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FIRST STEP 

Reserch for information 
is an investigative 

activity whose purpose 
is to allow to reach a 

wide knowledge of the 
labour market and those  
jobs and fields you may 

be interested in. 

 



PHAROS: LOCAL JOB  
MARKET OBSERVATORY 

 Chemistry (Pharos 23) 
 Social Co-operative (Pharos 22) 
 Elettronics (Pharos 21) 
 Metalworking (Pharos 20) 
 Agriculture and Food (Pharos 19) 
 Renewable Energy (Pharos 18) 
 Assurance (Pharos 16) 
 Quality, Enviroment and Safety (Pharos 15) 
 ICT (Pharos 14) 
 Communication and Marketing (Pharos 13) 
 Business Services (Pharos 12) 
 Tourism (Pharos 8) 

 



 
 

 
 CV ABC 

• Put your job application in different databases 
 

• Your cv should be sintetic, neat and easy to be read 
 

• It’s important to liven up the content using graphic effects 
 

• Language should be simple, never colloquial or bureaucratic 
 

• Pay attention to details, send the cv in pdf format, find a 
suitable name for it 



 
 

 
 NETWORKING 



 
 

 
 

LinkedIn, Facebook and Twitter are the most used…. 
 
LinkedIn  

 
LinkedIn became nowdays an essential tool for those who are actively 
looking for a job 

 
Social networks allow you to descrive yourself, your skills and your 
educational background. You can use LinkedIn in order to be found, 
using key words.  

HOW TO FIND A JOB USING 
SOCIAL NETWORKS 



 
 

 
 
 
 MY JOB IS SENDING CV 

CUSTOMIZED EXAMPLES 
www.overleaf.com 
https://resumegenius.com 
https://enhancv.com/ 
www.cakeresume.com 
vizualize.me/ ( infographics) 

EUROPASS 
http://europass.cedefop.europa.eu/it/home 

http://www.overleaf.com/
http://www.cakeresume.com/


 
 

 
 THE CV 

IMPORTANT 
 
Even if the “ideal” cv doesn’t exist, there are some shared rules 
to follow 
 
 well organized, so that it is easy to be read and key 
contents to be found 
 professional, so that it’s similar to an “official” document 
 concise 
 focused on the job and organisation requirements  
   exhaustive, so that it is complete of all the useful 

information for the recruitment process 



 
 

 
 

Regarless the cv format you are going to choose, there are 
some tips always useful. Please pay attention to:  

 
 LAYOUT 
 STRUCTURE 
 LANGUAGE 
 QUALITY AND AMOUNT OF THE INFORMATION GIVEN 
 
ALL THESE TIPS MUST BE PUT INTO PRACTICE KEEPING 
IN MIND THE PERSON YOU ARE GOING TO ADDRESS TO 
 

YOU ARE ALWAYS SUPPOSED TO ATTACH A COVER 
LETTER 



 
 



 
 



 

PAY ATTENTION! 
 
 

TO BE STATED AT THE END OF THE CV  
I authorize the processing of my personal data, in 
compliance with Legislative Decree no. 196/2003 as 
amended by the Decree of compliance with Legislative 
Decree no. 101/2018 on the basis of Regulation (EU) 
2016/679 of 27 April 2016 

date and signature 
  

Print then the cv, sign it and do a scan of it. Aternatively, you can 
sign it digitally.  



 

SEMANTICS 
 
 

What if the interview wouldn’t come? 
Pay attention to the semantics. Organisations usually have automatic systems for 
the collection and management of job applications, so it’s important to understand 
the way they function. 
Medium and big companies are usually provided with recruiting management 
systems (Applicants Tracking Systems, ATS). 
 
HOW TO SEARCH USING KEY WORDS   
ATS allow to identify in a shorter time the skills and inclusion criteria, so it’s 
important to read carefully the job description and properly match the words of the 
job position with the skills you have 
 
LinkedIn too is essential and there should  
be correspondence between paper  
and internet profile  
 



PERSONAL BRANDING  
 

o  Il 95% of job opportunities are in PMI  
(dati Mediobanca)  

 
o 1/3 of people state that they found their job thanks to an informal network 

(acquaintances, family, etc)  
o 58%  get the job thanks to their own application 

 
Personal Branding, in his basic and essential form: talk about you, about how 
you see yourself and about what you want or at least what it seems you want. 
Repeat the exercise periodically in order to see if something changes, if 
something sharpens, if something gets put in the focus. 
 
Try to think about a presentation of you that in 2/3 minutes is going to 
convince the interviewer  to choose you 

 



WHY THE SOFT SKILLS?  
 

“The rules for work are changing. We’re being judged by a new 
yardstick: not just by how smart we are, or by our training and 
expertise, but also by how well we handle ourselves and each 
other. This yardstick is increasingly applied in choosing who 
will be hired and who will not, who will be let go and who 
retained, who passed over and who promoted. (...)  
The new measure takes for granted having enough intellectual 
ability and technical know-how to do our jobs; it focuses 
instead on personal qualities, such as initiative and empathy, 
adaptability and persuasiveness (...)”. 
 

Daniel Goleman 



WHAT THEY ARE  
 

 
By transversal skills we mean that set of individual 
characteristics causally correlated with an effective or superior 
work performance (Boyatzis, 1982), related to self achievement 
relational or cognitive aspects.  
 
As they are «transversal», they can’t be related to specific 
jobs but they can be activated in any professional position 
that requires them. 
 
Some examples of transversal skills are: goal orientation, 
initiative, adaptability, empathy, leadership, conflict 
management, persuasiveness, group management, self 
awareness, self control, positive mindset, pattern recognition, 
systemic thinking, communication, ecc.  



WHAT THEY ARE USEFUL TO  
 

The role of transversal skills in obtaining a 
higher professional service has been widely 
addressed by international scientific research 
and it has been shown how soft skills are the 
primary sources of work effectiveness, much 
more than knowledge, technical expertise and 
individual intelligence. 



KNOW 
KNOWING HOW 

KNOWING HOW TO BE 

COMPETENCES are combinations of resources, 
knowledge, skills and behaviors that allow to 
produce a result by carrying out an activity.  
 
The results and activities related to the 
competence must be visible. The 
competences must be acted and not 
simply declared 



SOFT SKILLS 
) 



SOFT SKILLS 

Companies consider soft skills the most important element 
for a positive professional integration when recruiting new 
resources in their organisation (Sutton, 2002). The skills of 
their workers allow them to keep a competitive advantage 
(Glenn, 2008) 

 
Relating to different countries and their research literature, we find terms as 
core skills, key skills, common skills (Regno Unito), essential skills (Nuova 
Zelanda), key competencies / employability skills, generic skills (Australia), 
basic skills, necessary skills, workplace know how (America), critical enabling 
skills (Singapore), transferable skills (Francia), key qualifications (Germania), 
trans-disciplinary goals (Svizzera), process independent qualification 
(Danimarca), essential competencies, transversal or generic competencies 
(Portogallo), generic competencies (Spagna). (Cinque 2016) 



SOFT SKILLS 

The ability to know how to play in a team, but not least 
autonomy, problem solving and communication skills 
are important and successful competences in order to 
gain a job. 
 
People entering the labour market are supposed to have 
mixed skills between the knowledge acquired attending 
school and their individually specific characteristics, which 
are generally transversal and useful in different activities 
and sectors. 
 



TOP 10 SKILLS COMPANIES REQUIRE MOST 
(World Economic Forum) 

 
1 COMPLEX PROBLEM SOLVING 
2 CRITICAL THINKING 
3 CREATIVITY 
4 PEOPLE MANAGEMENT 
5 COORDINATION WITH OTHERS 
6 EMOTIONAL INTELLIGENCE 
7 JUDGEMENT AND DECISION MAKING 
8 SERVICE ORIENTATION 
9 NEGOTIATION 
10 COGNITIVE FLEXIBILITY 



COVER LETTER 

It increases the value of every cv focusing on the core 
subjects of the communication and provides the elements 
supporting the application 
 
It is therefore the cv «intelligent area», the right tool to apply 
for a job positition and to offer your professionalism so that 
the interviewer can quickly identify any coherences with his 
needs. 



To write an effective cover letter it is therefore necessary to remember to 
focus on the recipient and therefore on his business needs. 
 
• INTRODUCTION (attention to the style, it should be direct and the  
bureaucratic language never should be used) 
• MOTIVATION (why am I writing specifically to your organisation?...get 
informed about it) 
•CONTRIBUTION OF THE APPLICATION  (what would I like to do and 
which added value could I bring to your organisation? Use the same words 
of the job description) 
• CONCLUSION (available to relocate, ecc..) 
 

 
 

REPEAT PERSONAL DATA 
DATE AND SIGNATURE (right or left side) 



  
It can be accessed with online booking and can be made in the 
presence or via Skype. 
 
It covers: 
 
• support for active job search  
• check cv and cover letter  
• career guidance counseling 
 

  

PERSONALISED INTERVIEW AT 
CAREER SERVICE UNIPD 



ICARD (Individual CAReer Development) is a project  financed by the european 
ERASMUS+  program, developed in order to help students acquiring useful 
skills to address both the transition from school to university and from university 
to labour market. For further information you can check the website at the 
following link: www.icard-project.eu. 
ICARD has been developed in 20 modules divided in 3 different programs 
(Accessing the university / During the study years / Entering 
the world of work). 
 
To access the forms you should connect to the Ufficio Stage & Career Service  
Moodle platform at the following link https://elearning.unipd.it/careerservice/ 
and login using your Uniweb login credentials 

ON LINE TRAINING 

https://elearning.unipd.it/careerservice/


  

ONLINE CAREER MODULES 
ICARD 

Accessing the University During the Study years Entering the world of work 
Self Understanding 1 Self Understanding 2 Self Understanding 3 
Course Decision Making Resume and Motivation 

Letters 
Seeking Job Opportunities 

Organization and Planning  Interviews and recruitment 
testing 

Thriving in the Workplace 

Thriving at the University Seeking Work Placement 
Opportunities 

Branding Myself 

Managing your Finances Teamwork Entrepreneurship 
  Career Decision Making Problem Solving and 

Negotiation Techniques 
  Effective Workplace 

Communication 
Managing Pressure 

    Business Culture and Work 
Ethics 



BEFORE 
Collect as much information as possible  about the organisation: what it 
does, number of employees, turnover, locations, press releases, markets .. 
Don't limit yourself to their website, the internet is an endless source of 
information, use it! 
 
If you know the name of the recruiter, look for it on Google: you can visit his 
LinkedIn profile (it is likely he did the same with you!) 
 
Check where the company is located and make an esteem of the time you 
need to get on time to the interview 
 
Bring with you a copy of an updated CV 
 
Get prepared for  the typical interview questions 

HOW TO GET READY FOR A 
JOB INTERVIEW 



Dress appropriately: every job or organizational context has its 
own dress / style. 
It’s important to feel at ease, but you need to look well-
groomed. 
 
 Don’t arrive too early (they may not want you to meet the 

other candidates). It is alright to arrive 10 minutes before 
 If you’re late call and inform them that you will arrive as soon 

as possible  
 Before entering, remeber to turn off your phone  
 Avoid keeping your sunglasses on 

 

JOB INTERVIEW 
DRESS to IMPRESS 



TYPES OF QUESTIONS  
 
 

• PERSONAL  
    Aimed at obtaining information about the candidate’s 

personal traits to identify the transversal skills useful for the 
professional role required  

• PROFESSIONAL AND EXTRA-PROFESSIONAL 
    Aimed at obtaining information on the skills acquired and 

the results achieved at a professional and extra-
professional level (volunteering, formal and informal groups)  

•  RELATED TO THE EDUCATIONAL BACKGROUND 
    aimed at obtaining information on the level of education and 

on the knowledge acquired in the various educational 
experiences (training courses, internships ...) 



TYPES OF QUESTIONS: examples  
 
 

 
• Can you tell me about yourself? 
• Why would you like to work for our organisation? 
• What are your greatest strenghts and 

weaknesses?( 3 or 5!!!)   
• Can you tell me something about your previous 

work experiences? 
• Can you tell me about your training and 

professional achievements?  
• What struck your attention in the job 

advertisement? 
• Do you prefer working in team or alone?  
• Can you tell me about a successful experience 

you had? 



DANGEROUS QUESTIONS 

 
 

Never ask about salary, 
holidays, permissions, ecc.. 
 
It is likely that the recruiter 
doesn’t have this information or 
that it will be defined at a later 
stage of the selection. 



QUESTIONS TO ASK 

Focus on ….organisation’s history, core 
business, job description, initial tasks, 
ecc. 



BODY LANGUAGE 

The posture, the volume, the tone, the rhythm of 
the voice, the facial expression and the 
movements of our body are all part of that kind of 
communication defined as non-verbal. It is difficult 
to control and it is evaluated by selectors 



 SELF EVALUATION  

You should do a self evaluation of your job 
interview immediately after having held it, to 
analyze what happened ad try to 
understand  if you could have done better 
and how you could improve your 
performance. 



 NOT FINDING ANSWERS CAN BE USEFUL  
TO FIND THE QUESTIONS  

 
We spend much more time at work than with partners, 
around the city or with friends. Therefore, doing a job you 
don't love quickly leaps to the top of the list of the most 
difficult adaptations ever. 
 
“To be nobody but yourself - in a world which is doing its 
best, night and day, to make you everybody else - means 
to fight the hardest battle which any human being can 
fight; and never stop fighting.”  
 
E. E. Cummings 
 





 CONTACTS 

Graziella De Bortoli       Simona Iacobbe        Ioana Muntean         Paola Muzzu          Sara Raponi 
 

Career Service 
Riviera Tito Livio, 6 35122 Padova 

placement@unipd.it 
049/8273068 - 3902 

Follow us on social 
media! 

 
 
 
 
www.facebook.com/CareerService

Unipd  

www.linkedin.com/company/
career-service  
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