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We have created the Fish4jobs Ultimate
Jobseekers Guide to help you with your job search.
In this guide, we are going to cover everything from using our site and setting up an
account to CV tips and interview advice. We have arranged the guide in a way that
will take you from the beginning of your job search through to interview day.

This guide is for you if:

You are new to
online job sites
and would like
some tips.

You haven’t had
much luck with
your job search
so far and need
some advice.

You are looking
for ways to make
your job search
more effective.

You are having
trouble using
Fish4jobs
and need some
simple solutions to
common problems.

Preparing to Find a Job
Before you begin searching for your next role on Fish4jobs, we suggest preparing your CV
and cover letter. Having these ready to send off once you find a suitable role means that your
job search will be easier and more effective.

How to Write a CV
So, how do you go about writing a CV? If you haven’t updated your CV for a long
time or this is your first time writing one, below are some tips for getting started.

How to Structure Your CV
Here is a basic outline for what to include in your CV.
Personal Details: Include your full name, email address, phone number and address at the top of
your CV – this helps employers contact you easily. There’s no need to include your age, marital
status or a photo.
Personal Statement: This is your chance to capture the attention of the recruiter or employer.
Write a few sentences about your key achievements and share your career aspirations. The
trick to a winning personal statement is to tailor it to the job role you’re applying for, so you can
tweak this each time you apply for a job. For further information check out our guide on
How to Write a Personal Statement.
Work Experience: Next up, provide some details about your work experience to date. Provide the
names of previous employers, your job titles, dates of employment and your key successes and
duties in each role. Remember to highlight your experience that is most relevant to the job at hand.
If you have limited relevant experience, think about any transferable skills that you might have –
these could be from school, previous projects or voluntary work. For example, if you have had a
Saturday job in a shop, your transferable skills could be handling cash and dealing with customers.
Start with your most recent job first and work backwards.
Education: List the schools, colleges, and universities you went to with dates of attendance and any
achievements or grades achieved. If you are a graduate or college leaver with little work experience,
this section should come before your employment history. Start with your most recent school or
college and work backwards.

Skills & Qualifications: Include any other qualifications from your work experience or education which
are relevant to the role. Make sure to highlight the key skills gained from these qualifications
Interests & Hobbies: Mentioning interests and hobbies on a CV isn’t a necessity. However, mentioning
relevant interests can sometimes help you stand out from other applicants, especially if your work
experience section is lacking. Ensure that any interests or hobbies mentioned add value to your CV.
For example, expressing your passion for playing football can demonstrate that you are a team
player.
References: We recommend that you don’t include names and contact details for references on a CV.
There is no need to write “References available upon request” as employers already know this. Always
seek permission from a referee before passing their details onto a recruiter or potential employer.

Other CV Tips & Advice
While we recommend having a CV prepared before you start your job search, we also
advise that you tailor your CV to each job you apply for. Tweak your personal statement
and include keywords from the job adverts so that your CV most closely matches what
the recruiter or employer is looking for.
We recommend using Microsoft Word or another similar program to create your CV.
Microsoft Word has CV templates built in which you can use to make your CV look
professional with minimal effort. Your CV should not exceed two sides of A4.
Typically, a clean and simple CV is the way to go. However, feel free to get creative if
appropriate to do so. For example, a Graphic Designer may create a more elaborate CV
to show off their design skills.
Recruiters and employers won’t spend long looking at your CV so make sure the
information you share is easy to scan for in bullet point lists with clear headers.
Proofread! Check and double check spelling and grammar. Don’t miss out on an
interview because of a misspelt word. If you can, get a friend or family member to
proofread your CV as well.

Get a Free CV Review
We have partnered with professional CV writing service
TopCV to bring you a CV review that is completely free
of charge. A professional CV writer will assess your CV
and give you feedback on its content and layout along
with suggestions for improvement, giving you the best
chance at landing an interview.
You will not be asked for payment for your initial CV review,
but if you want further assistance with writing your CV, charges will apply. Find out more on our blog.

How to Write a Cover Letter
A cover letter gives you the chance to sell your key skills, achievements, and abilities to
employers, while highlighting your interest in the role.
Not all jobs require a cover letter but providing one can set you apart from the competition
and boost your chances at landing an interview. We recommend having a template letter
which you can tailor to each job you apply for.

How to Format a Cover Letter
A cover letter is a professional document which accompanies your CV so it should be
presented in a formal style.
Ensure that it is in a readable font that matches your CV, so that employers can quickly
scan for essential information.
Use a font like Calibri, Arial, Verdana or Times New Roman in size 10 or 12.
Never include images or word art in your cover letter.

How Long Should a Cover Letter Be?
It’s best to keep your cover letter to one page. 3-5 short paragraphs is an ideal length for
providing enough information without losing the reader’s attention.

What to Include in Your Cover Letter
Most cover letters can be split into 5 sections, as detailed below.
Header: Cover letters should always start with your contact information and the date:
First & last name
Street address
City or Town
Postcode
Phone number
Email address
The date
Greeting: Start your letter with “Dear Mr/Mrs/Ms Last Name” if you know it. If not, start with “Dear
Sir/Madam”.
Introduction: In the first paragraph, make the reader aware of why you’re writing this letter. Let
them know who you are, the title of the job you’re applying for, and your enthusiasm for the role.

2nd Paragraph: Mention why you’d like to work for this company and in this role specifically, highlighting any relevant knowledge or passion you have.
3rd Paragraph: Highlight your most relevant experience, qualifications and achievements, matching
them to the responsibilities and requirements in the job description.
Closing: This paragraph should round up your cover letter. Reiterate your enthusiasm for the job role,
then thank the employer or recruiter for considering your application. Mention that you look forward to
hearing back from them, then sign off your letter with “Yours sincerely” (if you know the name of the
recipient), or “Yours faithfully” (if you do not), followed by your name.
Need more help putting together a winning cover letter? Head over to our dedicated cover letter blog section
for tips, advice, templates and more.

The Basics of
Using Fish4jobs
To help you get started using
Fish4jobs we have put
together the below list of key
features and tools which you
are likely to use when you visit
the site.

Using the Fish4jobs
Search Bar
When you visit the Fish4jobs
home page one of the first things
you will see is our search bar.

Keywords: What you type here will determine the type of jobs that show up. What type of job are you
looking for? If you have a specific job title in mind, enter it here. If you’re more flexible, try entering a
broader keyword like “retail”, “warehouse” or “part-time”.
Top Tip: Don’t make your keywords too specific or long-winded as this can reduce the number
of jobs which appear on your search results page.
Location: Do you know where you want to work? In this section you can put the name of a region, city,
town, or postcode, depending on how specific your location requirements are. As you start typing your
location, suggestions will appear in a dropdown list.

Search radius: In the third section, you can finetune your location further. From the dropdown list,
choose how far you would be willing to travel from your named location. For example, if you can drive
and would be willing to commute you could choose to search “within 5 miles” of your hometown, while
if you want to walk to work from home you could search “within 1 mile” of your own postcode.

Now hit the magnifying glass icon on the far right of the search bar. The jobs matching your
requirements will appear in a list which can be sorted by relevance, distance or date posted.

Using the Browse Function
The search bar on the Fish4jobs home page is not the only way to discover roles. Navigate to the
‘Jobs’ tab from any page on site and you will be presented with a list of all currently live jobs.

This tool can be used to browse vacancies on site without the need to enter keywords. Under ‘Refine
Your Search’, click on a section to expand it and then click through to see all jobs in a subsection.
For example, if you would like to browse all construction jobs, select “Construction & Skilled Trades”
under the Sectors section. Alternatively, you could use the Location section to view all jobs in a
specific region or city.
These sections can also be combined. For example, if you wanted to browse all engineering jobs in
Hampshire, click the appropriate sections to view all relevant jobs. Each section can then be refined
further, allowing you to browse all electrical engineering jobs in Portsmouth or all industrial
engineering vacancies in Southampton, for example.
You can then use the other browse sections to refine your selection by job title, salary
band and more.

On the left-hand side of this
page, you will see our
browse tool.

Click this to switch to
the search tool

You’ll see a ‘Search’ tab next to the ‘Browse’ tab at the top
of the tool.
The search tool here works similarly to the search bar on the home page, with keyword and location
text boxes followed by a dropdown list for your search radius.
Additionally, you have the option to make other selections which will refine your search.
Interested in seeing jobs that will allow you to work remotely? Tick the ‘Homeworking’ box. Want to
view jobs in a select few sectors or roles that pay a specific salary? Click the relevant section – such
as ‘Sectors’ or ‘Salary Band’ – for a dropdown list with options that you can tick as required.

Hit ‘Search’ at the bottom
of the tool to view the jobs
matching your criteria.

Search

Creating a Fish4jobs Account
We highly recommend setting up an account on Fish4jobs. With an account you will be
able to:
Upload your CV and apply for jobs in just a few clicks.
View, edit and delete your active job alerts.
Save jobs to apply for later.
Keep a record of and manage your job applications.
Creating an account with us is a simple process.

Click here to get started

Enhancing Your Job Search
Now you’ve set up an account and you’re up to scratch with the basics of using Fish4jobs,
here are a few ways that we can help enhance your job search.

Upload Your CV
Uploading your CV to Fish4jobs means you can apply for jobs in just a few clicks.

1

When logged into your Fish4jobs account, click on your name at the top of any page.

2

From the dropdown menu, click “Your profile.”

3

You will then be presented with the below.

4

From here, you can upload your CV from your computer by clicking “Choose File” or you
can import your CV from Dropbox or Google Drive.

5

Now you can choose to receive a free CV review from our trusted partners at professional CV writing service TopCV. TopCV will not send you unsolicited emails or ask for
payment for your initial CV review. If you don’t want a free CV review, leave this box
unchecked.

6

You can also choose to let recruiters view your CV and contact you directly about jobs
that match your skills and experience. This is entirely optional, so if you would rather not
let recruiters contact you, simply select “No”.

7

Click “Save” to finish uploading your CV.

Set Up Job Alerts
Another way to enhance your job search
is by setting up a Fish4jobs job alert.
Simply tell us about the type of role you
are looking for, and we will send the
latest relevant jobs directly to your email
inbox. Not only does this mean that you
save the time you would have spent
searching for jobs, but you also get the
chance to be one of the first to apply.
You can have up to 8 active job alerts at
once. To create one, click “Job Alerts” on
the main navigation bar at the top of any
page and then fill out the required
information about your ideal role.
For example, if you wanted to receive
an email including the latest retail jobs
within 5 miles of Manchester every
Thursday, you would create the job
alert to the right.

To edit or delete your existing job alerts, click your name at
the top of any page on site and then click “Your jobs” from
the dropdown menu. Select Job Alerts and then delete the
alert you want to remove.

more effective.

Download the Fish4jobs
Mobile App
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We’ve gone mobile, making it easier than ever for
you to browse and apply for jobs while on the move.
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Save your searches and get notifications direct to
your phone when relevant jobs are posted.
Easily shortlist roles and apply for them later.
Upload your CV from iCloud, Dropbox or Google Drive
and apply for jobs directly from your iPhone.
For more information on our app and how it can enhance your
job search, check out this article.
Our app is currently available on the Apple app store. Click here to find out
more and download the app today.

The Fish4jobs Blog
Our career advice blog is packed full of useful information and
resources to help with your job hunt. We cover a variety
of topics including:

CV templates
& advice

Interview advice

Working from
home

Graduates

Career guides

We also have a range of specialist content for those working in sectors such as engineering,
sales, healthcare and more.
Check out the Fish4jobs blog today for the latest advice and tips for jobseekers

Give Us a Follow:

Stay up to date with the latest
jobs, career advice and more

Applying for Jobs
You’re all ready to start applying for roles on
Fish4jobs – so, how does that work exactly?
We have made the application process on
Fish4jobs as straightforward as possible, so
you have more time to spend crafting your
CV and preparing for interviews. Once you’ve
found a job you want to apply for, follow the
below steps and the recruiter or employer will
have your application in no time.

APPLY NOW

Your Details & CV
Scroll to the bottom of the job advert to
begin your application.
If you are signed into your account, your
full name and email address will already
be filled out. If you have uploaded a CV,
this will already be attached to your
application, but you can choose to use a
different one if you wish.

Your Cover Letter
Now you can include a cover letter with
your application. Either write your
covering message directly into the text
box or copy and paste it from another
document.
Remember, you do not have to include
a cover letter with all applications, but
we recommend doing so to give
yourself the best chance of landing an
interview.

Sign Up for Job Alerts & Our Newsletter
If you are not already signed up for job alerts or the Fish4jobs newsletter, you have the
option to subscribe before sending your application.
If you choose to subscribe, we will send you jobs similar to the one you’re applying for,
along with our weekly newsletter that includes the latest vacancies, job hunting tips and
more.
You’ll also have the option to get a free CV review from TopCV. We recommend taking
advantage of this free service if you haven’t already.
Application
You’re now ready to apply! Click the “Send Application” button, sit back, and wait for
the recruiter or employer to get in touch.

Troubleshooting: Easy Fixes
for Common Problems
In this section of the Fish4jobs Ultimate Jobseekers Guide,
we offer solutions for some of the most common problems
that jobseekers report while using our site.

Job Searching: “I’m getting irrelevant results when I search.”
Sometimes you may notice a few job adverts on your search results page that do not quite match
what you are looking for.
It’s worth double checking your keywords and other search parameters, but usually this doesn’t
happen through any fault of your own. Instead, it’s where job adverts have not been tagged correctly.
Please continue to scroll through the results and you should find appropriate job adverts.

Job Searching: “I’m not getting enough jobs in my search results.”
Are you only getting a handful of adverts returned for your job search? It might be that your search is
too specific and limiting the number of roles that appear.
To see more jobs, try to use a broader keyword or expand the location radius of your search.

Job Searching: “I can’t find jobs in the right location.”
Having trouble finding jobs in the right location? It might be that your search radius is too large. For
example, a search within 10 miles of Greater Manchester will turn up jobs that may not be relevant
when you want to walk to work from your Manchester city centre postcode.
Double check the location you’ve used and adjust it accordingly in order to discover more relevant jobs.

Off Site Applications: “How do I return to Fish4jobs?”
Some jobs on Fish4jobs require applications to be completed on another website. When you click
‘Apply’, the new website will open in a new tab - this means you can easily come back to Fish4jobs
and continue your job search once you’ve finished your application.
To return to Fish4jobs, don’t press the ‘back’ button - instead, click on the Fish4jobs tab you have
open. On a computer, this will be at the top of your internet window.

Off Site Applications: “Why do I have to give my email
when I click apply?”
When you click ‘Apply’ we might prompt you to set up a job alert based on the details of the job you’re
applying for. If you do not have an account and want to set up a job alert here, we will take your email
address to set up the alert.
In turn, this will begin the process of setting up an account with us. You will receive an email welcoming
you to Fish4jobs and will be auto enrolled onto our mailing list.
However, you do not have to give us your email address to proceed. Click “No thanks and continue to
apply” to carry on with your application.

Saved CV: “How do I stop recruiters from contacting me?”
Click on your name at the top of any page on Fish4jobs, and then click “Your profile” from the
drop-down menu. On your profile page, open the section titled “Who can view your profile?” and select
“No” - make sure to save your changes.

CV Review: “Is the CV review from TopCV actually free?”
We have partnered with professional CV writing service TopCV to bring you a CV review that is
completely free of charge. A professional CV writer will assess your CV and give you feedback on its
content and layout along with suggestions for improvement, giving you the best chance at landing an
interview.
You will not be asked for payment for your initial CV review, but if you want further assistance with
writing your CV, charges will apply. Find out more on our blog.

InYourArea: “What is InYourArea?”
Like Fish4jobs, InYourArea is part of Reach PLC. The site gathers trusted local news, information, and
expertise in one place, making it easy for local people to find everything they need to know about the
areas that matter to them.

To Interview & Beyond:Preparing for the Big Day
So, you’ve learned how to use Fish4jobs, created your profile, found some great sounding jobs and sent
off your carefully crafted applications – soon enough you will be hearing from employers or recruiters,
hopefully inviting you to attend an interview.
To help you prepare for the big day, we have a section of our blog dedicated to interview tips and
advice. Check it out to find out about:

Common interview questions and how to answer them.
Questions you should ask your interviewer.
What you should bring to your interview.
How to tackle a phone or video interview.
What to wear to your interview.
How to answer tough or unusual interview questions.
And much more!

Browse the latest interview advice, tips and guides today on Fish4jobs.

Contact Us
We want to make sure you have a good experience when using Fish4jobs. If
you want to get in touch for any reason, a member of our team will be happy to
hear from you via email on:

customerservices@fish4.co.uk

0344 406 0268

We would love to stay in touch - Follow us on social media:

Leave us a review on:

Jobboard Finder

Google Review

Apple App Store

