The Ultimate
Guide to Getting a
New Job
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The job-hunting process can be time-consuming and
often disheartening. But it doesn’t need to be.
The Eden Scott team has put together the Ultimate Guide
to Getting a New Job. Here, you’ll find tips
and tricks for catching employers’ attention, regardless of
the stage you’re at in your career.

Getting clear on the job you want
Creating a stand-out CV
Using LinkedIn to your advantage
Searching for new jobs
Nailing the interview
Being offered the job

After you’ve read this guide, consider sending your CV to Eden Scott so that we can match you with a suitable role.
Tel: +44 (0) 141 410 1000 Email: info@edenscott.com
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Getting Clear on
the Job You Want

Remember: it’s not uncommon to pivot
in a career or choose an entirely
different job type if you’re not happy in
your current role. Spending some time
getting clear about the type of role
you’d like can make the process of
getting a suitable new job a lot easier.

Industry
Consider researching industries that interest
you. It can be helpful to focus on your interests
and values before determining which industry
could be for you. For example, someone with
creative interests might be well suited to a media
or marketing environment, while someone who
feels passionately about helping others might be
interested in roles within medical, scientific or
care environments.
Take a look at career profiles within various
industries before settling on the sort of job you’re
interested in.

Resource

“

While Prospects is designed primarily for
students and postgraduates, its job profiles
section is a helpful resource for anyone searching
for insight into particular industries.

It might sound obvious, but before
attempting to get a new job, you should
spend some time considering what kind of
job you actually want.

Page 2

XXX

edenscott.com

Getting Clear
on What
You Want
Role and Responsibilities
Get clear on the type of role and responsibilities you’d like to have in your new job. Job satisfaction often
comes from being able to exercise your strengths: so, what are you good at?
Here, it’s worth listing both your technical skills and soft skills.
Technical skills (sometimes known as hard skills) are more specialised skills needed to perform specific
tasks. For example, a construction worker might have the technical skill ‘bricklaying’, while a computer
programmer might be proficient in Python programin’.
Soft skills are more general skills that are still very important when it comes to the world of work. These
might include problem-solving, leadership, communication and time management.
List your technical and soft skills, highlighting those you’d like to exercise in your new job role.

Resource
List your technical skills
(list as many as you can think of)

List your soft skills
(list as many as you can think of)

Now, highlight the skills you’re most interested in excercising at work

Tel: +44 (0) 141 410 1000 Email: info@edenscott.com
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“

Many companies have vastly different
cultures, even within the same
industry, so understanding the sort of
culture that would work well for you
can help you to refine your job search.
XXX

Culture
A company’s culture is the way its leadership and
workforce behave, and the values they subscribe
to. According to Glassdoor’s Mission and Culture
Survey, 57% of UK workers consider company
culture to be more important than their salary.
Some companies have a culture of competitiveness
and risk-taking - which might suit the highly
tenacious and those with a sense of relentless
ambition.
Personal wellbeing in the workplace might be a
priority for you, in which case, working with a
company that concentrates on kindness and worklife balance might be a better fit

Resource

Because company cultures are quite hard to define,
it can sometimes be difficult to understand the
way they operate.
Glassdoor offers insights into some high-profile
companies. Keep in mind that reviews are often
the impressions of former employees and might
not always be reliable.

Salary and Benefits
While we can’t expect companies to write us a
blank cheque, it is reasonable to expect to be
fairly compensated for the work we offer. Find out
how much you can reasonably expect to be paid
given your experience and skills. Try connecting
with people in similar roles or industries and ask
them about benchmark salaries; that way you’ll
understand what you should be aiming for in your
new job.
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Benefits like life assurance, higher pension
contributions, medical insurance and additional
paid leave also form part of a package for many
job offers. Don’t underestimate the value of these
benefits and look for them when searching for a
new role. Consider which benefits would mean the
most for you.

Being Realistic
Before you paint a picture of the type of job you’d
like, perform a quick reality check. Do your skills,
qualifications and experience match your salary
expectations? If not, what actions can you take to
change that?

Resource

Create your ideal job profile
•

I want to work in the _____ industry

•

I want a job with the following roles and
responsibilities:_____

•

I want to work for a company that has a
culture of _______

•

I’m looking for a role that can provide me with
a salary of £_____ or more per annum

•

I’d like to be offered the following benefits:
______

edenscott.com

Creating a Stand-Out CV
“We see a lot of CVs at Eden Scott: the
good, the bad and the ugly. To get the job,
you first need to be noticed, and the best
way to do that is with a stand-out CV.”
XXXX
Follow these dos and don’ts to create an attention-grabbing CV.

Do

Don’t

Spell check your work

Use an inappropriate email address

A CV plagued with grammar and spelling errors is
going straight in the reject pile: it demonstrates a
lack of attention to detail, raising concerns that that
trait would be replicated in your work.

That email address you created in high school is not
appropriate for the world of work. Avoid nicknames,
favourite football teams, dates of birth and any
other eyebrow-raising addresses.

Add a short profile at the start of your CV

Include a photo

This helps you quickly explain who you are and why
you should be considered for the job. Keep it concise
and relevant to the role.

It’s not necessary and if the employer does want to
see you they can always check out your LinkedIn
profile - just make sure you have a professional
image on there.

Align your CV to the job
Take the time to identify the skills and experience
you’ve gained that relate to specific requirements of
the job you are applying for.

Cover any gaps in your employment
It is important to make it clear why there is a gap.
That could be a career break, travelling, raising a
family or any other valid reason. But keep it simple.
Don’t add in information about your break: a short
line with the reason for the gap is fine.

Overly-format your CV
Your CV doesn’t need to include lots of formatting,
company logos or pictures. While it may look good,
the aim of the CV is to provide information in the
clearest possible way. Focus on presenting the
facts and using the opportunity to use convey your
suitability.

Give context to your achievements
Suggesting that you increased sales or turned the
business around without any detail to back it up
lacks credibility. Add some context that you can talk
about in interviews.
Remember, when you send in your CV to Eden
Scott, we can match you to a suitable role.
Tel: +44 (0) 141 410 1000 Email: info@edenscott.com
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VIDEO CVS
Increasingly, companies are asking for candidates to send in a video instead of writing a
CV.
Filming yourself speaking to camera can be nerve-wracking, but don’t overthink it.

Here’s how to create a compelling video
CV
Keep it professional
Just like you would with a video interview, make
sure your background is tidy and that you have
good lighting in your room.

Keep it concise
As with a written CV, don’t go on for too long about
your achievements. Keep your video between 2 - 5
minutes long unless otherwise specified.

Keep it structured
Discuss different elements of your professional
life in stages. See the resource section below for a
suggested structure.

Keep it relaxed
Video CVs can often be less formal, so, loosen up,
smile and show off your dazzling personality.

Resource

One minute: Experience

Try structuring a video CV as follows:

Discuss highlights of your professional experience
including any important results.

30 seconds: Introduction
State your name, the role you’re applying for,
and a very brief introduction to your professional
experience

One minute: Skills
Discuss the hard and soft skills you have that are
relevant to the role

“

One minute: Why you want the role
Discuss why you believe you’re a good fit for the
role and why you believe the company would
benefit from hiring you.

30 seconds: Invitation
Wrap up your video and offer hopes of a chance to
attend a formal interview and to meet the team.

Video CVs are increasingly popular because it helps businesses get to know
candidates a little more ahead of interview and gives an impression of whether
their personality would be a good fit for the company.
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Using LinkedIn to
Your Advantage
Here’s how to use LinkedIn to your advantage.

“

•

Using LinkedIn can help you make
fruitful connections, meaning it’s
a powerful tool to have in your
job-finding arsenal.
XXX

Optimise your profile
A strong LinkedIn profile features:
•

A professional display photo

A professional-looking photo will help to show
that you take your career seriously.
It doesn’t need to be taken by a professional
photographer, and you certainly don’t need to look
too serious: feel free to smile.
Be sure that the photo is of you only (no group
shots and certainly no work nights out!) and make
sure that you’re well presented.

Tel: +44 (0) 141 410 1000 Email: info@edenscott.com

A succinct headline, summarising your
strengths and ambitions

Here you can state your professional experience to
date and, if appropriate, what you’re hoping to do
next.

For example: “An ambitious engineer with five
years’ experience in oil and gas. Seeking new
opportunities in renewables.”

•

A strong ‘About’ description, going into more
depth about your experience and skills.

This doesn’t need to be too lengthy: about 75 250 words is all that’s needed. Explain who you
are, the experiences and skills you have and what
interests you professionally. Keep it light and
friendly.

Example: “Since joining Edinburgh Engineering
Ltd., I’ve worked on several oil and gas projects
across Scotland and internationally. Having
joined as an assistant engineer, I am now a senior
engineer working towards chartership. In my
role, I’ve gained an appreciation for alternative
energy production methods: I hope to increase my
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Using LinkedIn
to Your
Advantage
A list of relevant skills

Publish articles

Use the skills section to log the skills relevant to
the type of job you’re seeking. Mix in a balance of
soft and technical skills. Bonus points if you can
get these endorsed by employers and colleges

One way to demonstrate that you’re switched on
about developments in your industry? Publish
thought pieces directly to LinkedIn.

(both existing and former).

Make connections
Connect with people you’ve met through work
or networking events. You can also connect with
people you don’t know, provided you have a valid
reason to do so.
If you don’t know the person you’re hoping to
connect with, it’s helpful to add a note to your
connection request, such as: “Hi Jane, I noticed we
have a similar employment history. I’d be keen to
connect with you and perhaps learn your thoughts
on developments in the renewables space if ever
you have some time.”

Post regularly

Writing well-considered articles on a monthly
or quarterly basis can help you to stand out and
get noticed above your peers. It also makes for a
strong conversation starting point for potential
employers.

Join groups
LinkedIn groups are created for professionals
with similar interests to support and learn from
one another. Join relevant groups and spend time
posting in them, adding in helpful resources and
asking for insights or advice: most people like to

Resource

LinkedIn profile checklist:

Maintain a presence on the platform by making
regular posts. You can repost interesting topics
you find on your feed, adding a question or
asserting your opinion on a particular topic.

•

A professional display photo

•

A succinct headline

•

A more detailed ‘about’ description

•

A list of relevant soft and technical skills

Keep it relevant to your chosen industry and
interests, and avoid asserting divisive or
potentially hurtful opinions; after all, you’re using

•

Regular posts

•

Regular article publication (where possible)

•

Membership to relevant professional groups

LinkedIn to create connections, not impair them.
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Searching for
New Jobs
Now that you’ve prepared for the job
you want, it’s time to start searching
for a new job. Here are some steps to
take.

“

Approaching recruiters directly

Reaching out to people in your network
People like to be helpful, so don’t be afraid to reach
out for a chat or advice.

Good recruiters like Eden Scott work
with a variety of employers and know
exactly the skills they are searching for,
meaning they’ll be able to match you to
a suitable role whenever one becomes
available.

Arrange a coffee catch-up, either in person or
online, and have a brief chat about tips on finding
jobs in their industry area and their opinion on
your CV.

Working with recruiters is a great way to start your
search for a new job.

Using LinkedIn to signal you are open to
work

Working with a recruiter also means that you’ll be
amongst the first to hear about a new role, often
before it goes live, meaning you’ll be ahead of the
queue.

LinkedIn has an ‘Open to Work’ setting which you
can use in one of two ways:

XXX

Uploading CVs to job sites
Uploading your CV to job sites like Indeed,
Monster and S1Jobs in Scotland can make it easier
for potential employers to learn more about you.
It also makes applying for jobs simpler, as you can
often apply with a few clicks.
However, it usually helps to tailor your CV to
specific job applications, so pay attention to this
before hitting send.

Resource
Submit your CV to Eden Scott and we’ll be back in
touch to ask you some questions about your job
ambitions.
Tel: +44 (0) 141 410 1000 Email: info@edenscott.com

If you feel it’s appropriate, you can also ask them
to keep you posted or put in a good word should
they see a suitable role crop up.

1. To signal to everyone that you’re searching for a
new role
Suitable if you’re currently without a job or
you’ve been informed that your role will be made
redundant
2. To signal to recruiters only that you’re open to
work
Suitable if you’re currently in employment and
don’t want your employer to know that you’re
searching for a new job
This can help recruiters to know that you’re
searching for a new role, meaning they can let you
know which opportunities they have available for
you.
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Nailing the Interview

How early should you be for an interview?
Make sure you arrive at the interview at least 10
minutes ahead of your start time. That means being
physically at the interview location, not just at the
venue, as finding the right room could take some
time.

How should you greet the interviewer(s)?
When you arrive at your interview, you might not
necessarily be greeted by your interviewer at first.
Instead, a receptionist or a team member might
welcome you. If this is the case, show your greeter
the same level of politeness and respect as you
would the interviewer themselves.
When you’re called to the interview room, feel free
to initiate introductions. Introduce yourself, and
thank your interviewer or interviewers for taking
the time to meet with you.
If you have more than one interviewer, look
everyone in the eye and greet them individually so
that they feel included. This shows that you are a
friendly and approachable person - great qualities
in a potential team member.

“

You never get a second
chance to make a good first
impression. That’s why one of
the most critical job-searching
techniques is knowing how to
ace an interview.

The best interview technique: The STAR
method
You’re very likely to be asked situational
questions at interview. A situational interview
is designed to explore your practical
experience. For example, you might be asked,
“Tell me about a time when you had to deal
with a disgruntled customer”, or, “Describe a
situation when you exercised leadership in a
past role”.
The best way to nail situational questions? By
using the STAR interview technique.

What is the STAR interview technique?
STAR stands for
Situation - Describe the scenario and when it
happened
Task - Explain the task you needed to perform
and why
Action - Outline how you responded to the task
and any special considerations you made
Result - Demonstrate what happened as the
result of the action you took
Using the STAR interview technique keeps your
answers to the point and timely. It also helps
interviewers to gain a clear understanding of
your experience.

xxx
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Nailing the
Interview
Questions to ask an interviewer

How to prepare for a Zoom interview

At the end of the interview, most interviewers will
ask: “Do you have any questions for me?”

Many initial interviews are now taking place over
Zoom or Teams. For fully remote roles, the entire
interview process can now take place online without
ever meeting your interviewer in person.

This is your opportunity to clarify any questions
you have about the role and the organisation. It’s
vital to ask questions at this stage, as it shows that
you’re engaged in the interview process and that
you’re serious about the role.
Don’t ask questions about the role that was already
in the job description or explained at the start of the
interview, such as the responsibilities and salary.
Instead, attend the interview with a list of at least
6-8 questions prepared in a notebook. That way,
even if the interviewer clarifies several questions
throughout the interview process, you’ll still have
some questions left to ask at the end.

Here are some good questions to ask at
interview

While most of the interview tips here apply to Zoom
interviews, here are a few extra pieces of advice to
nail an online interview.

1. Test your mic and audio
An hour or more before your interview, check that
your mic and audio are working using the Zoom
or Teams testing function. That way, if there’s
a technical error, you have a chance to rectify it
before the interview starts.

2. Choose a professional background
If you’re able to, find a room in your house that is
tidy or find a well-lit blank wall to sit in front of. If
all else fails, use the blurred backdrop on Zoom or
Teams.

•

What results would you like to see from me
within 3, 6 and 12 months?

•

How quickly would you expect me to be
performing in my role?

•

What training opportunities do you offer?

Show up early to the interview, just as you would at
an in-person interview. Be at your desk roughly 10
minutes ahead of the interview start time.

•

If the job is remote, what is your remote
onboarding process like?

4. Minimise your video display

•

What do YOU enjoy about working for the
company?

•

What are the biggest challenges I may
encounter during my first three months in this
role?

Tel: +44 (0) 141 410 1000 Email: info@edenscott.com

3. Be the first on the call

It’s easy to get distracted by your own face at online
interviews, so do yourself a favour and minimise
the box displaying your video so that you can be
more responsive and present, concentrating only
on the faces of the interviewers themselves.
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BEING OFFERED THE JOB
When you receive a job offer, it’s easy to get very excited. But before you start
packing up your work desk and saying your goodbyes, you need to make sure you
have all the information you need.”
XXX

Received a job offer? Here are a few
points to keep in mind.
Questions to ask after receiving a job
offer
Make sure you receive an offer in writing, and
clarify:
•

Salary

•

Benefits

•

Sick Leave

•

Working Hours

•

Starting Date

•

Notice period

If you’ve gone through a recruiter like Eden Scott,
you should reach out to your contact directly. Or, if
you’ve received a direct job offer, it’s best to direct
these questions to a designated HR team member.

What to do if you receive a counter-offer
If you’re currently employed, you’ll need to hand
in your letter of resignation. Most companies have
a notice period between 2 - 4 weeks, although in
some cases it could be longer. Check your contract
to find out your required notice period.
At this point, your employer might decide to make
a counter-offer in a bid to deter you from leaving
the company.
While it’s always a good idea to consider counteroffers, if what has motivated you to leave is
something other than a higher salary, then you
might want to consider whether staying is the
right decision for you.
In all cases, hear your employer out and engage in
a respectful conversation with them.

“

Most companies hold exit interviews
with employers leaving the company.
Take this as an opportunity to leave on
positive terms rather than burning
bridges.

Tel: +44
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Exit Interview
You’ll likely be asked why you’re leaving. It’s
best to focus on your ambitions here, rather than
criticising the company.
You may wish to express your gratitude for
your previous employment or to recommend a
replacement for your role.
Remember, while it’s helpful for the company
to receive feedback on your experience, it’s not
necessarily in your interest to express negative
views, and there’s no obligation for you to provide
meaningful feedback.

READY TO START
YOUR JOB HUNT?
We’re rooting for you. Wishing you the very best of
luck in your search for a new role.
Want to make the process go faster? Send in your
CV to Eden Scott and we’ll work hard to match you
to a role.

XXX
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