
1. Research the Job
Step: Carefully read the job
description.
Goal: Understand the role,
responsibilities, and required
qualifications.

Does the 
role match your skills

and experience?

2. Tailor Your CV
Step: Adjust your CV to align with the job
description.
Actions: Highlight relevant skills and
experience.
Use keywords from the job description.
Focus on measurable achievements.

Is C.V. 
now tailored for the

role?

3. Write a Cover Letter
Step: Create a customised cover letter for
the role.
Actions: Address it to the hiring manager.
Reference specific aspects of the company
and role.
Emphasise how your skills match their
needs.

Is the 
cover letter

specific to the
role?

4. Submit the Application
Step: Apply for the role through the
specified method (online portal, email, or
agency).
Actions:  Double-check all required
documents are attached. Complete any
online application forms carefully.
Keep a copy of the submitted application
for your records.
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Step: Attend the interview fully prepared.
Actions:

Bring necessary documents (e.g., CV, portfolio).
Dress appropriately.
Arrive on time and follow up with a thank-you note
afterwards.
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Details to Record:
Job title and company name.
Date of submission.
Contact details for follow-up.
Application status.

6. Prepare for a Follow-Up
Step: Set a reminder to follow up on
the application.
Timing: Typically 1–2 weeks after
submission if no response is
received.
Actions: Draft a polite email or
script for a call to inquire about the  

7. Interview
Granted?

Prepare by
researching the
company and

practising common
interview questions.

Step: Log the application details in a
tracking system (e.g., a spreadsheet
or planner).

5. Track the Application

Interview
Outcome: 

Get The Job?
Analyse any

feedback and
revisit earlier stepsYAY!

application status.

Yes No

Analyse any feedback, 
refine the application
process for future roles.

8. Attend the Interview

Yes No


