Praise for the Graduate/Student books and Graduate
Coach
Companies
-H)XJOHUȂ&(2Ȃ7KH&KDUORWWH6WUHHW$JHQF\
“We have regularly taken on interns via Graduate Coach and have always
found them to be of the highest standard. One advantage of hiring via
Graduate Coach is that in every instance we have found them ready to hit
the ground running. We have had no need to train them further. We have
literally been able to throw them in the deep end.”
“The money we have saved as a business this way has been considerable,
never mind the saving in time as well. We would have no hesitation in recommending their services to any parent or Graduate.”
“In fact, I have sent two graduates to them for Coaching, so impressed have I
been with the quality of coaching they receive.”
%HQ1RUWRQȂ&RPPHUFLDO'LUHFWRUȂΖ&3
“I would have no hesitation in recommending Chris and Graduate Coach for
any organisation.”
“Given a short lead time and a skeletal project outline Chris quickly provided
two well-briefed young graduates that possessed the IQ/EQ you hope for.
They and he were a pleasure to work with and I would have no hesitation in
recommending Chris and Graduate Coach for any organisation seeking intelligent, capable and diligent interns – excellent service.”
-HUHP\3UHVFRWȂ'HSXW\&KDLUPDQ&RPPXQLFDWLRQV
“I have known Chris as a business colleague and friend since 1976 when
I joined what was then the best advertising agency in the UK – Collett
Dickenson and Pearce (CDP).”
Ȋ&KULVZDVP\ȴUVWPDQDJHUWKHUHDQGΖZRUNHGFORVHO\ZLWKKLPIRUWKHQH[W
twelve years. During that time (and since) he has always demonstrated many
qualities. He is inspiring, diligent, clever, creative and very loyal to everyone
with whom he works. Above all, he has extraordinary drive to succeed for
himself and all his clients.”
“When my son needed mentoring because he had no idea what career he
wished to pursue, I had no hesitation in asking Chris to help him. He sugJHVWHGRSSRUWXQLWLHVFRDFKHGKLPKHOSHG KLPFUHDWHDQHHFWLYH&9 DQG
KHOSHGKLPWRJHWDQGSUHSDUHKLPIRULQWHUYLHZVDQGȴQDOO\KHOSHGODQGD
really good job.”
“I heartily recommend Chris and Graduate Coach.”

Graduates
0DUN6
ȊΖZRUNHGZLWK&KULVDIWHUȴQLVKLQJXQLYHUVLW\DQGKHȇVDEOHWRSURYLGHJUHDW
LQVLJKW ZKHQ LW FRPHV WR QDYLJDWLQJ WKH MRE PDUNHW DQG ȴQGLQJ D SRVLWLRQ
which suits your interests. I currently work in marketing and Chris was instruPHQWDOLQKHOSLQJPHȴQGDSRVLWLRQDQGSURYLGHGJUHDWVXSSRUWLQWHUPVRI
KLVRZQH[SHULHQFHLQPDUNHWLQJRQFHΖKDGVWDUWHGWKHSRVLWLRQΖȇGKLJKO\
recommend Graduate Coach.”
6RSKLH
“He helped me hone my interview technique.”
“Chris was a great help when I was looking for a job once completing my bar
exams. He helped me hone my interview technique as well as allowing me
WRFUHDWHD&9WKDWGHPRQVWUDWHGP\VNLOOVLQDQHHFWLYHPDQQHU2YHUDOOD
wonderful experience.”
6LPRQ
Ȋ:LWKKLVKHOSΖUHȴQHGP\LQWHUYLHZVNLOOVȋ
“Chris is an excellent coach. Working with him was a real pleasure because I
could sense his passion and enthusiasm for what he does. With his help I reȴQHGP\LQWHUYLHZVNLOOVDQGP\ȴUVWLQWHUYLHZDIWHURQO\RQHZHHNZLWKKLP
was a huge success. Due to his extensive work experience and unique inVLJKWVLQWKHȴHOGRIPDUNHWLQJKHFRXOGJLYHPHDORWRIJRRGDGYLFHRQKRZ
I can stay on top of my industry.”
6XVDQ
ȊȐWKHPRVWKHOSIXOWKLQJZDVWKHDELOLW\DQGFRQȴGHQFHWKDWΖZDVJLYHQWR
answer the hundreds of competency questions that I encountered at phone
LQWHUYLHZDVVHVVPHQWGD\VDQGȴQDOLQWHUYLHZVȋ
$OH[
“I would recommend Graduate Coach to anyone looking to receive coaching
DVDJUDGXDWHVRPHWKLQJWKDWLVQRWHDV\WRȴQGZLWKVXFKUHOHYDQFHDQG
quality.”
(PPDȊ7KDQNVWR&KULVȇ\HDUVRIDGYHUWLVLQJH[SHULHQFHȐKHZDVDEOHWRDGYLVHPH
on the best approach.”
$OH[$
“Chris Davies is sparklingly intelligent, and sharply perceptive. He has a brilliant knack for understanding the talents and drives of others (which they
themselves might not know) and the experience and know-how for getting
WKDWȴUVWIRRWLQWKHGRRUΖZRXOGXUJHDQ\RQHZKRLVIHHOLQJORVWVLQFHOHDYLQJ
education to pick up this book. You may be surprised at where it takes you.”

THE
STUDENT
BOOK

For those wanting to create a successful future for themselves.

THE
STUDENT
BOOK
All you need to know to get
the job you really want

CHRIS DAVIES
Graduate Coach

Copyright © Chris Davies (2018)
The right of Chris Davies to be identified as author of this work has
been asserted by him in accordance with section 77 and 78 of the
Copyright, Designs and Patents Act 1988.
All rights reserved. No part of this publication may be reproduced,
stored in a retrieval system, or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, or otherwise,
without the prior permission of the publishers.
Any person who commits any unauthorised act in relation to this
publication may be liable to criminal prosecution and civil claims for
damages.
A CIP catalogue record for this title is available from the British Library.
ISBN 9781788785242 (Paperback)
ISBN 9781788785259 (E-Book)
www.austinmacauley.com
First Published (2018)
Austin Macauley Publishers Ltd™
25 Canada Square
Canary Wharf
London
E14 5LQ

Contents
Foreword
Jon White

ix

Acknowledgements

x

Introduction
-H)XJOHU

xiii

Chapter 1: How Hard Can it be to Get a Graduate Job? 1
Chapter 2: The Nine Key Skills
Essential skills that the Confederation of British
Industry looks for in those their members
employ

10

Chapter 3: Why You Need these Nine Key Skills
How they help you knock rival candidates into
touch, thus landing you your dream job

21

Chapter 4: How and Where to Acquire the Skills You
Need
What you should be doing at university to
acquire the nine key skills
Chapter 5: How to Prove You Have these Skills
How to show convincing evidence to
prospective employers that you possess the
VNLOOVWKH\ȇUHORRNLQJIRU

30

42

vii

Contents
Chapter 6: Creating a CV that Highlights Your
Achievements
How to show prospective employers what
\RXȇYHDFFRPSOLVKHGLQWKHSDVWDQGZKDW
\RXȇUHFDSDEOHRILQWKHIXWXUH
Chapter 7: Things to Consider Before and During an
Interview
)LYHLPSRUWDQWDFWLRQV\RXVKRXOGWDNHEHIRUH
interviews and while attending them

64

79

Chapter 8: Help! I haven’t done any of this!
:KDW\RXFDQGRLI\RXKDYHQȇWGRQHWKH
preparation described in previous chapters; a
rescue chapter that tells the least prepared how
to play catch-up

83

Final Words and First Actions

89

Afterword

93

Useful Resources

94

Bibliography

95

Appendices

96

Index

viii

103

)RUHZRUG
I have huge admiration and respect for Chris for writing this
ERRN $GPLUDWLRQ IRU KLV GHVLUH WR RHU VRPHWKLQJ EDFN WR
the next generation of graduates and new employees — our
future. Respect, as it takes courage and great dedication to
put down in words the wisdom and experience built up over
a long, at times arduous, but certainly successful career.
I have known Chris for 20 years, having stumbled upon him
UXQQLQJ RQH RI WKH ȴUVW HYHU &50 DJHQFLHV EUHDNLQJ QHZ
ground, setting new agendas. This, as I learnt, would become
DFRPPRQWKHPHLQKLVFDUHHUDQGOLIHΖWZDVFOHDURQȴUVW
meeting Chris that he was not only a sharp business leader
but he cared about his people, his clients and his friends. He
ZDVVHOȵHVVLQRHULQJKHOSFRDFKLQJDQGJXLGDQFHWRWKHP
I see so much of this in the pages of this book.
I am also grateful to have had the chance to digest this immensely useful book, and to pass it on to my two eldest sons,
one of whom is in his second year of university, the other
about to embark into university life. I feel they are better prepared for what lies ahead having read this, and I feel a better
parent for having been able to share it with them.
Thanks, Chris.
Jon White
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Introduction
Chris asked me to write this introduction not only because
ZHȇYH NQRZQ HDFK RWKHU VLQFH ZRUNLQJ WRJHWKHU GXULQJ WKH
1980s, but more importantly because of the sheer number of
JUDGXDWHVΖȇYHSHUVRQDOO\LQWHUYLHZHGDQGKLUHG
It was so much easier for our generation: fewer graduates,
more jobs, much less pressure. Thus, I always give graduates
a sympathetic hearing, yet often feel let down.
And why is that? Because contrary to what most students
might believe, the time to start preparing to get a decent,
JUDGXDWHOHYHOMRELVQȇWZKHQWKH\OHDYHXQLYHUVLW\ΖWȇVZKHQ
they arrive. The Student Book sets out that preparation in
detail.
7RSUHSDUH\RXQHHGWRNQRZZKDWȇVPRVWLPSRUWDQWWRDQ
HPSOR\HU :KDWȇV LPSRUWDQW WR PH DV WKH RZQHU RI D VPDOO
vibrant advertising and brand development agency is that,
ȴUVWO\ Ζ ZDQW WKH FOHYHUHVW PRVW WDOHQWHG SHRSOH Ζ FDQ JHW
Numerate, literate, creative, resilient, hard-working, eager
WROHDUQDQGZLWKJRRGSHRSOHVNLOOV 1RWKLQJGLɝFXOWWKHUH
then!)
ΖQUHWXUQIRUD VDGO\ PRGHVWVDODU\WKHWUDGHRLVWKDWWKH\
receive outstanding hands-on learning and experience very
quickly. Little wonder then that after a couple of years they
typically get brilliant jobs at great agencies, brushing aside
WKHLU FRPSHWLWRUV ZKRȇYH GRQH WLPH RQ WKH XVXDO ȆJUDGXDWH
WUDLQLQJVFKHPHȇDWVRPHODUJHDJHQF\

xiii

Introduction
In the last decade or so most, if not all, hires have been second
MREEHUV ZKRȇYHFKRVHQWRVWDUWDQHZFDUHHULQDGYHUWLVLQJ 
simply because so few graduates have any workplace skills or
H[SHULHQFH ΖQWHUHVWLQJO\ ZKLOVW ZHȇYH DOVR WDNHQ QXPHURXV
JUDGXDWHLQWHUQVPDQ\IURP&KULVZHȇUHQHYHUDSSURDFKHG
by undergrads for an internship. That leaves you at a great
advantage if you will follow the advice Chris gives in this book,
DQGȴQG\RXUVHOIDQLQWHUQVKLSZKLOH\RXDUHVWLOODWXQLYHUVLW\
On the topic of taking advice, please also wake up to just how
competitive it is out here. It really is a numbers game. In the
last 30 years, my agency has been on the receiving end of
VRPH  &9V LQWHUYLHZHG DURXQG  JUDGXDWHV DQG
HPSOR\HGDERXW:HJHWDURXQG&9VHYHU\WLPHZH
advertise for a graduate, and now interview a maximum of 12
for each position. The whittling down process must be brutal.
Bad degree, bad grammar or spelling, bad English, and you
GRQȇW HYHQ JHW FORVH WR PDNLQJ WKH ȴUVW FXW %\ QRZ \RXȇUH
maybe one in 100. Only then do we even look closely at your
&9
Again, do as Chris says and tell us clearly and succinctly why
you should even make the short list. During the interview,
PDNHVXUH\RXNQRZZKDW\RXȇUHWDONLQJDERXWDQGEHDZDUH
WKDW\RXFDQȇWSXOOWKHZRRORYHUWKHH\HVRIDQHPSOR\HUH[perienced in carrying out hundreds of interviews. And if I ever
have to ask another interviewee why they chose not to look
DWRXUZHEVLWHȴUVW
Ζ NQRZ LWȇV D ERUH KDYLQJ WR SUHSDUH IRU JHWWLQJ D MRE ZKLOVW
\RXȇUH IRFXVHG RQ JHWWLQJ D GHJUHH DQG HQMR\LQJ XQLYHUVLW\
OLIH%XWLI\RXGRQȇWGRLW\RXZRQȇWJHWDGHFHQWMRERQHRI
your many competitors will.
Have a great time at university, by all means, but make sure
you get a good degree and prepare for getting a good job, so
can you also have a great life after.
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Introduction
The Student Book will help you. It is a step-by-step guide that
will not only teach you how to acquire work after you leave full
time education, but how to acquire the skills you need to get
that job before you leave university. It will help you acquire
the nine essential skills that employers look for in those they
seek to employ. It will ensure that you understand these skills
DQG KRZ WR H[SUHVV WKHP FOHDUO\ RQ D &9 DQG FRYHU OHWWHU
or job application form. It will prepare you for the competition you will face from other candidates, and show you how
to outshine it. Crucially, it will teach you how to demonstrate
beyond doubt to potential employers that you possess these
skills.
ΖWȇV LPSRVVLEOH WR VWUHVV HQRXJK KRZ LPSRUWDQW WKHVH VNLOOV
are, so study this book with care. Doing so will make all
WKH GLHUHQFH EHWZHHQ JHWWLQJ D GUHDP MRE RU MRLQLQJ WKH
many thousands of graduates who end up languishing in
non-graduate-level jobs each year.
-H)XJOHU

xv

Chapter 1

How Hard Can it be to
Get a Graduate Job?
6XUHO\LWFDQȇWEHWKDWKDUGWRJHWDMREDIWHU
graduation?
Oh yes, it can. Every year, thousands of university leavers
VWUXJJOHWRȴQGJUDGXDWHOHYHOMREVΖQIDFWȴJXUHVIRU
show that 47 per cent were still searching for graduate-level
jobs two years after graduation. Imagine that. Twenty-four
months of job applications, twenty-four months of disapSRLQWPHQWV0RVWRIWKHVHJUDGXDWHVZHUHZKDWLVGHVFULEHG
DVȆXQGHUHPSOR\HGȇΖQRWKHUZRUGVWRPDNHHQGVPHHWWKH\
ZHUH UHGXFHG WR GRLQJ MREV WKDW GLGQȇW UHTXLUH WKHLU KDUG
HDUQHG XQLYHUVLW\ TXDOLȴFDWLRQV :KLFK VXUHO\ GHIHDWV WKH
REMHFWRIJRLQJWRXQLYHUVLW\LQWKHȴUVWSODFH"
There is something very important you need to understand
about the graduate market, something that will make all the
GLHUHQFHWR\RXUVXFFHVVLQJHWWLQJDJUDGXDWHOHYHOMREΖWLV
competitive so you must be ready to go head-to-head. But it
is also lucrative: as a young person with fresh ideas, energy,
and years ahead of you, you are in demand. Because of this,
PRVWWRSȴUPVRHUinternships and graduate programmes
but, at the start of each graduate recruitment cycle, most of
these employers take on graduates who have performed well
during these programmes. This means that there are fewer
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graduate jobs left available for those who are not already
GRLQJZRUNH[SHULHQFHZLWKWKHVHȴUPVΖRIWHQFRPHDFURVV
graduates who have their hearts set on one or two top employers, and while a person must aim high, it is not realistic
to think you are going to get a look in at one of these compaQLHVLI\RXGRQȇWKDYHWKHskills, attributes and experiences to
match or rival those who already have one foot in their doors.
7KLVGRHVQȇWUXOHRXWWKHSURVSHFWRIZLQQLQJDSRVLWLRQZLWK
the employer of your dreams, but you need to think smart
and cast your net widely to develop the skills and experience
you need wherever you can get them. That is if you want a
graduate-level job.
So, what is a graduate-level job? A graduate-level job can be
GHȴQHGDVIROORZVRQHWKDWSD\VDJRRGVDODU\PDNHVSURSHU
XVH RI D JUDGXDWHȇV TXDOLȴFDWLRQV DQG VNLOOV DOORZV GHYHOopment, and provides the learning to develop the skills for
VHOIDGYDQFHPHQW7KDWȇVWKHVRUWRIMREHYHU\JUDGXDWHZDQWV
– but not the sort many end up with.
But why is that? Why is it so hard to get a graduate-level job?
I can tell you why: because no one has ever properly taught
\RX KRZ WR <HV ZH WDON DERXW KRZ WR ZULWH D JUHDW &9 ZH
talk about how to write a good cover letter, and we talk about
PDNLQJDJRRGLPSUHVVLRQDWDQLQWHUYLHZ%XWQRRQHȂWKDWȇV
right, no one – has ever pulled together all the steps in a
single place as clearly as The Student Book. No one has ever
FOHDUO\H[SODLQHGWKDW\RXPXVWDFTXLUHWKHIROORZLQJȴYHVHWV
of key skills, attributes and experiences:
1. You must have lots of relevant work experience (covered
Chapters 2 to 4).
2. You must know what type of job suits you (covered in
Chapter 7).
3. You must know how to demonstrate the nine employabilLW\VNLOOVRQ\RXU&9 &KDSWHU 
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4. You must be familiar with the key psychometric tests (covered in Chapter 7).
5. You must know how to interview well (covered in Chapters
5 to 7).
ΖI\RXODFNDQ\RIWKHVHȴYHVHWVRINH\VNLOOVDWWULEXWHVDQG
experiences, QRHPSOR\HUZLOORHU\RXDJUDGXDWHOHYHO
position. And why do I care so passionately that you get one?
Because even after years of coaching thousands of graduDWHVWRKHOSWKHPJHWWKHW\SHRIMREWKH\ZDQWΖȇPVWLOOPRYHG
E\WKHOLJKWEXOEPRPHQW7KDWȇVWKHPRPHQWGXULQJDFRDFKing session when the penny drops and a person begins to
XQGHUVWDQGZK\LQWHUYLHZDIWHULQWHUYLHZWKH\ȇYHEHHQJHWting nowhere. Now they feel hope, naturally. Because a graduate-level job means a career that is satisfying and rewarding.
One that makes full use of your strengths and saves you from
KDYLQJ WR VSHQG WKH UHVW RI \RXU ZRUNLQJ OLIH SD\LQJ R WKH
debt of your university education, which, for most graduates,
averages around £50,000. Young people are saddled with
more debt than ever before when they graduate. Is it any
wonder that, according to The Times, one in every seven stuGHQWVLVZRUULHGVLFNDERXWLW"7KDWȇVZK\ΖZURWHWKLVERRNEHFDXVHDIWHUDOO\RXȇYHLQYHVWHGJUDGXDWHXQGHUHPSOR\PHQW
is a scandal and graduate-level employment is the only type
you deserve.
If someone said they had the key to how to get a graduDWHOHYHOMRE\RXZRXOGZDQWWROD\\RXUKDQGVRQLWZRXOGQȇW
\RX":HOOWKDWȇVZKDW\RXDUHKROGLQJLQ\RXUKDQGVULJKWQRZ

+RZΖODQGHGP\ȴUVWJUDGXDWHMRE
Although, when I graduated it was much easier to get a job,
LW ZDV YHU\ GLɝFXOW WR JHW D JUHDW RQH 6R Ζ XQGHUVWDQG WKH
PDQ\IUXVWUDWLRQVWKDWWRGD\ȇVVWXGHQWVJRWKURXJK
This is my story of how I eventually cracked it.
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I was studying Biology at the then Woolwich Polytechnic in
London (now the University of Greenwich). I hated my course
almost from the day I started when it became apparent that
I would have to spend every afternoon in the labs. Being
dyslexic and always impatient (still am!) was a disastrous
combination for me. I loved and still do the theory side of
the subject but hated the endless afternoons of lab work. I
VWDUWHGVNLSSLQJRDQGEHFDPHLQWHUHVWHGLQ6WXGHQW8QLRQ
DFWLYLWLHVΖMRLQHGWKH6WXGHQW5DJ:HHN ORRNLWXSLI\RXGRQȇW
understand the term) committee and somehow found myself
elected to run it. I was 18 and in charge of 35 students most
of them third years. The Week turned out to be a big success
(we raised lots of money for charity and created the world
kissing record amongst other mad things).
2IFRXUVHP\DFDGHPLFVWXGLHVVXHUHGDQGΖMXVWVFUDSHG
my exams. However, I had come to realise that I could lead
teams of people. During my two subsequent years I ran many
Student Union activities, such as booking the bands (loved
WKDW FKDLULQJWKHEDUFRPPLWWHH ORYHGWKDWWRR DQGȴQDOO\
ZDVHOHFWHGWREHFRPHWKHȴUVWHYHU6WXGHQWUHSUHVHQWDWLYH
on the Board of Governors at the Poly.
However, by now time was running out and I had to get a job.
ΖQ P\ ȴQDO\HDUΖ ZDVLQ +DOOV DQG WKHVWXGHQWLQ WKHURRP
next to me began to fascinate me, because he never seemed
to do any work.
Ζ GLVFRYHUHG WKDW KH ZDV VWXG\LQJ 0DUNHWLQJ Ζ KDG QR FOXH
ZKDW 0DUNHWLQJ ZDV EXW KH OHQW PH KLV NH\ WH[WERRN Kotler
on Marketing VWLOOSXEOLVKHGWRGD\DOWKRXJKQRZLWȇVWKHWK
edition).
Ζ UHDG LW DQG LPPHGLDWHO\ EHFDPH IDVFLQDWHG 0DUNHWLQJ
seemed to me to be common sense (it is!) especially if you
had worked in shops as I had. Identify your best customers,
ORRNDIWHUWKHPDQGWU\WRȴQGPRUHOLNHWKHPLVDPD[LPDV
true today in this digital age as it was back then.
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