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Interview Skills and Job searching



INTRODUCTION

Galway Rural Development has produced this booklet as part of the SICAP
Programme. It provides tips and guidance on putting together your Curriculum Vitae
(CV) preparing for job interviews and job searching. This booklet is a guide only and

you may need to seek further information from other sources referred to in the
following pages.

For more information or guidance on any of the topics, please contact one of our
Development Officers at your local GRD office. We are here to support you.

The Social Inclusion and Community Activation Programme (SICAP) 2018 — 2022
provides funding to tackle poverty and social exclusion through local engagement
and partnerships between disadvantaged individuals, community organisations and
public sector agencies.

SICAP addresses high and persistent levels of deprivation through targeted and
innovative, locally-led approaches. It targets and supports those who are
disadvantaged in Irish society and less likely to use mainstream services and assists
both individuals and groups.

Galway Rural Development cannot be held responsible for any inaccuracies within.
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Tips and Guidance: CV Dos and Don’ts

The order of your CV can vary, but leading expert Sinead English says: “Lead with your best cards,
get to the good stuff first.” Put the most relevant information at the beginning of your CV; don’t
wait until the end of page two to highlight your relevant key skills and competencies.

(Sinead English, CV & Interview 101)

Remember:
e A CVis what differentiates you from others.
e A CVis an opportunity to sell yourself to the employer.

e It's your future! Put the appropriate time and effort into preparing and updating your CV.

General Guidance

Do

e Keepitsimple.

e Write it once and then rewrite it: a first draft will help you refine your CV.

e Make it clearly presentable and easy to read.

e Keep it relevant. It should be about 2 pages if possible.

e Proofreading is important! Check it and check it again. If you can, ask someone
else to proofread it as well.

e Remember to mention key skills that are relevant to job description.

Don’t

e Don’t use photos, colour paper, or fancy fonts.
e Don’t go over two pages unless you are in a medical or academic profession.

e Don't lie. You have to expand on your CV in an interview and you may get caught.



Personal Information and Profile/Summary

Do

e Make sure it's relevant to the job description. Keep it short and to the point,
highlighting key skills required. Much like a cover letter, it’s the first part of CV that
an employer reads, so highlight how you can add value to employer.

e Use bullet points.

e You can change your profile summary to suit different jobs as you apply for them.

Don’t

e Don’tinclude personal details. Dates of birth and children's details aren't needed.

Key Skills and Expertise

Do

e List the key skills outlined in the job description. Make sure to use the same key
words; your CV could be scanned by a computer system looking for specific terms.

e This section can appear either at the start or the end of the CV.

Education and Training

Do

e Write this section in reverse-chronological order. This means you start with your
most recent course and work backwards. Keep it relevant.

e Use bullet points.

e Keep it positive. Highlight achievements in your education, and note any current

professional development.

Don’t

e Don’t omit dates. Detail the months and years you were in education and training.




Work, Career, or Professional Experience

Do

e Your Employment History section should be in reverse-chronological order. Start
with your most recent job and work backwards.

e Use bullet points. Keep your sentences short and do not write long paragraphs.

e Be positive. Highlight employment achievements. Name figures, organisations, and
target groups you have worked with to show evidence of your success.

e Highlight skills relevant to the job description and back them up with an example.

e Keep your employment history up to date.

e Give detail on your previous employer and link to their website.

Don’t

e Don't use abbreviations and initials. Use company names when possible.

e Do not include your current salary or expected salary.

e Don'’t leave any gaps in your career. If you do have big gaps in your employment
history, read the section "Tips and Guidance: Filling Gaps in Your CV."

e Don’t omit dates. Detail what months and years you were in employment.

Interests and Achievements

Do

e Make some of your hobbies and interests relevant to job description. Show how
even in your personal time you are keeping your skills active.

e This is another opportunity to promote your skills to employer, and it will help
them remember you!

Don’t

e Don’t exaggerate the truth to sound impressive. If you say you are, for example, a
champion rower and you’re not, this may be brought up in the interview. You

never know what your potential employer's interests are!



References

Do

e Say you have excellent references available on request.

Don’t

e But don't list references unless specifically asked.




Tips for Constructing a Good Personal Profile
Summary or Statement

“Think of the summary as a snap shot of your skills, accomplishments, and knowledge”

(careereducation.columbia.edu).

A Summary profile/ statement is a professional introduction that you add to the top of your
CV to highlight your skills and experiences. The summary can help employers quickly learn

whether you have the skills and background they require (indeed.com/career-advice).

By following this easy step by step method you can construct a comprehensive Personal
Profile in a systematic manner that showcases your relevant skills, competencies, and
valuable experiences, and matches the job description. State:

e Whoyou are,

e The skills you offer,

e The value you can add to the employer.

You can amend this summary easily when applying for different jobs. Furthermore, you

won’t forget the important stuff!!

Example:

e Who you are:"An experienced secretary, keen to return to an office administrator
role following a short career break to raise a family."

e Skills you offer:"Combines extensive industry expertise with recent completion of a
course in Payroll and Accounts."

e Value you can add: "Previously delivered significant cost reductions by renegotiating
office supplier contracts and minimising wastage. Now aiming to deliver similar
results in a challenging new role."

(CV and Interview Workshop presentation and Pack, GRD)


https://www.careereducation.columbia.edu/
https://www.indeed.com/career-advice/

Profile Summary Writing Tips

Mention how many years’ experience you have, its relevance to the job and the
number of years you have worked in the area.
Profile Summaries are usually four sentences long and no more than six.
If you use bullet points in the summary, use a maximum of 3 to 4 bullet points. A
bullet point should be no more than 2 lines (English, 2019).
Summarise your relevance to the role. You must keep the summary relevant to the
job you are applying for.
Back up statements with supporting evidence. This will show an employer what you
can do for them and the benefit of employing you.
Depending on where you are in your career, put your strongest cards first .Leading
expert Sinead English highlights this by using the following examples:
o If you are newly qualified in your field mention your education, work
experience, and the skills you demonstrated.
o If you have changed careers mention how you have reskilled in this area and
the training and education you have obtained.
o If you have years of experience mention the key words/skills relevant to the
job description, and show you have them with examples.

n.n

Avoid CV clichés. These include phrases like "works well independently", "a great

team player", "a hard worker", "a fast learner", "strong attention to detail", and so

on.

Remember, you want to tell them:

Who you are,
The skills you offer,

The value you can add to the employer.



Tips and Guidance: Filling in Gaps on Your CV

Why is it important to fill in gaps on your CV?
e It shows and highlights how you used or are currently using your skills and
competencies.
e |t describes how you kept busy by highlighting what you were doing and how you
used or are currently using your skills and learning new ones!
e If you leave a gap in your CV the employer may question or even make assumptions
about what you were doing during this time: so explain! Tell them what you were

doing and what skills you obtained.

How can you fill these gaps?
Gaps can be filled with unpaid work as well as with paid work. Here are some examples of
how you can eliminate gaps in your CV:

e Casual Labour such as helping family and friends.

Casual Labour

Including casual labour shows the employer you're actively using your skills.

Do

e You can mention working on the family farm, and time spent actively supporting
the family business.
e |f you are a carpenter, electrician, IT technician, or a similar trade profession,
highlight how you used your skills during this gap.
e Any other business support. If you were self-employed for a period of time explain
what you did.
e Support work such as caring for a family member.
e Volunteering.
e Training and upskilling.
e Job searching and networking.

e Travelling.



Support and Caring Work

Support and caring work shows the employer you have strong multitasking skills.

Do

e |f you took a career break to care for family or to be a parent mention the years
you took this time.

e If you're applying for a carer position and have cared for a family member you can
talk about the tasks you performed as long as they're relevant to the role.

e |f you were doing or had previously done a similar job before, say that you have

actively enhanced your skills and knowledge during this time.

Don’t

e Don'’t give too many details explaining or justifying the amount of work you did as

a parent or carer if it’s not relevant.

Volunteering

Like casual labour, volunteering shows the employer you're actively using your skills.

Do

e Include any unpaid work. This is work experience as well so include it in your CV.

o Name relevant skills that you maintained or enhanced. Back all skills up with an
example. This can also be included in the work experience section.

e Mention internships and work placements completed.

e Name practical experience to highlight key skills: e.g. Leadership and
Organisational skills: setting up a local committee to organise the establishment of

a Men’s Shed in my area.

Don’t

e Don't be vague. Nameless figures and undefined success makes your skills sound

unconvincing to the employer.
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Training and Upskilling

This shows the employer that you are committed to further upskilling and training.It
shows an aptitude for online training as you have expanded your knowledge through

virtual training and improved your technological skills.

Do

e Include this in the Education Section of your CV as well.

e Include Online Training and all courses during this gap - both short and long.

e Mention if you have participated in online webinars to further advance your
knowledge on a particular topic. Name the webinars if they are relevant.

e Mention any research projects undertaken.

e Mention time spent studying abroad.

e You can avail of the free online courses available through GRD and other online

training institutions during this time. Contact GRD for more info.

Don’t

e Don't use months If it’s a big gap. Use years instead.

Travelling

Travelling can highlight key skills like planning, organising, and researching.It shows the

employer that you are determined, eager to complete tasks, and work well in a team.

Do

e Highlight what you did when travelling and mention how, during this amazing
experience, you maintained your key skills and learned new ones.

e [f you volunteered while travelling, mention how you used particular skills to
support the charity or organisation you were working with.

e Make sure all skills mentioned are relevant to job you are applying for!

Don’t

e Don’t add details of the route you took or any other irrelevant information.

11



Job Searching and Networking

Networking displays an interest in enhancing your social connections and knowledge

within your profession.

Do

e If this comprises a small gap in your work history, you can simply say you were
searching for employment.

e You could describe this time as a period of training and upskilling instead.

e You can also say that you were networking with potential employers or

professionals via LinkedIn, networking events, and webinars.

Don’t

e Don't describe this period as job searching or networking if the gap is large. Your

employer may wonder why you couldn’t get a job.

Remember: When you name a skill, back it up with an example!
This will make your story more interesting and more convincing for the employer!

Make sure the skill you are naming is relevant to the job description outlined by employer.

12



Tips and Guidance: Cover Letters

Cover letters explain why you want the job and what makes you the right person for it.

Paragraphs

Tips

Opening Paragraph

1. Say which position you are applying
for and where you saw the position

advertised.

Mention the company's name
throughout - you want to join their
team after all!

Remember to watch your spelling.

Middle Paragraphs: 2 or 3 and short

2. Say why you are applying for the
position and what you know about
the company.

3. Highlight key skills that are relevant
to the position and would add value

to the employer or company.

Knowledge about the company
shows you have researched them
and are interested in joining them.
Summarise your work experience
and its relevance to the role.
Education and training can be

included here if it's relevant.

Closing Paragraph

4. Emphasise your availability for
interview. Say you would welcome
the opportunity to further discuss
how you can benefit the company.
Thank them for their time and say
that you look forward to hearing

from them.

Think of it from the employer’s point
of view: how can you contribute to
their company?

End on a strong and positive note.

13



Preparing for Job Interview Questions
Using the STAR Approach

By using this step by step method, you will be able to highlight your skills and answer each question

in a systematic manner, without forgetting the important stuff!

S: Situation
Describe a situation or problem you were faced with. Keep your examples recent and

relevant to the question,

T: Task

What task did you have to complete in this situation?

A: Action
What action did you take to complete this task and why did you act in that way? What

challenges did you face?

R: Results

What was the result?

Remember:
e Connect how this skill is of value to your potential employer.
e When answering, remember that the interviewer wants to know what you as an

e individual delivered and achieved. Avoid over-using "we” examples.

14



Tips and Guidance: The 5 steps of an Interview

1. Opening statement/Introduction

"Tell me about yourself. Tell me about your CV. What do you know about the company?"

The "tell me about yourself or your CV" question is also known as the CV Screen.

This means you need to highlight how you meet the list of requirements on the job
description (English, 2019).

Emphasise the skills you have that they need. Show them you can do the job.

Use the information you have prepared in your cover letter and profile summary to highlight
the key skills, work experience, and education relevant to the position.

You need to tell them about as many achievements as you can in the smallest amount of
time possible. Remember: you are giving them a short summary.

They don’t want to know about your personal life, family or hobbies.

Leading Expert Sinead English highlights the following steps:

Work Experience: Start with your current role and work backwards. Mention how each is
relevant to the job you are interviewing for

Skills: Mention the relevant skills and competencies.

Education: Summarise your qualifications and explain how they’re relevant.

Finish on a strong note: Make it about what you can do for them.

You need to show that you are interested in the job and enthusiastic about joining their
team. Show them that you have thought about why you want to work here.

There are 5 areas you need to research: competitors, where the company makes their
money, recent company developments, key challenges the company faces, and the
employees.

(English, 2019).
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2. CBQ

Competency Based Questions or Behavioural Interviewing

This is makes up the bulk of the interview. It’s the main part where you highlight your
relevant key skills, work experience, and education.

Tell them your skills such as whether you’re a team worker, diligent, or work on own
initiative. You must have examples to back these up.

Remember to use STAR - Situations, Tasks, Actions, Result! Refer to the STAR section for a
refresher on how to use it!

Connect how each skill is of value to your potential employer.

When answering, remember that the interviewer wants to know what you as an individual
delivered and achieved so avoid over-using examples of ‘we”.

Expect Case Study Questions such as “what would you do in this scenario.” Again, use the
STAR method for these.

When the interviewer asks how you handle conflict, teamwork, or leadership, they want
specific examples of experience so they can measure how you might handle a similar
situation within their organisation (Indeed.com).

Remember nameless figures and undefined success can make answers unconvincing.
Quantify your success: mention the number of people benefitting, names of people
involved. Quantify clients and contacts. This makes story more interesting and will help the
employer gauge your success.

As there are many questions, don’t spend too long answering. Keep your answers concise

using the Star Method.

3. Strengths and Weaknesses

Strengths:

Highlight your strengths with other people’s perspectives. For example: “feedback from
previous employers/family/friends is that | am trustworthy and | have good interpersonal
skills.” Remember to give an example that illustrates this.

Link your strengths to the job description. Showcase their relevance.

Always back your skill up with an example. You are being confident not cocky or arrogant.

Focus on quality, not quantity

16



Select three to five of your individual strengths to focus on and prepare answers for the
interview. Consider the skills required in your industry and identify personal strengths that
complement them (Indeed.com).

Identify stories you can share to demonstrate previous experiences. Start by directly

answering the question, then follow that up with a personal statement.

Weaknesses:

Name an area that you needed to upskill in and state that you did a training course to
enhance your skills and knowledge. This shows you’re willing to learn and to expand your
skills. You are therefore turning a weakness into a potential strength!

Now is not the time to be modest; it’s time to highlight your best skills and competencies so

don’t name a weakness without showing how have made improvements.

4. Any Questions?

"In a year’s time where do you think this role will be? When will | hear back from you?"

Ask a question that shows you are interested in the company and joining the team, and how
you will fit in with the structure of the team.

Mention a company achievement that was in the media such as a news article about
funding or expansion and how this will impact the company or your position (English 2019).
Don’t ask a question that makes you sound difficult

Questions about things like flexible working hours can wait until you get the job!

If don’t have any questions, don’t just say no. Be polite. Say that you have done a lot of

research and you don’t have any questions at this stage (English 2019).

5. Closing Statement:

Finish on a positive note so the overall impression is strong and shows your determination
to get the role. Even in the last minute of the Interview show how you have the skills to do
the job successfully.

Thank them for the opportunity to meet. Say that you look forward to hearing from them.

17



e You don’t have much time here so make your closing statement short and strong.

Top Tips:

The best interviewees are those that pause and think before answering. Remember,
you don’t lose marks for pausing. You can then execute a solid answer that is backed up
with examples highlighting key skills and competencies relevant to the job description.
Remember the STAR Method. A good story with specific, varied examples of your skills
and competencies will prepare you to answer any form of job interview question, will
leave a lasting impression, and is the best way to market your skills and competencies

(CV and Interview Workshop presentation and Pack, GRD).

18



Tips and Guidance: Phone and Video Interviews

Remote job interviews are likely to be the new normal during the Covid-19 Crisis. Preparation for all
of these is exactly the same as an in-person interview. This guide contains preparation tips for the 3
most likely scenarios of a remote job interview:

1. Phone Interview

2. Video Call/Conference Interview

3. Video Interview

Phone Interview

These are usually used as a screening step before the invitation to the next stage.

Do

e Dress the part! You perform better in the interview and feel more focused.

e Go somewhere where you can concentrate, preferably against a blank wall.

e Test and check your headset. Ring someone to make sure your equipment works.

e Check your phone signal, battery, and credit beforehand.

e Put a voicemail message on phone, just in case you get cut off in the middle of the
interview. The interviewer knows it’s you, and it makes you sound professional.

e |t's best to stay in one position, preferably sitting down.

e The interviewer can tell if you're distracted. Turn off your phone notifications to
avoid pinging noises.

e Have an index card on hand with your key competencies listed and glance through

when necessary.

Don’t

e Don’t use hands-free. It can make you sound like you're shouting.
e Don’t stand up; you may be inclined to move around and affect the signal.
e Don't rattle through sheets of paper.

e Don’t have your laptop open.

Video Call or Conference Interview

19



Similar to a phone call, these involve you meeting the interviewer on a platform such as

Skype, Zoom, Google Hangout, WebEx, GoToMeeting, Facetime, Whatsapp, etc.

Do

¢ Install or download the application for the web call beforehand and test it out.

e Make sure you activate your camera and sound/mic.

e Make sure you check your surroundings. Don’t let the interviewer be distracted by
something behind you!

e Audit the background behind you and tidy up!

e Get the lighting right. Different lighting affects the picture; natural light fades
images and light overhead creates shadow.

e Skype has a blur my background option. Click on the option, sharpen your face,
and blur everything else out.

e Be somewhere that you can focus.

e Disable notifications and alerts.

e Look at camera not the screen to maintain eye contact with the interviewer.

e Remember —the interviewer can see you on the screen!

e Put the post-it notes with key words beside the camera.

Don’t

e Don’t download app and on the day of the interview! You won’t have time and it
looks unprofessional to be late for a video call as you weren’t properly prepared!

e Don’t have alerts pinging.

e Do not allow members of your family to come in. Make sure you are alone and
have privacy for the interview.

e Don't look down at your notes because the employer can see your screen!



Video Interview
These usually include a link sent by the employer, which you can click on to begin a
recorded interview. You normally have a few days to complete the interview.Your

answers are recorded and sent directly to the employer for review.There is also the

possibility that your recorded answers may be analysed by Artificial Intelligence.

Do

e There is often a time limit of 1 - 3 minutes to complete the answers. Be aware of
the time and keep your answers concise.

e You are talking to the camera so remember to be enthusiastic and energized even
though you are talking to the wall.

e Imagine the Green Light dot is someone, so get your individual personality across!

e All of the companies provide you with practice videos. Use these videos to check
the lighting and your background.

e Remember the key competencies and key skills required as per the job

description.

Don’t

e Don'’t have alerts pinging.
e Do not allow members of your family to come in. Make sure you are alone and
have privacy for the interview.

e Don't look down at your notes because the employer can see your screen!




Job Searching: Where Do | Start?

“No matter how your job search has begun, an important first step is considering what you really

want to do at work. You may want to progress in the same career, change career paths, or not be

sure of the course you’re on. In any of these cases, you'll need to get specific about the job you’re

looking for next: both to decide where to focus your search and so you can confidently answer

interview questions about why you’re attracted to a particular role.” (indeed.com)

Where to Look When Job Searching

GRD Jobs Bulletin

The GRD Jobs Bulletin is a weekly publication containing jobs from different on-line and
printed job adverts. It covers Galway County and some bordering counties.

GRD has information on how to apply for jobs on different job sites.

You can read the Jobs Bulletin on our website at on your computer or smartphone.
You can also get the Jobs Bulletin sent to your email each week. Please contact us to sign up.
The bulletin also includes vacancies from different schemes such as Community

Employment, Tus and Rural Social Scheme.

Job Searching Websites Relevant to Your Career

Start your search by creating an account with a website or app that is relevant to your job
sector.

Consider your individual or family needs, and filter the jobs on the site to suit your criteria.
Filters can include full time, contractual, seasonal, part time, and voluntary work. For
example, you could filter out all jobs except permanent positions on www. part-time.ie.
You can also use filters to refine your search.

You can save jobs that you want to apply to. Once you’ve applied, you’ll be able to track
your status from the same page.

You can set up job alerts as you explore jobs to make sure you are first to see new job

postings. Job alerts are regular email updates about new jobs that fit the criteria you're
interested in. You can create multiple job alerts to be sent to you either daily or weekly.
Some job searching companies have LinkedIn profiles also to promote services and jobs.

A comprehensive list of these sites can be seen below.
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Recruitment Agencies

Some jobs can only be applied to through particular recruitment agencies who filter ideal
candidates for the organisation to review.

Some recruitment and HR Services also have LinkedIn profiles also to promote services and
jobs.

A comprehensive list of these agencies can be seen below.

Networking to get work

Ask family, friends, and neighbours about work.

Ask old work colleagues about work: “Reach out to people you know who work at the
companies on your target list” (Indeed.com).

Volunteer.

Use social media such as Facebook, LinkedIn, and Twitter to network with companies and

employers.

LinkedIn

You can use LinkedIn to connect with other people in similar professions and organisations.
Companies are using LinkedIn regularly to promote upcoming positions and training.
You may be headhunted by an organisation or recruitment agency if your skills match a new
vacancy. Organisations and agencies search LinkedIn to find ideal candidates and may
message you inviting you to apply, so check your notifications!
Before you begin your job search, review your social media profiles and check your privacy
settings. Potential employers may look at these pages(indeed.com).
Leading expert Sinéad English highlights that LinkedIn only works well when:
o “You are 100 % sure that your profile is excellent.”
o You are applying for a role that closely matches your past work experience.
English states “it’s all about the keywords and ensuring the skills you have listed
on your profile match what the job advert is looking for. Most profiles are
incomplete and this doesn’t look good for the employer.”
o Most employers will give you the option to attach a CV. Ensure you do this to

maximise your chances.
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(English, 2019)

Research Companies That Capture Your Interest

Glassdoor.ie lets you search companies and see how employees rate them. You can search
millions of jobs and get the inside scoop on companies with employee reviews, and
personalised salary tools.

Indeed.com recommends that you “create a target list of employers you’d like to work
with.”

Visit company career pages and their Indeed company page (if they have one)to get
information like reviews, videos, and current job openings. You can choose to “follow”
employers on Indeed company pages to get email updates when they post new jobs.

Visit company social media pages to learn more about the day-to-day activities of their
business

Use a search engine to search for recent news articles about the company so you’re “up-to-

date on the latest developments”(indeed.com).
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Useful Job Searching Websites

Website Sector

Indeed.com

www.jobsireland.ie

www.jobalert.ie,

www.irishjobs.ie

www.recruitmentplus.ie

www.recruitireland.com

www.careerjet.ie

www.jobbio.com

www.countyjobs.ie

WWwWWw.monster.ie

www.part-time.ie

Variety of jobs nationwide

Part-time jobs nationwide

www.facebook.com/Galwayjobconne

ctor/www.facebook.com/GalwayStaf

fWanted

www.classifieds.advertiser.ie/jobs

Local job listings

The Galway Advertiser also features Athlone and

Mayo

www.publicjobs.ie

www.localgovernmentjobs.ie

Public Sector
Government and council jobs (site under

construction)

www.constructionjobs.ie

Construction

www.techlifeireland.com

www.computerjobs.ie

IT Jobs

www.activelink.ie

Community and Voluntary Sector Jobs

www.huigalway.ie/career-

development-centre/ca reersconnect/

Student and Graduate jobs

Funding opportunities also advertised

www.jobsguideireland.com

Guide on different jobs by area and other

information
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OEVEL OpMENS

Forhairt Tuaithe na Gaillimhe

Leideanna agus
Combhairle maidir le

Fostaiocht a Lorg

Treoir agus Comhairle maidir le CV a ullmhu,
Scileanna d’Agallamh le haghaidh Poist
agus Post a Chuardach




REAMHRA

T4 an leabhran seo a eisitint ag Forbairt Tuaithe na Gaillimhe mar chuid den Chlar
SICAP. Tugtar leideanna agus treoir ann maidir le do Curriculum Vitae (CV) a chur i
dtoll a chéile, ullmhu d’agallaimh le haghaidh poist agus post a chuardach. Nil sa
leabhran seo ach treoir agus seans go mbeidh ort tuilleadh eolais a lorg 6 na foinsi a
thugtar ar na leathanaigh seo a leanas.

Chun tuilleadh eolais n6 treorach a fhail ar cheann ar bith de na topaici, téigh i
dteagmhail le duine dar nOifigeach Forbartha i d’oifig aititil de chuid Forbairt Tuaithe
na Gaillimhe. Is chun tacu leat ataimid anseo.

Ni féidir le Forbairt Tuaithe na Gaillimhe a bheith freagrach as aon mhichruinneas sa
treoir nd sa chomhairle seo.

Cuireannan an Clar um Chuimsiu Saéisialta agus Gniomhachtidchan Pobail (SICAP)
2018 — 2023 maoiniu ar fail chun dul | ngleic le bochtaineacht agus eiseamh sdisialta
tri rannphairtiocht aitidil agus comphairtiochtai didr daoine, eagraiochtai agus
gniomhaireachtai san earnail phoibli ata faoi mhibhuntaiste.

Tugann SICAP aghaidh ar leihéil arda agus dianseasmhacha bochtaineanchta tri chuir
chuige dhieithe, nualacha agus ata a dtreoru go haitidil. Dirionn SICAP agus ar
dhaoine ata faoi mhibhuntdiste | bpobal na hEireann agus daoine nach décha go
nusaideadh siad gnathsheirbhisi agus tugann siad cinamh do dhaoine aonair agus
grupai.

Ni féidrt le Forbairt Tuaithe na Gaillimhe a bheith freagrach as aon mhichruinneas sa
treoit na sa chomhairle seo.

Combairle Chont:

& 4%
. . o o 32
Rialtas na hEireann ai
Government of Ireland L c D C
Gaillimhe )
uncil o . "

2. | Euopan st and PP R oPEAN UNION s
I“m nent 'l" ramme x ¥, Y
014200 * * Investing in your future
Co-funded by the Irish Government X X
and the European Union 8 oL European Social Fund Galway Cou

Rialtas na hEireann a mhaoinionn An Cldr um Chuimsit Séisialta agus Gniomhachtu Pobail (SICAP) 2018-2023 tri bhithin na Roinne
Forbartha Tuaithe agus Pobail, agus Ciste Sdisialta na hEorpa a chéimhaoinionn é faoin gCldr d’Infhostaitheacht, Uilechuimsitheacht

agus Foghlaim (PEIL) 2014-2020.
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Leideanna agus Treoir: Cad ba cdir agus nar chdéir a

Dhéanamh ar do CV

Is féidir ord éagsuil a chur ar do CV, ach deir an saineolai Sinead English: “Tosaigh amach leis an
gcuid is laidre, cuir an t-abhar is fearr ag an tus.” Cuir an fhaisnéis is abhartha ar bharr do CV; na
fag do phriomhscileanna agus inniulachtai go dti deireadh an dara leathanaigh.

(Sinead English, CV & Interview 101)

Cuimhnigh:
e Isé do CV dhéanann idirdheald idir tusa agus daoine eile.
e |sdeis é do CV chun dul i bhfeidhm ar an bhfostai.
e Is édothodhchai é! Is fit am agus iarracht a chaitheamh ar do CV a ullmhu agus a

nuashonrdu.

Treoir Ghinearalta

Déan

e Coinnigh simpli é.

e Scriobh uair amhain é agus ansin déan é a athscriobh: cabhrdéidh an chéad dréacht
leat do CV a bheachtu.

e Biodh an cur i lathair soiléir agus éasca le Iéamh.

e Coinnigh dbhartha é. Ba cheart dé a bheith thart ar 2 leathanach, mas féidir.

e Ta sé tdbhachtach é a phrofail! Seicedil é agus seiceail aris é. larr ar dhuine éigin
eile é a phrofail freisin, mas féidir.

e Cuimhnigh priomhscileanna a bhaineann leis an gcur sios ar an bpost a lua.

Na déan

e N3 bain usdid as grianghraif, pdipéar daite na cléfhoirne casta.
e Na téigh thar dha leathanach ach amhain mas i ngairm mhiochaine né acaduil ata

ta.
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e Na hinis bréaga. Beidh ort labhairt faoina bhfuil ar do CV in agallamh agus seans go

mbéarfar ort.

Faisnéis Phearsanta agus Praéifil/Achoimre

Déan

e Bicinnte go bhfuil si dbhartha don chur sios ar an bpost. Coinnigh gearr agus cui i
agus tarraing aird ar na priomhscileanna ata ag teastail. Mar is amhlaidh le litir
chumhdaigh, is é an chéad chuid de CV a Iéann fostéir, mar sin, tarraing aird ar an
tsli a bhféadfaidh tu luach a sholathar don fhostoir.

e Bain Usaid as pointi le hurchair.

e Féadfaidh tu an achoimre ar do phréifil a athru le bheith oiriinach do phoist

éagsula de réir mar a ndéanann tu iarratas orthu.

Na Déan

e NAa cuir mionsonrai pearsanta san aireamh. Ni ga datai breithe agus mionsonrai

faoi leanai a chur san direamh.

Priomhscileanna agus Saineolas

Déan

e Liostaigh na priomhscileanna a thugtar sa chur sios ar an bpost. Bi cinnte na
priomhfhocail chéanna a Usaid; seans go ndéanfar do CV scanadh ag céras
riomhaireacht chun téarmai sonracha a lorg.

e |[s féidir an chuid seo a chur ag tus no6 ag deireadh an CV.

Oideachas agus Oilitint

Déan

e Scriobh an chuid seo in ord croineolaioch droim ar ais. Ciallaionn sin go dtosaionn
tu leis an gcursa is déanai a rinne tu agus go dtéann tu siar. Coinnigh abhartha é.

e Bain Usaid as pointi le hurchair.
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Coinnigh dearfach é. Tarraing aird ar éachtai i d’oideachas agus luaigh aon

fhorbairt ghairmiuil ata ar siul agat faoi lathair.

Na Déan

Na fag datai ar [ar. Tabhair mionsonrai faoi na mionna agus na blianta a bhi tu ag

tabhairt faoi oideachas agus oilitint.

Obair, Gairm Bheatha, no Taithi Ghairmitil

Déan

Is ceart do Stair Fostaiochta a chur in ord croineolaioch droim ar ais. Tosaigh leis an
bpost is déanai a bhi agat agus téigh siar uaidh sin.

Bain usdid as pointi le hurchair. Coinnigh abairti gearr agus na scriobh ailt fhada.
Bi dearfach. Tarraing aird ar éachtai fostaiochta. Tabhair ainmneacha daoine,
eagraiochtai agus spriocghrupai ar oibrigh tu leo chun fianaise ar a bhfuil bainte
amach agat a thaispedint.

Tarraing aird ar scileanna a bhaineann leis an cur sios ar an bpost agus tabhair
sampla mar fhianaise orthu.

Coinnigh do stair fostaiochta cothrom le data.

Tabhair mionsonrai faoi fhostéiri roimhe seo, chomh maith le nasc chuig a
l[dithrean gréasain.

Na Déan

Na bain Usaid as giorrdchain na inisealacha. Bain Usaid as ainmneacha cuideachtai
nuair is féidir.

Na cuir do thuarastal reatha na an tuarastal ata uait san direamh.

Na fag bearnai i do ghairm bheatha. Ma ta bearnai méra i do stair fostaiochta,
léigh an chuid "Leideanna agus Treoir: Bearnai i do CV a Lionadh."

Na fag datai ar lar. Tabhair mionsonrai faoi na mionna agus na blianta a bhi tu

fostaithe.
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Diol Spéise agus Eachtai

Déan

Déan roinnt de do chaithimh aimsire abhartha don chur sios ar an bpost. Léirigh go
bhfuil do scileanna a gcoinneail gniomhach agat i do chuid ama féin.

Is deis eile é seo chun do scileanna a chur chun cinn don fhostdir agus cabhrdidh sé
leo cuimhneamh ort!

Na Déan

Na déan dibhéil chun dul i bhfeidhm ar an bhfostéir. Mar shampla, da ndéarfa gur
curadh san iomramh tu nuair nach ea, d’fhéadfai sin a tharraingt anuas san
agallamh. Nil a fhios agat cé na caithimh aimsire a bheadh ag d’fhostoir

ionchasach!

Tagairti

Déan

Abair go mbeidh tagairti déan scoth ar fail don fhostéir ach iad a iarraidh.

Na Déan

Ach na tabhair liosta de na tagairti ach amhain go n-iarrtar sin go sonrach.
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Leideanna chun Achoimre Mhaith né Raiteas Maith
ar do Phroifil Phearsanta a Scriobh

“Smaoinigh ar an achoimre mar léargas ar do scileanna, éachtai agus eolas”

(careereducation.columbia.edu).

Is cur i lathair gairmiuil é achoimre/raiteas ar do phroifil a chuireann ta ar bharr do CV chun
aird a tharraingt ar do scileanna agus taithi. Féadfaidh an achoimre cabhru le fostairi a fhail
amach go tapa cibé an bhfuil na scileanna agus an culra a theastaionn uathu agat.

(indeed.com/career-advice).

Ach cloi leis an modh éasca céim-ar-chéim seo a leanas, féadfaidh tu Praéifil Phearsanta
chuimsitheach a chur i dtoll a chéile ar bhealach cérasach a léirionn do scileanna agus
innidlachtai dbhartha agus an taithi luachmhar atd agat, agus ata i gcomhréir leis an gcur
sios ar an bpost. Luaigh:

e (Cé tuféin,

¢ Na scileanna arna dtairiscint agat,

e An luach is féidir leat a sholathar don fhostéir.
Féadfaidh tu an achoimre seo a leasu go héasca agus tu ag déanambh iarratais ar phoist

éagsula. Anuas air sin, ni dhéanfaidh tu dearmad ar an abhar tabhachtach!!

Sampla:

e Cé tu féin: "Runai le taithi ata ag iarraidh filleadh ar rél mar riarthéir oifige i ndiaidh
shos gairme gairid chun clann a thogail."

¢ Na scileanna arna dtairiscint agat: "Saineolas fairsing ar an tionscal agus cursa i
bParolla agus Cuntais tugtha chun criche le déanai."

e An luach is féidir leat a sholathar: "Laghduithe mdra ar chostais bainte amach
roimhe seo tri bhithin ath-idirbheartaiocht a dhéanamh ar chonarthai solathréra
oifige agus cur amu a ioslaghdu. Ag féachaint le torthai comhchosula a bhaint amach
i rol dushlanach nua."

(Paca agus Cur i Lathair Cheardlann maidir le CV agus Agallamh, Forbairt Tuaithe na

Gaillimhe)
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Leideanna chun Achoimre ar Phrdifil a Scriobh

Luaigh an méid blianta taithi ata agat, abharthacht do thaithi don phost agus an

méid blianta ar oibrigh tu sa réimse.

Bionn Achoimre ar Phroifil ceithre abairt ar fhad, de ghnath, agus ni théann si thar sé

abairt.

Ma bhaineann tu Usaid as pointi le hurchair san achoimre, nd téigh thar tri né ceithre

cinn. Ni ceart nios mé nda dha line a bheith i bpointe le hurchar (English, 2019).

Tabhair achoimre ar a dbhartha ata tu don rél. Ni mér an achoimre a choinneail

abhartha don phost a bhfuil ti ag déanamh iarratais ina leith.

Cuir fianaise tacaiochta le rditis. Léireoidh sin don fhostoir an méid is féidir leat a

dhéanamh dé agus an tairbhe a bhainfeadh le tusa a fhostu.

Ag brath ar an ait a bhfuil td i do ghairm, cuir an chuid is ldidre ag an tus. Léirionn an

saineolai Sinead English é sin leis na samplai seo a leanas:

o Mads nuachailithe i do réimse atd tu, luaigh do chuid oideachais, taithi oibre agus
na scileanna a léirigh tu.

o Ma d’athraigh tu gairm bheatha, luaigh an tsli ar ghnéthaigh tu scileanna sa
réimse nua, chomh maith leis an oilidint agus oideachas a fuair tu.

o Ma ta blianta taithi agat, luaigh na priomhfhocail/scileanna ata abhartha don
chur sios ar an bpost, agus léirigh iad a bheith agat ach samplai a thabhairt.

Seachain clichés ar do CV. Airitear orthu sin nathanna amhail "oibrionn go maith as a

nmn nn

stuaim féin", "oibrionn go maith mar chuid d’fhoireann", "oibrionn go crua”,

nmnn

"foghlaimionn go tapa", "an-phointeailte", agus mar sin de.

Cuimhnigh, is éard is mian leat a chur in iul:

Cé tu féin,
Na scileanna arna dtairiscint agat,

An luach is féidir leat a sholathar don fhostair.
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Leideanna agus Treoir: Bearnai i do CV a Lionadh

Cén fath go bhfuil sé tabhachtach bearnai i do CV a lionadh?

e Léirionn sé agus tarraingionn sé aird ar an tsli ar Usdid tu do scileanna agus
innidlachtai, né mar ata siad & n-usdid agat faoi lathair.

e Déanann sé cur sios ar an tsli ar choinnigh tu gnéthach ach Iéargas a thabhairt ar a
raibh ar sill agat agus an tsli a raibh/a bhfuil do scileanna 4 n-Usaid agat, agus cinn
nua a bhfoghlaim agat!

e Ma fhagann tu bearnaii do CV, d’fhéadfadh fostéiri tu a cheistiu faoina raibh ar siul
agat an t-am sin, n6 teacht ar a dtoimhdi féin: mar sin, tabhair miniu! Inis déibh
céard a bhi ar siul agat agus na scileanna a ghnéthaigh tu.

Cén tsli a bhféadfaidh tu na bearnai sin a lionadh?
Is féidir bearnai a lionadh le hobair gan phd chomh maith le hobair le pa. Seo roinnt samplai
faoin tsli a bhféadfaidh tu bearnaii do CV a lionadh:

e Obair 6caideach amhail cabhru le do theaghlach agus do chairde.

Obair Ocaideach

Ach obair 6caideach a lua, léiritear don fhostoir go bhfuil do scileanna a n-usaid go

gniomhach agat.

Déan

e Féadfaidh tu obair ar fheirm an teaghlaigh agus am a chaith tu ag tacu go gniomhach
le gné an teaghlaigh a lua.

e Mas silinéir, leictreoir, teicneoir TF, né gairmi ceirde eile tq, luaigh an tsli ar Usdid tu
do scileanna sa bhearna sin.

e Tacu le gnod ar bith eile. M4 bhi tu féinfhostaithe ar feadh tréimhse ama, minigh céard

a rinne tu.
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Obair Tacaiochta agus Curam

Léirionn obair tacaiochta agus ciram don fhostoéir go bhfuil scileanna maithe iltascala agat.

Déan

e Sachds gur ghlac tu sos gairme chun cdram a thabhairt do dhuine muinteartha né
chun bheith i do thuismitheoir, luaigh na blianta i gceist.

e Sa chas go bhfuil iarratas @ dhéanamh agat ar phost mar chdramair agus gur thug
td curam do dhuine muinteartha, féadfaidh tu labhairt faoi na tascanna a rinne tu,
fad is atd siad abhartha don rol.

e Sachas go raibh tu i bpost comhchosuil san am ata caite, luaigh gur chuir tu go

gniomhach le do scileanna agus le do chuid eolas i rith an ama sin.

Na Déan

e N3 tabhair an iomarca mionsonrai mar mhinit né mar udar leis an méid oibre a

rinne tU mar thuismitheoir né mar chdramair, mura bhfuil siad abhartha.

Obair Dheonach

Mar is amhlaidh leis an obair écdideach, léirionn obair dheonach don fhostéir go bhfuil

do scileanna a n-usaid go gniomhach agat.

Déan

e Cuir obair gan phd san direamh. Taithi oibre i sin chomh maith, mar sin cuir ar do
CVi.

e Ainmnigh na scileanna dbhartha a chothaigh tu né a d’fheabhsaigh tu. Tabhair
sampla le gach scil. Is féidir sin a chur san direamh sa chuid faoi thaithi oibre
freisin.

e Luaigh intéirneachtai agus socruchain oibre tugtha chun criche agat.

e Ainmnigh taithi phraiticidil chun aird a tharraingt ar phriomhscileanna, e.g.
scileanna Ceannaireachta agus Eagruchain: coiste ditilil a chruthd chun bunu

Sheid na bhFear i mo cheantar aitiuil a eagru.

38



Na Déan

e Na bi doiléir. D’fhéadfadh daoine gan ainm agus rath gan mhinit amhras faoi do

scileanna a spreagadh in intinn an fhostéra.

Oilitint agus Cur le do Scileanna

Léirionn sin d’fhostair go bhfuil ti tiomanta tuilleadh a chur le do chuid oiliiina agus
scileanna. Léirionn sé cumas san oilidint ar line mar gheall gur chuir tu le d’eolas tri

bhithin oiligint ar line, agus gur fheabhsaigh tu do chuid scileanna teicneolaiochta.

Déan

e Cuir é sin san direamh sa chuid faoi Oideachas i do CV chomh maith.

e Cuir san direamh Qilidint ar Line agus gach cursa a rinne td i rith na bearna, idir
ghearr agus fhada.

e Luaigh aon sheiminedir ghréasdin ar ghlac tu pairt iontu chun cur le d’eolas faoi
abhar ar leith. Ainmnigh na seiminedir ghréasain ma ta siad dbhartha.

e Luaigh aon tionscadail thaighde a rinne tu.

e Luaigh am a chaith tu ag staidéar thar lear.

e Féadfaidh tu leas a bhaint as na cursai saor in aisce ar line ata le fail tri bhithin
Fhorbairt Tuaithe na Gaillimhe agus instititidi oiliina ar line eile faoi lathair. Déan

teagmhail le Forbairt Tuaithe na Gaillimhe chun tuilleadh eolais a fhail.

Na Déan

e N3 husaid mionna chun bearna mhér a chur in iul, Usaid blianta.
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Taisteal

Le taisteal, is féidir aird a tharraingt ar scileanna amhail pleanadil, eagru agus taighde.

Léirionn sé don fhostair gur duine diongbhdilte td, go mbionn fonn ort tascanna a

thabhairt chun criche, agus go n-oibrionn tu go maith mar chuid d’fhoireann.

Déan

e Tarraing aird ar a ndearnadh tu agus tu ag taisteal agus minigh an tsli ar chothaigh
tu do phriomhscileanna agus gur fhoghlaim tu cinn nua, i rith na tréimhse iontai sin.

e Sa chds go ndearnadh tu obair dheonach fad a bhi tu ag taisteal, luaigh an tsli ar
Usdid tu scileanna airithe chun tacu leis an gcarthanacht né leis an eagraiocht a
raibh tu ag obair léi.

e Bicinnte go bhfuil na scileanna ar fad a luann td dbhartha don phost a bhfuil tu ag

déanambh iarratais ina leith!

Na Déan

e N3 tabhair mionsonrai faoin mbealach a thaistil tu, na faisnéis neamhabhartha eile.
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Cuardach Post agus Lionru

Léirionn lionra go bhfuil spéis agat feabhas a chur ar do chaidrimh shdisialta agus ar do

chuid eolais laistigh de do thionscal.

Déan

e Mas bearna bheag i do stair oibre atd i gceist, féadfaidh tu a lua go raibh tu ag
cuardach fostaiochta.

o D’fhéadfa tréimhse oiliina agus cur le do chuid scileanna a thabhairt ar an
tréimhse ama seo.

e D’fhéadfa a lua freisin go raibh tu ag lionru le fostoéiri ionchasacha no le gairmithe

ar LinkedIn, imeachtai lionraithe agus seimineair ar line.

Na Déan

e Na tabhair tréimhse cuardach post né lionraithe ar an tréimhse ama seo mas
bearna mhor atd i gceist. D’fhéadfadh an fostéir a bheith ag déanamh iontais cén

fath nach raibh td in ann post a fhail.

Cuimhnigh: Nuair a ainmnionn tu scil, tabhair sampla mar fhianaise uirthi!

Beidh do scéal nios spéisitila agus nios inchreidte don fhostadir, ach sin a dhéanamh!

Bi cinnte go bhfuil an scil arna hainmniu agat dbhartha don chur sios ar an bpost a thug an

fostoir.

41



Leideanna agus Treoir: Litreacha Cumhdaigh

Minionn litreacha cumhdaigh an fath a bhfuil an post uait agus na cliseanna gur tusa an

duine ceart lena aghaidh.

Ailt Leideanna

An tAlt Tosaigh

5. Luaigh an post a bhfuil tu ag
déanambh iarratais ina leith agus ca

bhfaca tu an fégra faoi.

Luaigh ainm na cuideachta —is ag
iarraidh a bheith mar dhuine den
fhoireann sin ata tu!

Bi curamach faoi do litriu.

Na hAilt Ldir: 2 né 3 chinn ghearra

6. Luaigh an chuis a bhfuil tu ag
déanambh iarratais ar an bpost agus
a bhfuil ar eolas agat faoin
gcuideachta.

7. Tarraing aird ar na priomhscileanna
a bhaineann leis an bpost agus a

solathrodh luach don fhostoir.

An tAlt Deiridh

8. Luaigh go bhfuil tu ar fail le
haghaidh agallaimh. Abair go
gcuirfed failte roimh dheis an chaoi
a bhféadfa a bheith chun tairbhe na
cuideachta a phlé. Gabh buiochas
leo agus abair go bhfuil tu ag suil le

cloistedil uathu.

Léirionn eolas faoin gcuideachta go
ndearna tu taighde orthu agus gur
spéis leat a bheith ag obair leo.
Tabhair achoimre ar do thaithi oibre
agus an bhaint ata aici leis an rél.

Is féidir oideachas agus oilidint a

chur anseo, mas abhartha iad.

Smaoinigh air 6 dhearcadh an
fhostora: cén chaoi a bhféadfaidh tu
rannchuidiu leis an gcuideachta?
Criochnaigh ar bhealach laidir agus

dearfach.
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Ulimhu do Cheisteanna in Agallamh le haghaidh Poist
ach Cur Chuige CTGT a Usaid

Ach an modh céim-ar-chéim seo a leanas a Usdid, beidh tu in ann aird a tharraingt ar do
scileanna agus gach ceist a fhreagairt go cérasach, gan dearmad a dhéanamh ar an gcuid

thabhachtach!

C Cas
Déan cur sios ar chas né fadhb a bhi agat. Tabhair samplai a tharla le déanai agus

biodh siad abhartha don cheist,

T: Tasc

Cén tasc a raibh ort a dhéanamh sa chas seo?

G: Gniomh
Cén gniomh a ndearna tu chun an tasc sin a chur i gcrich agus cén fath gur

ghniomhaigh tu ar an tsli sin? Cé na dushlain a bhi romhat?

T: Torthai

Cén toradh a bhi ar an scéal?

Cuimhnigh:
e Déan nasc idir an scil sin agus an luach don fhostaéir ionchasach.
e Agus an cheist a freagairt agat, cuimhnigh go bhfuil an t-agalléir ag iarraidh a fhail
amach an méid a ghndéthaigh agus a sholathar tusa, mar dhuine aonair. Seachain

“sinn/muid” a Usaid an iomarca i do chuid samplai.
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Leideanna agus Treoir: Na Cuig Chéim in Agallamh

6. Raiteas Tosaigh/Cur i Lathair

"Inis dom fut féin. Inis dom faoi do CV. Cén t-eolas ata agat faoin gcuideachta?"

Tugtar an Modh Scagtha CV ar an gceist "inis dom fut féin/faoi do CV".

Ciallaionn sin go gcaithfidh tu aird a tharraingt ar an tsli a gcomhlionann tu an liosta
riachtanas sa chur sios ar an bpost (English, 2019).

Cuir béim ar na scileanna ata agat agus a theastaionn uathu. Taispeain déibh go
bhfuil td in ann an jab a dhéanamh.

Bain Usaid as an bhfaisnéis a d’ullmhaigh td i do litir chumhdaigh agus san achoimre
ar do phraifil phearsanta chun aird a tharraingt ar na priomhscileanna, taithi oibre
agus oideachas ata agat agus ata abhartha don phost.

Ni mér duit insint doibh faoin oiread éachtai agus is féidir leat sa mhéid ama is lu
agus is féidir. Cuimhnigh: achoimre ghearr ata a tabhairt agat doibh.

Nil eolas faoi do shaol pearsanta, teaghlach na caithimh aimsire uathu.

Tarraingionn an saineolai Sinead English aird ar na céimeanna seo a leanas:

Taithi Oibre: Tosaigh le do rél reatha agus téigh siar. Luaigh an tsli a mbaineann gach
rél leis an bpost da bhfuil agallamh a dhéanamh agat.

Scileanna: Luaigh scileanna agus inniulachtai abhartha.

Oideachas: Tabhair achoimre ar do chailiochtai agus minigh an tsli ar dbhartha iad.
Criochnaigh le raiteas laidir faoina bhféadfaidh tu a dhéanamh déibh.

Ni mdr duit a thaispeaint déibh go bhfuil spéis agat sa phost agus go bhfuil tu ag
iarraidh a bheith mar dhuine den fhoireann. Taispeain déibh gur smaoinigh td ar an
gcuis gur mian leat oibrid ansin.

T4 cuig réimse nach mor duit taighde a dhéanamh orthu: iomaitheoiri, an ait a
ndéanann an chuideachta airgead, forbairti sa chuideachta le déanai, na
priomhdhushldin roimh an gcuideachta agus fostaithe.

(English, 2019).
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7. Ceisteanna Bunaithe ar Innitulacht

Ceisteanna Bunaithe ar Inniulacht né Agalléireacht lompraiochta

Is é seo an chuid is mé den agallamh. Seo an t-am a dtarraingionn tu aird ar na
priomhscileanna, taithi oibre agus oideachas abhartha ata agat.

Cuir do scileanna in iul déibh, biodh sin go n-oibrionn td go maith mar chuid
d’fhoireann, gur duine diograiseach tu né go n-oibrionn tu as do stuaim féin. Ni mér
duit samplai a thabhairt mar fhianaise.

Cuimhnigh Usaid a bhaint as CTGT — Cas, Tasc, Gniomh, Toradh! Féach an chuid faoi
CTGT chun meabhru duit féin an chaoi len é a usaid!

Déan nasc idir gach scil atd agat agus an luach don fhostéir ionchasach.

Agus freagra a thabhairt agat, cuimhnigh go bhfuil an t-agalléir ag iarraidh eolas faoin
méid a ghnéthaigh agus a sholdthar tusa, mar dhuine aonair. Seachain “sinn/muid” a
Usaid an iomarca i do chuid samplai.

Bi ag suil le ceisteanna Cas-Staidéir, amhail “céard a dhéanfa sa chds seo?” Aris, bain
Usaid as an modh CTGT anseo.

Nuair a iarrann an t-agalldir ort cén chaoi a ndéiledlann tu le coinbhleacht, obair
foirne né ceannaireacht, ta siad ag iarraidh samplai sonracha den taithi ata agat, le go
bhféadfaidh siad an chaoi a bhféadfa déileail le cas comhchosuil ina n-eagraiocht siud
a mheas. (Indeed.com)

Cuimhnigh go bhféadfadh daoine gan ainm agus rath gan mhinid amhras faoi do
scileanna a spreagadh in intinn an fhostéra.

Déan do chuid éachtai a chainniochtu: luaigh an lion daoine a bhain tairbhe astu,
tabhair ainmneacha na ndaoine i gceist. Déan cliaint agus teagmhalacha a
chainniochtu. Beidh do scéal nios spéisitla da bharr agus cabhréfar leis an bhfostéir
d’éachtai a mheas.

Mar gheall go gcuirtear a l1an ceisteanna, na caith an iomarca ama ar fhreagrai.

Coinnigh freagra gonta leis an modh CTGT.
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8. Laidreachtai agus Laigi

Laidreachtai:

Laigi:

Tarraing aird ar do laidreachtai 6 dhearcadh daoine eile. Mar shampla: “tugann
aiseolas 6 fhostdiri roimhe seo/é mo theaghlach/chairde le tuiscint gur duine
iontaofa mé agus go bhfuil scileanna maithe idirphearsanta agam.” Cuimhnigh ar
shampla a léirionn é sin a thabhairt.

Déan nasc idir do ldidreachtai agus an cur sios ar an bpost. Léirigh gur abhartha iad.
Tabhair sampla mar fhianaise ar do scileanna i gcénai. Is muinin a léirionn é sin, ni
sotal.

Dirigh ar chailiocht seachas ar chainniocht.

Roghnaigh idir tri agus cuig chinn de na ldidreachtai pearsanta ata agat le dirit orthu
agus ullmhaigh freagrai don agallamh. Déan machnambh ar na scileanna ata de dhith i
do thionscal agus sainaithin laidreachtai pearsanta a théann leo. (Indeed.com)
Sainaithin scéalta a fhéadfaidh tu a roinnt chun taithi roimhe seo a léiriu. Tosaigh leis

an gceist a fhreagairt go direach agus ansin tabhair rditeas pearsanta.

Ainmnigh réimse ina gcaithfidh tu cur le do scileanna agus abair go ndearna tu cursa
oilina chun do scileanna agus d’eolas a fheabhsu. Léirionn sin go bhfuil fonn ort
foghlaim agus cur le do scileanna. Da bharr sin, ta tu ag déanamh ldidreacht
ionchasach de laige!

Ni hé seo an t-am le bheith umhal; is é an t-am le haird a tharraingt ar na scileanna
agus inniulachtai is fearr atd agat, mar sin nd hainmnigh laige gan an tsli a ndearna tu

feabhsuchain a léiriu freisin.

9. An bhfuil aon cheist agat?

"Céard a bheidh sa rél seo i gceann bliana, meas tu? Cathain a chloisfidh mé uait?"
Cuir ceist a léirionn go bhfuil spéis agat sa chuideachta agus i bheith mar dhuine den

fhoireann, agus ca hait a mbeidh tu i leagan amach na foirne.
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Luaigh éacht a rinne an chuideachta a tuairisciodh sna medin, amhail alt nuachta faoi
mhaoiniu né leathni amach agus an tsli a mbeidh tionchar aige sin ar an gcuideachta
né ar do phost. (English 2019)

Na cuir ceist a thugann le fios gur duine achrannach tu.

Fag ceisteanna faoi rudai amhail uaireanta oibre sollibtha go dti go mbeidh an post
faighte agat!

Mura bhfuil aon cheist agat, na habair sin amach go direach. Bi béasach. Abair go
bhfuil go leor taithi déanta agat agus nach bhfuil aon cheist agat ag an bpointe seo.

(English 2019).

10. Raiteas Deiridh:

Criochnaigh ar bhealach dearfach le go rachaidh tu i bhfeidhm go ldidir ar na
hagalléiri agus go dtaispeanfaidh tu go bhfuil tu tiomanta an rél a fhail. Fid sa
ndiméad deireanach den agallamh, léirigh go bhfuil na scileanna agat chun an jab a
dhéanamh go rathdil.

Gabh buiochas leo as an deis bualadh leo. Abair go bhfuil tu ag suil le cloisteail uathu.

Nil méran ama agat anseo, mar sin biodh do rditeas deiridh gearr agus laidir.

Sar-Leideanna:

e Isiad na daoine a ghlacann sos agus a smaoinionn sula dtugann siad freagra na
hagallaithe is fearr. Cuimhnigh, ni chaillfidh tU marcanna as ucht sos a ghlacadh.
Tugann sos deis duit freagra fonta a thabhairt, le samplai mar fhianaise ar
phriomhscileanna agus innitulachtai a bhaineann leis an gcur sios ar an bpost.

e Cuimhnigh ar an Modh CTGT. Ach scéal maith a bheith agat, ina mbeidh samplai
éagsula, sonracha de do chuid scileanna agus innitlachtai, beidh td ullamh le
freagra a thabhairt ar chinedl ceiste ar bith in agallamh le haghaidh poist, agus
rachaidh tu i bhfeidhm go ldidir. Is é an bealach is fearr é le margaiocht a
dhéanamh ar do scileanna agus innitlachtai (Paca agus Cur i Lathair Cheardlann

maidir le CV agus Agallamh, Forbairt Tuaithe na Gaillimhe).
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Leideanna agus Treoir: Agallaimh ar an Teileafon & Fis-agallaimh

Is ddigh gurb iad cian-agallaimh le haghaidh post an ‘gnathrud nua’ i rith na géarchéime Covid-
19. Is mar an gcéanna le hagallamh duine-le-duine an t-ullmhuchdn. Ta leideanna ullmhuchain sa
treoir seo do na tri chas is mo is ddichi a tharléidh le linn cian-agallaimh le haghaidh poist:

4. Agallamh ar an Teileafén
5. Agallamh Fischomhra/Comhdhala
6. Fis-agallamh

Agallamh ar an Teileafon

Céim scagtha iad seo, de ghnath, roimh chuireadh chuig an gcéad chéim eile a thabhairt.

Déan

e Bidea-ghléasta! Feidhmeoidh tu nios fearr san agallamh agus mothéidh tu nios dirithe
ar an agallamh.

e Téigh it éigin a mbeidh tu in ann a d’intinn a dhirid, os comhair bhalla folamh, mas
féidir.

e Déan do chluasain a thastail agus a sheiceail. Glaoigh ar dhuine éigin lena chinntiu go
bhfuil do threalamh ag obair.

e Seiceail an comhartha, an cadhnra agus an creidmheas ar d’fhén roimh an agallamh.

e Cuir teachtaireacht ghlérphoist ar d’fhon, ar fhaitios go dteipfear ar an nglaoch i lar an
agallaimh. Beidh a fhios ag an agalloir gur tusa ata ann agus beidh cuma ghairmitil ort.

e |[sfearr fanacht in aon ait amhain, i do shui.

e Beidh a fhios ag an agalléir ma td tu ar seachran. Much na fégrai ar d’fhén chun torainn
uathu a sheachaint.

e Biodh carta innéacs ar a bhfuil liosta de do phriomh-innitlachtai ar ldimh agat agus
tabhair sracfhéachaint air nuair is ga.

Na Déan

e Na bain usaid as fearas lamhshaor. Dealraionn sé go bhfuil tu ag béicil.
o N3 seas suas; d’fhéadfa bogadh thart agus cur isteach ar an gcomhartha.
e N4& déan torann le bileoga paipéir.

e N4 biodh do riomhaire gluine ar oscailt.
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Agallamh Fischomhra/Comhdhala

Costiil le glaoch guthain, ach buailfidh tu leis an agalléir ar ardan amhail Skype, Zoom,

Google Hangout, WebEx, GoToMeeting, Facetime, Whatsapp, etc.

Déan

e Suiteail né ioslodail an feidhmchlar don ghlaoch gréasain roimh ré agus tastail é.

e Bicinnte do cheamara agus d’fhuaim/do mhicreafén a chur ar siul.

e Bicinnte do thimpeallacht a sheiceail. Na lig don agalldir a bheith ar seachran ag
rud éigin taobh thiar duit!

e Déan scrudu ar an gculra taobh thiar duit agus cuir slacht air!

e Biodh an soilsiu i gceart. Bionn tionchar ag cinedlacha éagsula soilsithe ar an
bpictidr; le solas nadurtha éirionn iomhanna nios laige agus cruthaitear scathanna
le soilsiu lastuas.

e Tarogha ar Skype chun an culra a dhoiléiriu. Cliceail ar an rogha sin, géaraigh
d’aghaidh agus doiléirigh gach rud eile.

e Biin ait éigin ina bhféadfaidh tu d’intinn a dhirid.

e Much fégrai agus foldirimh.

e Féach ar an gceamara, ni ar an scdilean, chun breathnu sa tsuil ar an agalléir.

e Cuimhnigh —td an t-agalldir in ann tu a fheiceail ar an scailean!

e Cuir notai beaga a bhfuil priomhfhocail orthu in aice an cheamara.

Na Déan

e Na hioslodail an aip 14 an agallaimh! Ni bheidh an t-am agat agus bheadh sé
mighairmiuil a bheith déanach don agallamh mar nach raibh td ullamh!

e Na biodh torann 6 fholairimh le cloisteail.

e Na lig do dhaoine 6n teaghlach teacht isteach sa seomra. Bi cinnte go mbeidh tu
leat féin agus go mbeidh priobhdideachas agat don agallamh.

e Na breathnaigh sios ar do nétai mar féadfaidh an t-agalloir do scdilean a fheiceail!
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Fis-agallamh

De ghnath, seolann an fostoir nasc a gclicedlann tu air chun tus a chur le hagallamh
taifeadta. Bionn cupla la agat chun an t-agallamh a chur i gcrich, de ghnath. Déantar do
fhreagrai a thaifeadadh agus seoltar direach chuig an agalldir iad lena n-athbhreithnid.

D’fhéadfadh Intleacht Shaorga anailis a dhéanamh ar do fhreagrai taifeadta chomh

maith.

Déan

e Is minic a bhionn teorainn ama 1 - 3 néiméad chun na freagrai a thabhairt chun
criche. Bi airdeallach faoin am agus coinnigh do fhreagrai gonta.

e Is ag caint chun cheamara atd tu, mar sin cuimhnigh a bheith fonnmhar agus
fuinniuil, cé go bhfuil tu ag caint leis an mballa.

e Sambhlaigh gur duine atd sa Solas Glas, mar sin cuir do phearsantacht in iul!

e Tugann na cuideachtai ar fad fisedin duit le cleachtadh a dhéanamh. Bain Usaid
astu chun an soilsid agus an do chulra a sheiceail.

e Cuimhnigh na priomh-inniulachtai agus priomh-scileanna ata de dhith, dar leis an

gcur sios ar an bpost.

Na Déan

e N4 biodh torann ¢ fholdirimh le cloisteail.
e Na lig do dhaoine 6n teaghlach teacht isteach sa seomra. Bi cinnte go mbeidh tu
leat féin agus go mbeidh priobhdideachas agat don agallamh.

e Na breathnaigh sios ar do nétai mar féadfaidh an t-agalléir do scdilean a fheiceail!
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Post a Chuardach: Ca dToséidh Mé?

“Beag beann ar an tsli ar thosaigh do chuardach post, is é an chéad céim thabhachtach sa
phroéiseas, machnamh a dhéanamh ar a bhfuil tu ag iarraidh a dhéanamh ag an obair.
D’fhéadfa a bheith ag iarraidh dul chun cinn a dhéanamh sa ghairm chéanna, gairm a athru,
no seans nach bhfuil tu cinnte faoi. | gcas ar bith, beidh ort a bheith soiléir faocin gcéad phost
eile a chuardoéidh tu: chun cinneadh a dhéanamh faoi ca hait a ndireoidh tu i do chuardach
agus le go bhféadfaidh tu ceisteanna faoin gcuis go bhfuil ti meallta chuig rél airithe a

fhreagairt go muinineach.” (indeed.com)

C4 hAit le Breathnu agus Post 4 Chuardach Agat
Feasachan Post Fhorbairt Tuaithe na Gaillimhe
e Foilseachan seachtainidil is ea Feasachan Post Fhorbairt Tuaithe na Gaillimhe, ina
bhfuil poist éagsula a fograiodh ar line agus i gclé. Cuimsitear Contae na Gaillimhe
agus roinnt de na contaetha teorann leis.
e T4 faisnéis ag Forbairt Tuaithe na Gaillimhe faoin tsli le hiarratas a dhéanamh ar
phoist ar ldithredn post éagsula.
e Féadfaidh tu an Feasachdn Post a [éamh ar ar ldithredn gréasain ag
ar do riomhaire né ar d’fhon cliste. Is féidir an Feasachdn Post a
sheoladh chugat ar riomhphost gach seachtain freisin. Déan teagmhail linn chun
claru.
e Cuirtear foluntais san direamh san fheasachdan ar scéimeanna éagsula amhail

Fostaiocht Pobail, Tus agus an Scéim Shaisialta Tuaithe.

Laithredin Ghréasain um Chuardach Post a Bhaineann le do Ghairm Bheatha
e Tosaigh do chuardach le cuntas a chruthu le laithrean gréasain né aip a bhaineann le
d’earnail phoist.
e Smaoinigh ar do riachtanais aonair né teaghlaigh agus déan na poist ar an laithrean a
scagadh le bheith oiriunach do do chritéir. D’fhéadfadh obair [anaimseartha, ar

conradh, pdirt-aimseartha agus obair dheonach a bheith i measc na scagairi. Mar
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shampla, d’fhéadfa gach post a chur as an direamh ach amhain poist bhuana ar
www. part-time.ie.

e Féadfaidh tu scagairi a Usdid chun do chuardach a mhionchoigeartu.

e Féadfaidh tu poist ar mian leat iarratas a dhéanamh orthu a shabhail. Agus iarratas
déanta agat, beidh tu in ann an stadas a rianu 6n leathanach céanna.

e Féadfaidh tu folairimh phoist a shocru agus tu ag fiosru post, lena chinntiu go

bhfeicfidh tu postalacha nua faoi phoist chomh luath agus a fhoilseofar iad. Is éard
atd i bhfoldirimh phoist, nuashonruithe rialta ar riomhphost faoi phoist nua lena
mbaineann na critéir ar spéis leat iad. Féadfaidh tu foldirimh phoist iolracha a
chruthu le seoladh chugat gach Ia né gach seachtain.

e Ta proifil LinkedIn ag roinnt cuideachtai freisin, chun seirbhisi agus poist a chur chun
cinn.

e T4 liosta cuimsitheach de na laithredin sin le feiceail thios.

Gniomhaireachtai Earcaiochta
e Uaireanta, ni féidir iarratas a dhéanamh ar phost ach amhain tri ghniomhaireachtai
earcaiochta dirithe a dhéanann iarrthéiri oiriinacha a scagadh le go ndéanfaidh an
eagraiocht athbhreithnid orthu.
e T4 proifil LinkedIn ag roinnt seirbhisi acmhainni daonna agus earcaiochta freisin,
chun seirbhisi agus poist a chur chun cinn.

e Ta liosta cuimsitheach de na gniomhaireachtai sin le feiceail thios.

Lionrd chun obair a aimsiu
e Fiafraigh de do theaghlach, do chairde agus do chomharsana faoi obair.
e Fiafraigh d’iar-chomhghleacaithe faoi obair: “Déan teagmhail le daoine a bhfuil
aithne agat orthu a oibrionn sna cuideachtai ar do spriocliosta”. (indeed.com)
e Déan obair dheonach.
e Bain Usaid as na meadin shaisialta amhail Facebook, LinkedIn agus Twitter chun lionru

le cuideachtai agus le fostairi.
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LinkedIn

Féadfaidh tu LinkedIn a Usaid chun nascadh le daoine eile i ngairmeacha agus in
eagraiochtai cosuil le do cheann féin.
Baineann cuideachtai Usdid as LinkedIn go rialta chun poist agus oilidint ata le teacht
chun cinn a fhoégairt.
D’fhéadfadh eagraiocht né gniomhaireacht earcaiochta tu a spriocearcd ma thagann
do scileanna le foluntas nua. Déanann eagraiochtai agus gniomhaireachtai LinkedIn a
chuardach chun iarrthéiri oiriinacha a aimsiu agus d’fhéadfadh siad teachtaireacht a
sheoladh chugat, mar sin seicedil do chuid fégrai!
Sula dtosaionn tu ag cuardach post, féach ar do phréifili ar na meain shaisialta agus
seicedil na socruithe priobhaideachais. D’fhéadfadh fostoiri ionchasacha breathnu ar
na leathanaigh sin. (indeed.com)
Deir an saineolai Sinéad English nach n-oibrionn LinkedIn go maith ach amhain:
o “Nuair ata tu 100 % cinnte go bhfuil préifil den scoth agat.”
o Nuair a dhéanann tu iarratas ar rél a thagann leis an taithi oibre ata agat.
Deir English, “baineann sé le priomhfhocail agus a chinntiu go bhfuil na
scileanna a chuir tu i do phrdéifil ag teacht lena bhfuiltear a lorg san fhogra
poist. T formhdr na bpréifili neamhiomlan agus ni thaitnionn sin le
fostoiri.”
o Tabharfaidh formhdr na bhfostdiri rogha duit do CV a chur leis an
iarratas. Bi cinnte é sin a dhéanamh chun an deis is fearr is féidir a fhail a

bheith agat. (English, 2019)

Déan Taighde ar Chuideachtai a bhfuil Spéis Agat lontu

Ar glassdoor.ie, féadfaidh tu cuideachtai a chuardach agus ratail na bhfostaithe a
fheiceail. Féadfaidh tu na millidin post a chuardach agus eolas futhu a fhail a
bhuiochas de léirmheasanna fostaithe agus uirlisi tuarastail phearsantaithe.
Moltar ar indeed.com go ndéanfa “spriocliosta fostoéiri ar mhaith leat obair leo a
chruthd.”

Tabhair cuairt ar na leathanaigh faoi ghairmeacha ag cuideachtai agus ar a

leathanach cuideachta ar indeed.com (ma ta ceann acu) chun eolas a fhail amhail
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léirmheasanna, fisedin agus foluntais reatha. Féadfaidh tu roghnu fostairi a
“leanuint” ar leathanaigh chuideachta ar indeed.com agus nuashonruithe a fhail ar
riomhphost nuair a fhégraionn siad poist nua.

Tabhair cuairt ar leathanaigh cuideachta ar na meain shoisialta chun nios mé a
fhoghlaim faoina gné 6 1d go 14

Bain usdid as inneall cuardaigh chun ailt nuachta faoin gcuideachta a foilsiodh le
déanai a aimsiu, le go mbeidh tu “cothrom le data leis an scéal is déanai”.

(indeed.com)
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Laithredin Ghréasain Aisitla chun Post a Chuardach

Laithrean Gréasain Earnail

Indeed.com

www.jobsireland.ie

www.jobalert.ie,

www.irishjobs.ie

www.recruitmentplus.ie

www.recruitireland.com

www.careerjet.ie

www.jobbio.com

www.countyjobs.ie

www.monster.ie

www.part-time.ie

www.facebook.com/Galwayjobconne

ctor/www.facebook.com/GalwayStaf

fWanted

www.classifieds.advertiser.ie/jobs

www.publicjobs.ie

www.localgovernmentjobs.ie

www.constructionjobs.ie

www.techlifeireland.com

www.computerjobs.ie

www.activelink.ie

www.nuigalway.ie/career-

development-centre/careersconnect/

www.jobsguideireland.com

Poist éagsula ar fud na tire

Poist phairt-aimseartha ar fud na tire
Liosta de phoist aitiula
Pléann an Galway Advertiser le Baile Atha Luain

agus Maigh Eo freisin

Poist san Earndil Phoibli, sa Rialtas agus sna
Combhairli (laithrean a chruthu faoi lathair)
Foirgniocht

Poist i Teicneolaiocht na Faisnéise

Poist san Earndil Dheonach agus Pobail

Poist do Mhic Léinn Fochéime agus do Chéimithe
Fograitear deiseanna maoinithe freisin

Treoir faoi phoist éagsula de réir ceantair agus

faisnéise eile

55


file:///C:/Users/Sue/Downloads/Indeed.com
http://www.jobsireland.ie/
http://www.jobalert.ie/
http://www.irishjobs.ie/
http://www.recruitmentplus.ie/
http://www.recruitireland.com/
http://www.careerjet.ie/
http://www.jobbio.com/
http://www.countyjobs.ie/
http://www.monster.ie/
http://www.part-time.ie/
http://www.facebook.com/Galwayjobconnector/
http://www.facebook.com/Galwayjobconnector/
http://www.facebook.com/GalwayStaffWanted/
http://www.facebook.com/GalwayStaffWanted/
http://www.classifieds.advertiser.ie/jobs
http://www.publicjobs.ie/
http://www.localgovernmentjobs.ie/
http://www.constructionjobs.ie/
http://www.techlifeireland.com/
http://www.computerjobs.ie/
http://www.activelink.ie/
http://www.nuigalway.ie/career-development-centre/careersconnect/
http://www.nuigalway.ie/career-development-centre/careersconnect/
http://www.jobsguideireland.com/

Gniomhaireachtai Earcaiochta

Gniomhaireacht Earcaiochta Earnail

www.icejobs.ie Arna n-Usdid ag Medtronic agus Boston
Scientific

www.unijobs.ie An Earnail Phoibli
WWW.Sservisource.ie Altrai agus Cuntéiri Clraim
www.pjpersonnel.ie/contact Foirgniocht agus Déantusaiocht
www.eflexes.com TF, Innealtdireacht agus Leictreonaic
www.sigmarrecruitment.com Earndlacha Eagsula

www.adecco.co.uk

www.hero.ie

WWwWWw.careerwise.ie

www.hays.ie

www.cpljobs.com

www.ireservices.ie

www.frsrecruitment.ie

www.collinsmcnicholas.ie

www.headhuntinternational.com

www.noelgroup.ie
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Tagairti agus Tuilleadh Eolais

125 Cheist Choitianta Agallaimh agus Freagrai (Leideanna san direamh) -

https://www.indeed.com/career-advice/interviewing/top-interview-questions-and-

answers?from=careeradvice-US

Columbia University Center for Career Education -www.careereducation.columbia.edu

CV Clichés To Avoid At All Costs - https://social.hays.com/2017/10/02/cv-cliches-avoid/

Paca agus Cur i Lathair Cheardlann maidir le CV agus Agallamh - Forbairt Tuaithe na
Gaillimhe

Feasachan Post Fhorbairt Tuaithe na Gaillimhe - Forbairt Tuaithe na Gaillimhe.ie

Indeed Career Guide - https://www.indeed.com/career-advice/

Sinead English. "CV & Interview 101." Polaris, 2019.
Sinead English. Seiminear Gréasain faoin tSli le hUlimhu d’Agallamh ar an Teileafén no tri

bhithin Fhischomhra - https://wearehilt.com
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