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What employers want
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How to apply for jobs in the UK - Etiquette and Professionalism
expected by UK employers
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= Sassion plan

By the end of this session, you will be able to:

Define etiquette and professionalism.

|dentify some of the main ways in which employers expect people to conduct
themselves professionally.

Conduct yourself professionally through effective communication.
Use effective reflective techniques to assess your own conduct.

Access materials to further develop your understanding of and ability to act
professionally, as well as resources to help you deal with the transition into the

workplace.

Hear from an employer who is keen to recruit UWE international students.

7




University
of the
West of

= What UK Employers are looking for?

UWE
Bristol

« Good communication

« Resilience and adaptability

- Teamwork and interpersonal skills

« Commercial awareness

« Planning and research skills

- Effective leadership and management

What skills do employers want? | Prospects.ac.uk
What Skills Do Employers Look For? | UCAS

P



https://www.prospects.ac.uk/careers-advice/applying-for-jobs/what-skills-do-employers-want
https://www.ucas.com/careers/getting-job/what-are-employers-looking

University

BWELE: What are etiquette and professionalism?

Bristol

Oxford Learner’s Dictionaries

Etiquette:

“The formal rules of correct or polite behaviour in society, among members of a
particular profession or in a particular area of activity.”

https://www.oxfordlearnersdictionaries.com/definition/english/etiquette

Professionalism:

“The high standard that you expect from a person who is well trained in a particular job.”

https://www.oxfordlearnersdictionaries.com/definition/english/professionalism?g=professionalism
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https://www.oxfordlearnersdictionaries.com/definition/english/etiquette
https://www.oxfordlearnersdictionaries.com/definition/english/professionalism?q=professionalism

wesy CONcCerns expressed by UWE academics

West of

== regarding students’ interactions with them and
other stakeholders, include:

UWE
Bristol

« Proactive and regular communications - lack of consistency in student
communications with them and with employers who support the curriculum.

- Time keeping - failure to arrive on-time to meetings and not being on time
for video calls etc.

- Professional identity - students failing to position
themselves with professional confidence with clients:
showing a lack of respect and failing to develop mutually
collaborative relationships.
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wesy - §0, how might the “ideal” UWE student

West of

== demonstrate professionalism?

« Communicating courteously and in a timely manner (face-to-face; over the
phone; email, etc)

« Being punctual for lectures, meetings, etc

« Showing respect to others, being inclusive

« Not talking during lectures etc

« Not looking at / using your mobile phone during lectures and meetings

« Managing expectations of others (e.g. cancelling bookings if unable to attend)
« Taking personal responsibility

« Being positive and showing commitment

« Appropriate dressing/hygiene

UWE
Bristol

« Taking responsibility

e

What else can you think of?




= Those “ideal” behaviours might be seen to

West of

= align with and embody UWE's core values...

UWE
Bristol

- We're not afraid to shape, challenge and tackle the big issues, to take the initiative
and pave the way.

- We make UWE Bristol a supportive and inspiring place to learn and work -
somewhere where diversity of experience and perspective is encouraged, and learning and
research is shared and accessible.

- We create new opportunities for the people who work and study with us. We
embrace different ideas and pioneer new and sustainable ways of doing things.

- We have strong connections locally and globally. We help people and
organisations be the best they can, building trust throughout our university community and
beyond.

- We instil a thirst for new knowledge, its creation and application, empowering our
students and staff to demonstrate a creative questioning approach, a ‘can-do' confidence, and
ability to navigate uncertainty.
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w2 Remember...
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- Employers who want to engage UWE students expect to see evidence that
you adhere to these values.

« Failure to exhibit these values and professionalism will put off employers immediately.

« You only get one opportunity to make a great first impression...

[ ]
—_—Make it count!
] https://pixabay.com/photos/pointing-

finger-gesture-4190930/
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« The “ideal” candidate for any employer will be someone who demonstrates that they share the
same values as the organisation.

« You might tell them that you are virtuous and act in a professional manner.
- However, your digital footprint might suggest something quite different!

« Try to “Google” yourself and see what comes back.

« Consider how an employer might view it.

« Then, take action to ensure that any social media accounts you have are private.

« Find out more at https://www.goguardian.com/blog/understanding-the-digital-footprint and note
that, “a 2017 CareerBuilder Survey found that 70 percent of employers use social media to
screen candidates during their hiring process. The same study found that 51 percent of
employers had found information on social media that caused them to turn down an
otherwise suitable candidate for a job.”
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https://www.goguardian.com/blog/understanding-the-digital-footprint

Brstol 2, Unfortunately...

...a lack of professionalism will destroy all of this
positivity immediately...

Image courtesy of Pixabay https://pixabay.com/photos/upset-mad-crying-woman-sad-3061663/
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Welcome Jim Intervien360

Start planning your career Explore your options Building confidence & networks Work experience & placements

\ software used by increasing

Resources to help you begin a
new career plan, or develop an
existing plan.

Become resilient and develop
your confidence to network
effectively.

Explore volunteering, internships,
work experience and placements.

Find out which career options
might suit you best.

E-day feedback on a piece of writing. (Note that

Tests & assessment centres

® &

3 Resources to help with CVs, cover Help to succeed with
How to find jobs and careers to letters, online applications and psychometric tests and
undertake after your UWE studies. interviews. assessment centre activities.

How to perform effectively and
confidently in your new role.

Equality & diversity resources Self-employment & enterprise

A 4 Interview360
Wl 3
Advice on topics such as Explore entrepreneurship and Help with UK and international Resources to help current
disclosure, adjustments & support enterprise with UWE's Student graduate employment for postgraduates and anyone

for protected groups. Ventures team. international students. considering further study.
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Subject: Inquiry: Exploring Project Opportunities as an MSc Building Information Modelling
Student

Dear [Employer's Name or Hiring Manager],

| trust this message finds you well. | am writing to introduce myself and express my interest
in potential project opportunities within your organization. My name is [Your Name], and | am
currently pursuing an MSc in Building Information Modelling (BIM) at the University of the

West of England, Bristol.

My academic journey has equipped me with a strong foundation in BIM principles, advanced
software proficiency, and a keen understanding of industry best practices. As | embark on
this exciting phase of my education, | am eager to complement my studies with practical

experience and contribute to innovative projects.

| have attached my CV to provide you with a comprehensive overview of my academic

background and skills. If there are any project-based roles, internships, or opportunities

within your organization that align with my field of study, | would greatly appreciate the

opportunity to discuss how | can add value to your team.

I am open to arranging a conversation at your convenience to explore potential collaboration
further. You can reach me at [Your Email Address] or [Your Phone Number]. Your
consideration of my inquiry is sincerely appreciated, and | look forward to the possibility of

contributing to your team's success.

Thank you for your time and attention.

Warm regards,

[Your Full Name]
MSc Building Information Modelling Student
University of the West of England (Bristol)

[Your Contact Information]

[CV Attachment: YourLastName_CV.pdf]



https://openai.com/chatgpt

= TIPS for conducting yourself professionally

West of

== whilst video conferencing

UWE
Bristol

« Sitin a space with good light and minimal background noise
« Test your tech beforehand to make sure everything works

« Ensure you won't be disturbed

« Dress professionally

« Look straight at the camera and smile

« Never attempt to multitask during a video call

« Never talk over the other person

R




= HOW might employers expect you to

West of

==  demonstrate professionalism at work?

UWE
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« Arriving early or on-time

« Networking with and chatting to others (however, this does NOT mean talking when
others are speaking in meetings, etc)

« Helping others in the team

« Using professional communications, such as an appropriate email address, not using
text speak in emails, not hitting “reply to all” for every email...

« Not gossiping or criticising others
- Being overly emotional in the office
- Not talking back to more senior staff

« Demonstrating an eagerness to participate \N‘ﬂat e\s
« Wearing appropriate attire a you
« Beinginclusive and demonstrating an open-minded approach Ca. of?

nk
« Positivity / £n\
/ o e——
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= \What can you do? (1) - Research...
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Seek to understand cultural differences - if you aren’t a UK home student, you
may not be aware of some of the subtle differences, such as the importance of
making eye contact.

The “British Culture and Social Norms"” page of the Study In The UK website
highlights several, including:

« Punctuality
 Social distancing
« Politeness (please, thank you, sorry)

 Sufficient, but not extended eye contact

P
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. What can you do? (2) - Reflect...

UWE
Bristol

« Think about a “first day” experience you've had (this can be at work or at

university). Have you always shown the professionalism features identified in this
workshop?

« Use the Gibbs Reflective Cycle to identify how you
might have improved that situation.

« You may also find it helpful to use the cycle to
reflect on times when you feel you have shown t wer
good levels of professionalism. :

-~
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. What can you do? (3) - Network...
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« Watch the "Perfect your elevator pitch and networking" and "Perfect your
LinkedIn skills" workshop recordings on the Pre-recorded career workshops
for postgraduate students Toolkit page.

 |dentify people working for some of the organisations you're interested in
working for and connect with them using LinkedIn.

« Seek their insights - ask them what expectations their organisations have in
terms of etiquette and professional behaviour.

 Create a shortlist of the most common behaviours.

P
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== What can you do? (4) - Take action...
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By this stage, you should know what employers and academics expect.

« You will have identified how cultural differences may mean that accepted
behaviours elsewhere may be unacceptable in the UK (and vice-versa).

« You have considered examples of times you may not have exhibited professionalism
or good etiquette and how you might improve that situation.

- Now it's time to apply what you've learned. Take responsibility for
your actions and ensure that your behaviour aligns to what is
expected.

Image courtesy of Pixabay https://cdn.pixabay.com/photo/2019/10/22/13/43/portrait-4568762_960_720.jpg
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The British Council free online course “Preparing For Work” also identifies:

you will already have researched the company before your interview.
However, now is the time to expand upon your existing knowledge. Find out more about the
company’s vision, values and structure. That way, you'll find first day conversations less stressful.

during your job-search, you focused on building a
wide professional network. While you need to continue with this, you should also now focus on
building strong relationships within your workplace. You will be able to learn a lot from your
colleagues, so take a deep breath and prepare to break the ice!

starting a new job can be extremely tiring, as your brain struggles to take
in colleagues’ names, unfamiliar places and lots of new information. If you have a busy social life
outside work, consider down-sizing on your engagements for the first couple of weeks, so that
you are at your most energetic and alert.

P


https://study-uk.britishcouncil.org/after-your-studies/free-online-course-preparing-work
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BAM Construct UK & Ireland

* Develop, Design, Construct & Operate Buildings
e Public & Private Sector
* QOperate in over 30 countries

* Over 19,500 employees

Jess Morgan

Social Sustainability Manager
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We offer structured development in a professional workplace
environment, leading to the appropriate chartered status. We
have well-established relationships with a range of professional
institutions and industry partners. This means we can innovate
our programmes ahead of the industry and nurture your skills
to help you meet your ambitions.




owWE & BAM Values

England

Ambitious

We're not afraid to shape, challenge and tackle the big issues, to take the initiative and pave the way.

Inclusive

We make UWE Bristol a supportive and inspiring place to learn and work - somewhere where diversity of
experience and perspective is encouraged, and learning and research is shared and accessible.

Innovative

We create new opportunities for the people who work and study with us. We embrace different ideas and pioneer
new and sustainable ways of doing things.

Collaborative

We have strong connections locally and globally. We help people and organisations be the best they can, building
trust throughout our university community and beyond.

Enterprising

We instil a thirst for new knowledge, its creation and application, empowering our students and staff to
demonstrate a creative questioning approach, a 'can-do' confidence, and ability to navigate uncertainty.

Our BAM Values

S

Sustainable Collaborative Inclusive Ownership Reliable
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UWE &= Career Potential Model

England

Innovation (Growth) Potential
The ability, willingness, and capacity

to seize the opportunity to learn Initiates ideas for problems which are

related to work. Develops new ways of
working as a replacement for old ones

The Career
Potential Model
People Potential A it
Viotivational potenti

Skilled communicator who can
work with diverse types of people
and can lead people or teams. Can
adapt leadership styles in response
to team needs.

Passionate about their work and finds
meaning in what they do, the outcomes it
creates and the impact that they make
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Know your ‘stuff’, take time to learn about the company
Enthusiasm, what motivates you?
What do you care about?

Industry landscape, what are the hot topics?

Communication BAM Early Careers

Build you personal ‘network’

Personal development is important to you

Honesty

D N N N N Y N NN

Body Language

PR

Add me to your
‘network’
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Home Vacancies My Career Planner  Appointments

WELCOME TO CAREER TOOLKIT!

This website contains all of UWE careers resources for you to use and improve
your employability with! If you want some help getting around dlick LAUNCH for

a quick informational video

Welcome Jim

Start planning your career

Resources to help you begin a
new career plan, or develop an
existing plan.

Job-searching

How to find jobs and careers to
undertake after your UWE studies.

Equality & diversity resources

Advice on topics such as
disclosure, adjustments & support
for protected groups.

Explore your options

Find out which career options
might suit you best.

Resources to help with CVs, cover
letters, online applications and
interviews.

Self-employment & enterprise

Explore entrepreneurship and
enterprise with UWE's Student
Ventures team.

Career Toolk

Building confidence & networks

Become resilient and develop
your confidence to network
effectively.

Tests & assessment centres

Help to succeed with
psychometric tests and
assessment centre activities.

Routes for international students

Help with UK and international
graduate employment for
international students.

3\ 900
(GEZNON - ]

Workshops & Events My Questions ~ Search All Resources

Work experience & placements

Explore volunteering, intemnships,
work experience and placements.

Starting your new role

How to perform effectively and
confidently in your new role.

Resources to help current
postgraduates and anyone
considering further study.

it resources

UWE |%™
Bristol | &%

Starting your new role

How to perform effectively and confidently in your new role.

Before you start your new job

and adjustments

Your rights at work

https://go.uwe.ac.uk/toolkit
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=~ Review of the session plan

You should now be able to:

Define etiquette and professionalism.

|dentify some of the main ways in which employers expect people to conduct
themselves professionally.

Conduct yourself professionally through effective communication.
Use effective reflective techniques to assess your own conduct.

Access materials to further develop your understanding of and ability to act
professionally, as well as resources to help you deal with the transition into the

workplace.

Hear from an employer who is keen to recruit UWE international students.
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@UWECareers

Follow us on Instagram for news and
updates

New for 2023 - Career Lounge activities
and updates including...

Careers support
Employer drop-ins
Placement activities
Interactive resources
Themed events
Opportunities

Information on volunteering, global
opportunities, internships and more!
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