Contact details underneath 

• Photo if you can! 

• Intro - 1 or 2 sentences

• What are YOU looking for?

• Soft skills

• Education/achievements

• Employment/volunteer history



BUILDING A DIGITAL CV
• Spelling & grammar matter!

• Use Grammarly and ask a

(honest) friend to proof read

before you send out.

• Tailor for the job – if some of

your skills are more relevant

to certain jobs, highlight

them by writing more about

them



COVERING LETTER

• Employer's name and address (or

email) on top left

• Your name & email top right

• Date

• General intro, who you are and

what you're looking for

• Read the job description and tailor

to your skills

• You can mention things that aren't

on  CV – eg gaps in employment



COVERING LETTER

• Mention driving licence if

you have one & it's relevant.

• Say that you're willing to

train and learn more about

the company

• End with a call to action: eg

Please contact me for more

information should you have

any questions.



WEBSITES
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PORTFOLIOS OF WORK
PAGE DESIGN



PORTFOLIOS OF WORK
• Use Canva/Word and

save as PDF

• can be any length – but

try between 5-20 pages

• remember if printing, use

4, 8, 12, 16 or 20 pages (to

fold)

• Use images and text,

video if saving as MP4



Hi, I’m
Adora 

Montminy

R e s u m e

P r e s e n t a t i o n

A c c o u n t a n t 2 0 2 5



Hobbies and Interests

Certificates

Portfolio

Contact 

      Information

Contents
2025 @reallygreatsite

About me

Technical Skills

Personal Skills

Education Background

Work Experiences



Hi! I am Adora 
@

re
a

ll
y

g
re

a
ts

it
e I'm a versatile, analytically minded accountant with over

ten years of experience working for multinational

companies. I am recognized as a strong leader with

expertise in leading accounting teams and fostering

collaborative, positive workplace environments.

I'm excited to partner with you!

2025



Technical Skills
1.

2.

3.

I understand how to use tools and calculate taxes to develop

effective strategies.

I'm expertise in big data analysis, advanced modelling

techniques and SQL.

I am familiar with business intelligence software



Portfolio
Samples



Adora Montminy

Get In Touch
With Me

hello@reallygreatsite.com

123-456-7890

@reallygreatsite

www.reallygreatite.com

123 Anywhere Street, Any City,
State, Country



Thank You
www.reallygreatsite.com

@reallygreatsite



Hello, I'm
Jacob Lund
Presentations are tools that can be used as

demonstrations, lectures, speeches, and reports.



I'm a fresh
graduate and an
aspiring actor.
Presentations are tools that can be used

as demonstrations, lectures, speeches,

reports, and more.

Presentation by Reallygreatsite



My Educational Background

I obtained my bachelor's

degree in Fine Arts at

Levolis University in

May 2020.



My Technical Skills
Stand-up comedy

01

Stage management

02

Voice-over acting

03



My Personal Skills

Creative

Presentations are tools that can be used

as demonstrations, lectures, and speeches.

Multitasking

Presentations are tools that can be used

as demonstrations, lectures, and speeches.



My Memorable
School Project 
Presentations are communication tools that can

be used as lectures, speeches, reports, and more.

Most of the time, they’re presented before an

audience. It serves a variety of purposes, making

them powerful tools for convincing and teaching.



Certificates

Virtual Auditions for Actors

The Actors Theatre Workshop

Acting Courses "How to
Become an Actor"



Contact Us
123 Anywhere St., Any City

+123-456-7890

reallygreatsite.com

@reallygreatsite



Thank You
See You Next Time



INTERVIEW PREP
• Do some research on the

company.

• Look at their website, blog,

social media etc.

• Make some notes – employers

like that you have found out

about their company.

• Flattery gets you everywhere!



INTERVIEW QUESTIONS
Tend to cover the same areas, so have lots of examples ready

and write a couple of paragraphs. REMEMBER: soft skills

Tell us why you

want to work

with us…



INTERVIEW QUESTIONS
Tend to cover the same areas, so have lots of examples ready

and write a couple of paragraphs. REMEMBER: soft skills

Tell us why you

want to work

with us…

I'm ready for a new challenge.

The company does great work.

I saw you did a great project.

I want to be a part of that.

I think I can bring my

organisational skills to help

things run smoothly.



INTERVIEW QUESTIONS
Tend to cover the same areas, so have lots of examples ready

and write a couple of paragraphs. REMEMBER: soft skills

What skills can

you bring to this

role?



INTERVIEW QUESTIONS
Tend to cover the same areas, so have lots of examples ready

and write a couple of paragraphs. REMEMBER: soft skills

What skills can

you bring to this

role?

I have great digital skills from

working on computers in my last

job, using Word and Excel. 

I have also used social media to

sell my crafts.

I enjoy training others and other

members of staff will find me

approachable and patient.



INTERVIEW QUESTIONS
Tend to cover the same areas, so have lots of examples ready

and write a couple of paragraphs. REMEMBER: soft skills

Can you give an

example of when

you dealt with a

problem?



INTERVIEW QUESTIONS
Tend to cover the same areas, so have lots of examples ready

and write a couple of paragraphs. REMEMBER: soft skills

Can you give an

example of when

you dealt with a

problem?

Someone came into the shop and

ordered a product that was out of

stock. 

It was taking a while to come and the

customer wanted to look elsewhere.

I used my initiative and called

another branch: they were able to

send the item the same day.  

The customer was happy and we

made the sale.



INTERVIEW QUESTIONS
Why should we

hire you instead

of the other

candidates?

What are your

greatest

strengths?

What are your

biggest

weaknesses?

Are you willing to

take part in

training/CPD?

Where do you see

yourself in 5

years' time?

Have you got any

questions about

the role? 

(Try to have one

ready!)



• Explore your barriers and find a positive

• Write down all of your soft skills & examples of

how you use them

• Create a digital CV & covering letter

• Google interview questions & practice saying your  

answers - try recording yourself!

ACTION PLAN

"
"



Next session with me:

 

• Self-branding to improve your career

VICKY 

GALLIGAN

ACTION PLAN

"
"

contact@

beltinwigan.com

Thu 17 Feb 10am-12.30pm - Zoom
Improving your online persona and finding a job online

 


