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“By failing to prepare you’re preparing to fail”
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The Destinations of Leavers from Higher Education is published each summer 
and usually made available to the public via University Career Services.
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The Known 
& Unknown:
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Dream Job!
The career sweet spot…

Finding your fit:



Skills Audit:

MSci Chemistry • Effectively explained, 
supported and defended 
my ideas and opinions in 
seminars and tutorials.

• Developed good report 
writing skills through 
group and individual 
assignments

Activity Evidence Skill(s)

• Verbal 
Communication

•Written 
Communication

•Group Work



Activity
e.g. course, club/society, 

voluntary work etc.

Evidence
Description of circumstances in which skill was demonstrated

Skill

MSci Chemistry: • Effectively explained, supported and defended my own ideas and opinions in 
seminars and tutorials.

• Developed good report writing skills through group and individual  
assignments.

• Application of various methodologies through laboratory work.

• Enhanced project management and scientific communication skills through 
production of an independent research project.

Verbal Communication

Written Communication / 
Group Work

Research Methodologies

Project Management / 
Written Communication

MSci Chemistry:
- Year In Industry 

• Adapted to working within an industrial team at GSK and agreed the tasks 
required to successfully complete experiments.

• Communicated effectively  using appropriate terminology within a business 
environment.

• Evaluated risks within practical work and identified measures to control and 
mitigate these to acceptable tolerances.

• Took on the role of sub-team co-ordinator to ensure deadlines were met and 
negotiated resolutions when difficulties arose with team members.

• Developed presentational skills delivering monthly updates to the team.

Teamwork / Negotiation /
Commercial Awareness 

Communication Skills / 
Business Acumen

Analytical Appraisal / 
Risk Assessment

Organisation / Leadership
Problem Solving

Verbal Communication

MSci Chemistry
-Dissertation/ 

Project Module

• Structured a research thesis/project.

• Used MATLAB, JAVA and ChemDraw to analyse and present data.

• Resolved conflicts in access to specialist equipment and resources.

• Defended my thesis in an oral viva examination.

Planning / Organisation

Computer Literacy

Problem Solving

Verbal Communication

Gap Year volunteer project 
and travel

• Planned a 4 month volunteering expedition to SE Asia.

• Managed fund-raising events prior to departure.

Planning / Confidence

Finance

University Tennis team 
member

• Attend all training sessions alongside studies and have been included in the 
team for several matches.

• Work out regularly to maintain my fitness levels. 

Time Management /
Teamwork

Motivation / Commitment

Activity
e.g. course, club/society, 

voluntary work etc.

Evidence
Description of circumstances in which skill was demonstrated

Skill

MSci Chemistry: • Effectively explained, supported and defended my own ideas and opinions in 
seminars and tutorials.

• Developed good report writing skills through group and individual  
assignments.

• Application of various methodologies through laboratory work.

• Enhanced project management and scientific communication skills through 
production of an independent research project.

Verbal Communication

Written Communication / 
Group Work

Research Methodologies

Project Management / 
Written Communication

MSci Chemistry:
- Year In Industry 

• Adapted to working within an industrial team at GSK and agreed the tasks 
required to successfully complete experiments.

• Communicated effectively  using appropriate terminology within a business 
environment.

• Evaluated risks within practical work and identified measures to control and 
mitigate these to acceptable tolerances.

• Took on the role of sub-team co-ordinator to ensure deadlines were met and 
negotiated resolutions when difficulties arose with team members.

• Developed presentational skills delivering monthly updates to the team.

Teamwork / Negotiation /
Commercial Awareness 

Communication Skills / 
Business Acumen

Analytical Appraisal / 
Risk Assessment

Organisation / Leadership
Problem Solving

Verbal Communication

MSci Chemistry
-Dissertation/ 

Project Module

• Structured a research thesis/project.

• Used MATLAB, JAVA and ChemDraw to analyse and present data.

• Resolved conflicts in access to specialist equipment and resources.

• Defended my thesis in an oral viva examination.

Planning / Organisation

Computer Literacy

Problem Solving

Verbal Communication

Gap Year volunteer project 
and travel

• Planned a 4 month volunteering expedition to SE Asia.

• Managed fund-raising events prior to departure.

Planning / Confidence

Finance

University Tennis team 
member

• Attend all training sessions alongside studies and have been included in the 
team for several matches.

• Work out regularly to maintain my fitness levels. 

Time Management /
Teamwork

Motivation / Commitment



Skills Audit:

Verbal Communication

Written Communication

Finance / Budgeting

Team / Group Work

Leadership

Negotiation

Project Management

Skill Total +ve -ve

22

18

6

15

12

10

16

16

15

4

11

9

7

14

%+ve

6

3

2

4

3

3

2

73%

83%

67%

74%

75%

70%

88%



Skills Audit:
• Communication
• Team Working
• Integrity
• Intellectual Ability
• Confidence
• Character/Personality
• Planning & Organisation
• Literacy
• Numeracy
• Analysis & Decision Making

• Leadership
• Negotiation
• Time Management
• Project Management
• Problem Solving
• Computer Literacy
• Commercial Awareness
• Handling Pressure
• Creativity / Innovation
• Resilience



Vacancy
Research
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Adverts 
& Agencies

University Contacts 
& Career Fairs

Targeted Speculative 
Applications

Recommendations / Networks

Recruitment
Tactics:
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Job Responsibilities:

• Be responsible for their own project(s) as part of a 
project team including senior management.

Dissect the Job Description:



CVs & 
Cover Letters
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Eye Tracking
Technology:
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www.imperial.ac.uk/careers/application-process/cover-letters/
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“Carried out a variety of experiments using 
NMR spectroscopies as part of a research 
project.”

Direct & Positive Language:

“Devised and conducted a series of 
experiments using NMR spectroscopies as 
part of an independent lab research project.
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1. Easy to read & navigate
2. Avoid large blocks of unbroken text
3. Make it relevant and give evidence
4. Avoid clichéd phrases
5. Use professional language/tone
6. Right length (one or two pages)
7. Proof read!

CV Success:



Cover Letters:

Your address

Date

Opening
• Who are you, what are you applying for.

Their address

Dear …

Why them and this opportunity
• Give reasons for your interest 
• Highlight any particular aspects/areas of interest to you.
• Demonstrate your research and understanding of the role.

Why you.
• Give reasons why you should be considered.
• Evidence relevant skills, knowledge and experience.
• Present a positive picture and reflect the skills they seek.
• Develop themes within your CV, don’t just repeat it but expand 

on the most relevant information found within it.

Thanks and closing remarks.
• Summarise your suitability and look toward the interview.

Signature

Salutations:
Dear Sir/Madam,

Yours faithfully,

Dear Joe Smith,
Yours sincerely,

Signature:
Richard Carruthers
MSci Chemistry (2015-2019)
Imperial College London



Image: FreeDigitalPhotos.net

1. No more than one page
2. Showcase relevant skills
3. Talk about the company
4. Provide evidence of 

experience/skills
5. Use examples and quantifiable data
6. Reflect your personality/values
7. Attention to detail is key

Top Tips for Cover Letters:
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Application Questions:
Motivational:
“Why have you applied for this opportunity?”

Competency:
“Describe a time when you were working 
under pressure with competing deadlines.”

The Blank Space:
“Use this space to outline your suitability”



•Situation
• Set the scene. Be specific.

•Task
• Explain the objectives/task.

•Action
• What did you actually did?

•Results
• What were the results? What did you learn?

•Situation
• Set the scene. Be specific.

•Task
• Explain the objectives/task.

•Action
• What did you actually did?

•Results
• What were the results? What did you learn?

Tell a Story:
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20%

20%
60%



When have you led a team? (150 words)

I was nominated to lead a team of 4 during our participation in the 
Royal Society of Chemistry Laboratory Competition in April 2015. We 
had 5 days to perform a variety of experiments and submit a technical 
report and deliver a 20 minute presentation.
I identified the strengths of individuals within the team and assigned a 
series of tasks that best suited each person. I set in place a series of 
meetings to enable team members to report back on progress and 
therefore allow reallocation of resources should anyone fall behind with 
their work. Before we commenced I ensured we had completed a variety 
of risk assessments and that all members of the team were clear on best 
practice and safe procedures.
We completed the assignment on time and were award a high 2:1 grade 
overall. This experience taught me the value of clear communication in 
meeting project deadlines.
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Application Success:
1. Read/understand the question asked 

and then answer it
2. Be clear and concise but give 

appropriate/relevant details
3. Evidence your skills/qualities
4. Showcase your research in to the job
5. Use professional language/tone
6. Proof read!



Applying for a job…

It’s a marathon, not a sprint.



+44 (0)20 7594 8024
careers@imperial.ac.uk

/imperialcareersevents

@imperialcareers

The Careers Service:
Sherfield Building (L.5)
South Kensington Campus
London SW7 2AZ

Monday - Friday
10:00 – 17:15

r.carruthers@imperial.ac.uk


