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Your career and COVID-19Your career and COVID-19  
What we do know...

● It may take a little longer to secure the role you really want,
especially if you are actively seeking work in a sector feeling
the impact of COVID-19. BUT your skills are still valuable,
so look instead at what transferable skills you have that could
be put to use in a temporary job, volunteering, or in another
sector.

● Hospitality, travel, leisure, media and journalism have been hit
the hardest, but IT & technology, healthcare, public service,
social work and the charitable sector are currently surviving.

● You can take part in activities from home that are valuable on
your CV. Supporting your local community, working in your
local shop, volunteering from home, completing a virtual work
experience or an online course will show employers your
drive, determination, and resilience when you reflect on this
time in interviews and on applications (see pages 8 to 12)

● COVID-19 if affecting the way businesses recruit new
candidates. Most organisations are unlikely to hold face-to-
face interviews due to current social distancing restrictions.
This is why it is important to make sure that your telephone
and video interview skills are up to scratch (see page 20)

● The Careers and Employability Service will continue to
support and guide you throughout this period of uncertainty
and beyond.Visit www.beds.ac.uk/careers/graduates/ for
advice and guidance on career planning and job
searching.
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Graduation is not Goodbye

Did you know the Careers Service at the 
University of Bedfordshire offers a FREE service of 
support to all our graduates? 

• Get free access to our easy to use online platform ‘Careers 
Online' where you can find job opportunities, have your CV 
checked, explore career options, book onto events, book an 
appointment, and so much more (account registration 
required, visit careersonline.beds.ac.uk).

• Access paid work experience opportunities via the 
Time2Grow project (see page 10).

• Book a drop-in appointment with one of our professionally 
qualified Careers Advisers for CV checks, LinkedIn support, 
job and further study application checks, and much more.

• Book a one-to-one careers advice appointment with our 
professionally qualified Careers Advisers (both weekday and 
early evening appointments available).

• Access videos and resources to help you prepare for the 
graduate recruitment process, and explore career options via 
our dedicated Graduate page of our website.

• Get invitations to employer events and talks via our online 
platform, Careers Online.

• Access to the Bedfordshire Career Development Award; a 
virtual award to help you gain the skills and experience sought 
by employers across all sectors. (see page 3).
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 Employers look for more than your degree result; 
what else do you have to offer? By taking part in 

the award we will celebrate with you as you work to 
gain the skills and experience sought by employers 

across all sectors.

Remote access from home enables you to 
undertake essential career development activities 
that will make your applications more appealing 

to employers and allow you to stand out 
from the thousands of graduates 

graduating this year. 

Let’s celebrate your commitment to your 
personal and professional development. 

Get started now via careersonline.beds.ac.uk

Bedfordshire Career Bedfordshire Career 
Development AwardDevelopment Award

Your Future, Your Way

https://careersonline.beds.ac.uk/unauth


Alumni Association 

Sign up to the Alumni Association to receive great benefits from the 
University of Bedfordshire and keep up to date with the 
latest developments. 

Benefits  include discounts for: 

Travel, Entertainment, Health, 
Finance, Shopping and much more!

Sign up now via: www.beds.ac.uk/alumni to start to receive these 
great benefits! 

Graduate Outcomes 

At the University of Bedfordshire, we believe that your future shapes 
our future - and we want to hear about what you are 
doing following the completion of your course.  

Update your contact details (inc. contact email, phone number and 
address) now (via: evision.beds.ac.uk) and join the voices of over 
700,000 graduates in sharing their graduate stories.

Find out more at: www.beds.ac.uk/go

Stay in touch with your department 

Look out for department social media pages, emails, invitations to 
course alumni events and chances to inspire current students with 
your story. 

Contact your department or personal tutor for more information.
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You must update your contact details
via: evision.beds.ac.uk 

Your  
Graduate 

Voice  
Counts

Be  
part  

of the  
picture



Choosing your Career

Find out what career might suit you:

Prospects Planner / Job Match Beta:  
www.prospects.ac.uk/planner

For occupational information to identify career options in 
different sectors, find out what skills/qualifications are 

required and entry routes into specific roles:
www.prospects.ac.uk/types_of_jobs.htm

Book an appointment with an Employability Adviser for more 
help tailored to you 
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Further Study

For some career choices further study may be essential, or may 
simply give you an advantage in the workplace.

Search for courses

• www.beds.ac.uk/howtoapply/courses/postgraduate

• www.ucas.com/postgraduate

• www.findamasters.com

• www.findaphd.com

Study abroad

• www.prospects.ac.uk/postgraduate-study/study-abroad

Funding further study 

• www.prospects.ac.uk/postgraduate-study/funding-postgradu-
ate-study

• www.gov.uk/funding-for-postgraduate-study

For more information about postgraduate courses at the 
University of Bedfordshire contact the 

Admissions Team via: admission@beds.ac.uk
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Gaining experience 

Work Experience and Internships

Finding a job without relevant work experience can be 
challenging. 

Consider using short-term or even voluntary routes. They all offer 
you excellent initial experience, and can be completed from home 
if required. Internships and work experience are an excellent 
opportunity to gain valuable insight, skills and experience with an 
employer in the public, private and third sectors.

Sources of opportunities include:

• Virtual work experience: www.insidesherpa.com

• e4s - for student jobs, internships and graduate jobs:
www.e4s.co.uk

• Gradplus  - select ‘Industry Sector’ then ‘Work Experience’
http://www.gradplus.com/

• Milkround - Job Type ‘Internship/Placement’ www.milkround.
com

• Graduate Prospects: select the option ‘Jobs & Work experi-
ence’ www.prospects.ac.uk

• Step - one of the main providers in the UK for internships,
placements and permanent opportunities www.step.org.uk
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Volunteering

Volunteering is an effective way to develop relevant work 
experience. You can also volunteer from home!

Some websites that can be useful first points of contact:

• ‘Get Work Ready’ www.beds.ac.uk/careers/get-work-ready/

• Do-it.org: www.do-it.org.uk

• Graduate Prospects:  www.prospects.ac.uk

• NCVO: https://www.ncvo.org.uk/

FREE online courses 

Upskill and gain work experience by completing a free short 
course online

Sources of opportunities include:

• Open Learn -   https://www.open.edu/openlearn/

• Future Learn  - https://www.futurelearn.com/

• Open learn everyday skills in Maths and English (Free) -
Improve your Maths and English with these free online
courses: https://www.open.edu

• The Skills Toolkit - free online courses, tools and resources
to help you improve your digital and numeracy skills: https://
theskillstoolkit.campaign.gov.uk/
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TIME2GROW
Time2Grow is an EU funded programme designed to help businesses solve some of their 
most challenging problems by accessing a skilled graduate workforce.

What do you get?

• A 10 week paid job working on a real business project.
• Get real world experience to develop your CV and further your career.
• Possibility of a job opportunity at the end of the project.
• Training and support on CV writing, interview techniques and professional conduct.
• A range of graduate level job opportunities, located within Bedfordshire, 

Northamptonshire, Cherwell, Milton Keynes, Aylesbury Vale.

GRADUATE 
VACANCIES

Skills Development

Paid Experience Real Projects

Networking

Find out more and sign up: www.time2grow.org.uk



Graduate Scheme or  
Graduate Job?

Graduate Schemes

Graduate schemes typically involve a structured training pro-
gramme lasting between 1 and 2 years within a large organisa-
tion. Many graduate schemes stipulate demanding academic 
entry requirements, although there is a move towards more open 
access in some cases.  

Did you know that the subject that you study does not 
restrict you to working in that field? Spaces on graduate schemes 
are limited so competition is high, and we recommend that you 
start preparing for the application process early with our support. 

Most graduate scheme applications are made between 
August - December with roles starting the following September.

Graduate Jobs

These are roles where your university qualifications are still a 
requirement. Formal training and qualifications are often 
provided without a long term commitment to the company. 

There is also a much shorter time period between applying and 
starting a job. Most graduates work in small and 
medium sized companies (SME’s) across the UK. 
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Finding Work

Careers Online 

Register for an Alumni account with us at: 
careersonline.beds.ac.uk to give you access to a whole range of 
careers resources provided by the University of Bedfordshire via 
our exclusive online jobs portal. 

Other graduate vacancy portals include:

 • www.allaboutcareers.com
• www.ethicalcareers.org
• www.graduate-jobs.com
• www.grb.uk.com
• www.graduatelinks.co.uk
• www.graduatetalentpoolsearch.direct.gov.uk
• www.graduatesintohealth.co.uk
• www.insidecareers.co.uk
• www.joblab.com
• www.jobs.ac.uk
• www.milkround.com
• www.nesgt.com
• www.prospects.ac.uk
• www.randstad.co.uk
• www.reed.co.uk
• www.researchgate.net
• www.targetjobs.co.uk
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Local and other Key Employers

 • www.beds.ac.uk/careers: select ‘Finding Work’ and  
‘Major Local Employers’

Recruitment Agencies

Many agencies specialise in certain types of work, within certain 
sectors or in particular geographical areas. When registering with 
agencies, remember that the employer is the agency’s primary 
client and not you.

A national list of recruitment agencies is available from: www.
agencycentral.co.uk

International Work Vacancies

Sources of information include:

• www.prospects.ac.uk: country specific information for anyone 
seeking international opportunities

• www.targetjobs.co.uk: specific country information
• www.beds.ac.uk/careers: additional information about working 

abroad/Europe
• graduatejobsineurope.com: search by country
• www.gradlinkuk.com: database of overseas opportunities for 

international students 

Our own in-house ‘Recruitment Services Team’ can sup-
port you in finding work. Email: careers@beds.ac.uk 

to find out more 
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Newspapers

Many national newspapers and local newspapers advertise grad-
uate jobs.

It can also be useful to look at trade magazines and journals from 
particular industries as they often advertise specialised positions.

To view online versions of national and a selection of our local 
newspapers:

 • www.beds.ac.uk/careers: select ‘Finding Work’ and  
‘National and Local Newspapers’ 

LinkedIn

Develop a network of contacts to help 
you track down career leads. Making 
connections will give you an advantage 
over others who are only looking at 
job posts.

Useful information on creating a LinkedIn 
account can be found at: 
university.linkedin.com/linkedin-for-students

The Careers Team can support you with creating and 
developing your LinkedIn profile! Contact us to find out more 
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Apply for Jobs 
CVs

Make sure that your CV is relevant to the job. 
Most applications are rejected at this stage. An effective CV or 
application is one that gets you an interview. 

This means meeting the ‘Person Specification’ in the job 
description related to the job. Find out what the employer is 
looking for and ensure that you evidence your suitability.

Keep a record of the jobs you have applied for. Establish a 
system and ensure that your job hunting is an organised 
activity. If you are invited to an interview you will need to know 
exactly what you said in your application and be 
prepared to expand upon it. 

The job market is competitive! Employers may not read your CV 
in full and may initially be looking for a reason to reject you! 

Double check the following before submitting a CV or 
application:

• Poor spelling, grammar and document formatting 
• Content lacks relevance to the role applied for
• Practical examples of skills not included 

Most CVs are usually 2 pages (A4) in length but some roles such 
as creative careers require a 1 page CV. Remember you must 
adapt your CV for every role you apply for! 
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Example CV Template

NAME 
Town

Mobile Number
Email Address 
LinkedIn URL 

Profile: 
3-5 lines summarising your current situation, key relevant 
experience and the type of work you are seeking. 

Education: 
List your education in REVERSE chronological order (the most 
recent first). State relevant modules and your degree result. 
Outline relevant dissertation/project work.

Experience: 
List your experience in REVERSE chronological order (the most 
recent first). Bullet point experience relevant to the job you are 
applying for. Remember experience such as communication and 
teamwork are applicable to any job.

Skills: 
The examples included should provide clear evidence of the 
skills in the job description and personal specification. 

Use the STAR approach to provide evidence of experience. 

Go to: www.beds.ac.uk/careers and review the ‘CVs, 
Interviews and Applications’ webpages for more information. 

Additional Information, Interests and Achievements:
Make these relevant to your application. You don’t have to 
include these if space is limited. 
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Example Covering Letter Template

The opening:
Briefly introduce yourself, the job you are applying for and where 
you saw the job advertised. 

Why the job?: 
Highlight your decision making process. Ensure your letter is 
targeted to the specific role and organisation you are applying for. 

Date

Dear (Name) (if name is not known use Sir / Madam)

Why the employer?: 
A clear statement on why you would like to work for this particular 
employer. Demonstrate your company research. 

Why you?: 
Highlight why you are a good candidate for the role, include your 
knowledge, skills and experience (don’t duplicate your CV but 
highlight key points). 

The ending: 
A succinct ending to the letter. Could include the phrase ‘look 
forward to hearing from you’. 

Salutation 
(e.g Yours faithfully: if you don’t know the name, or sincerely: if 
you have a specific name)

Company Address

Your Address
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Applications 

Most job application forms are online and you can save your 
work as you go. Be aware that some employers can look at your 
application before you have completed it! 

Your personal statement is key to any application. Show your 
understanding of the specific employment sector; how you fit into 
the company ethos and culture, and show the skills and abilities 
you have that would be of benefit to the organisation. Be concise 
and leave the employer wanting to interview you to find out more 
about you. 

Make sure you can evidence the qualifications, experience and 
personal skills the employer is looking for. Always ensure you 
print and review your application before submission to check for 
spelling and grammatical errors.

For a good range of information and tips on CV writing and appli-
cation form completion:

• www.beds.ac.uk/careers/cv: the University of  
Bedfordshire’s Careers website covering good practice and a 
range of examples 

• www.prospects.ac.uk: advice and examples regarding CVs 
and covering letters 

• www.jobs.ac.uk: samples of academic, skills based and  
professional CVs required for academic applications 

• CV Guide for the Creative Industry: have a look at the tips 
provided by University of the Arts London

 
For ideas on different CV layouts: www.cvparade.com 
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Using STAR 

The STAR technique is a widely used tool for  
successfully answering interview questions and  

completing job applications. 

Provide evidence of your achievements by detailing 
relevant activities in sufficient detail. 

• Situation - Create a brief context - what was the  
setting? 

• Task - Be specific. What was the task you faced and 
how did this relate to the people or organisation you were 
working with? 

• Action - Describe in some detail the action that you 
took. e.g. challenges faced, key responsibilities, systems 
and processes used. Refer to your actions alone - the 
employer is recruiting you only and not your colleagues. 

• Result - What was the positive result? Can you show 
evidence of this? 

For more information: www.targetjobs.co.uk
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Interviews
Telephone and Video Interviews
 
Video and telephone interviews have become increasing  
popular amoungst graduate recruiters. According to a 2019  
survey of members of the Institute of Student Employers (ISE), 
47% of employers have started using video interviews. It is likely 
that this figure has increased recently due to the restrictions on 
face-to-face interviews.
 
For advice on preparing for virtual interviews:
 • www.targetjobs.co.uk
 • https://www.prospects.ac.uk/careers-advice/interviews 

Competency Based Interviews 

These are structured to reflect the competencies or qualities re-
quired for the job. The interviewers are looking for 
evidence of your skills and abilities and expect you to 
support your answers with examples of your experience from 
your life to date using the STAR approach.e.g. Describe a time 
when you have given excellent customer service 

Strengths Based Interviews 

Strengths based interview questions predict your future 
potential, what you are particularly good at and what 
inspires you. Some employers are moving away from using main-
ly competency-based graduate job interviews to using a mainly 
strengths-based interview approach.e.g. What motivates you? 
Who do you admire the most?
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Assessment Centres
Some companies run a series of extended selection 
procedures, called Assessment Centres, each lasting up to a day. 
Many organisations have now moved their  
assessment centres online.

Assessment Centres can typically include a number of 
elements:

 • Information session
 • Group ice-breaker exercise
 • Aptitude and psychometric tests
 • In-tray or e-tray exercise 
 • Group exercise
 • Presentation
 • Written task
 • Interview
 • Social activity or networking 

You will find more information on what to expect from:

 • www.beds.ac.uk/careers: select ‘CVs, Applications & Inter-
views’ and ‘Assessment Centres’   

 • www.prospects.ac.uk: information about typical tests and 
exercises 

 • www.targetjobs.co.uk: a guide to assessment centres and 
what to expect

• Free practice tests to help prepare for assessment centres:  
www.beds.ac.uk/careers
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Self-employment 
Many people will go into business for themselves after 
gaining initial experience and/or professional training with a 
larger employer: this is common in fields such as 
accounting, creative industries and professional services.

Sometimes a group of graduates will get together to form a part-
nership upon leaving university. This allows you to draw upon the 
skills of the individual members.

 • The Prince’s Trust -  provides funding and advice to young 
people aged 18-30 who are interested in starting their own 
businesses: https://www.princes-trust.org.uk/

 • Shell LiveWire -  is an entrepreneurial scheme run by Shell, 
which aims to help young business people  
between the ages of 18-30: https://www.shell.co.uk/sustaina-
bility/society/encouraging-enterprise/shell-livewire.html

 • Wenta - offer business start up advice, business training op-
portunities, education programmes and work  
placements: https://wenta.co.uk/ 

 • Semsup - is a start-up support and grant programme for 
those looking to start a business (including social  
enterprises) https://www.semlep.com/case-study/2018/south-
east-midlands-start-up-programme-semsup/

 • Most creative graduates will go on to freelance roles and set 
up their own companies. Useful information on  
starting your own business can be found at:  
www.gov.uk/set-up-business
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Creating Your Own Opportunities 

• Research companies and jobs - for any companies you 
are particularly interested in, look on their website to see if 
there are any webinars, or videos that give you an insight into 
working with them. Network with the people that ran the  
webinar, maybe through LinkedIn, to follow up and enquire 
about further and future opportunities.

• University Open Days and Career Fairs:  
www.prospects.ac.uk/events

• LinkedIn  - You can join work related groups, read or contribute 
to discussion threads to help you improve your knowledge of a 
topic: www.linkedin.com 

• Join a relevant professional body: www.targetjobs.co.uk

• Twitter and Facebook - Twitter and Facebook offer  
opportunities to link with potential employers or people you 
would like to work for

• Chambers of Commerce - Chambers of Commerce can offer 
useful networking events: www.britishchambers.org.uk 
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Disability and Diversity
Wide ranging support is available to graduates on a range of  
topics. Useful sources of information include:

 • ‘Disability and Diversity’ on the UoB Careers homepage: 
www.beds.ac.uk/careers 

 • Equality and diversity in graduate recruitment:  
www.targetjobs.ac.uk 

 • Uprising: a youth leadership development organisation. 
Opens pathways for talented young  
people from diverse and under-represented backgrounds 
developing knowledge, networks, skills, and confidence www.
uprising.org.uk 

 • Getting a Graduate Job with Dyslexia: www.targetjobs.
ac.uk 

 • LGBTQIA support and advice: www.stonewall.org.uk   

 • Leonard Cheshire: for graduates with health or mental 
health conditions and learning disabilities  
www.leonardcheshire.org

Contact the Careers Team to receive tailored advice  
to suit your needs. Find out more at:  

www.beds.ac.uk/careers
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Your employment rights 
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As an employee, you are entitled to many rights that your  
employer must uphold. These can include holiday pay, sick pay, 
parental rights and your wellbeing at work.

Useful sources of information include:

•  Citizen’s Advice for your rights at work:  
www.citizensadvice.org.uk/work/rights-at-work/ 

• My World of Work - your rights at work: www.myworldofwork.
co.uk/your-rights-work-0 

• Disability Rights UK: www.disabilityrightsuk.org/ca-
reers-and-work-disabled-people 

• Gov.uk - employment status information: www.gov.uk/
employment-status/worker 

International Graduates  
• UKCISA - If you are planning to return to your home country: 

https://www.ukcisa.org.uk/Information--Advice/Studying--liv-
ing-in-the-UK/Going-home

• UKCISA - If you are planning on working in the UK after your 
studies: https://www.ukcisa.org.uk/Information--Advice/Work-
ing/Working-after-studies

• Gov.uk - for Visa and immigration advice: https://www.gov.uk/
browse/visas-immigration/settle-in-the-uk



Your mental well-being

Coronavirus (COVID-19) is affecting all our lives, and many people Coronavirus (COVID-19) is affecting all our lives, and many people 
are worrying about what it means for their family, loved ones, and are worrying about what it means for their family, loved ones, and 
for their work. Below you will find links to advice on how to manage for their work. Below you will find links to advice on how to manage 
your mental well-being and cope during times of uncertainty.your mental well-being and cope during times of uncertainty.

• Clic is a free online community to support everyone with their 
mental health - clic-uk.org 

• Mental health apps recommended by the NHS: https://www.
nhs.uk/apps-library/category/mental-health/?page=1 

• MIND has advice about looking after yourself during these chal-
lenging times: https://www.mind.org.uk/ 

• Mental Health Foundation - provide tips that are updated regu-
larly: https://www.mentalhealth.org.uk/

• CALM - Helpline especially for men: tips on coping with social 
isolation: https://www.thecalmzone.net/

• The Samaritans - Listening service: by telephone and online: 
https://www.samaritans.org/ 

• Anxiety UK - self-help resources for anxiety related conditions: 
https://www.anxietyuk.org.uk/coronanxiety-support-resources/ 

• Shelter - for housing advice: https://england.shelter.org.uk/
housing_advice/coronavirus 
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Contact Us 

To arrange an appointment To arrange an appointment  -  - 
Visit our webiste to find out how to contact the  Visit our webiste to find out how to contact the  

Careers and Employability service.  Careers and Employability service.  
www.beds.ac.uk/careerswww.beds.ac.uk/careers

EmailEmail: : careers@beds.ac.ukcareers@beds.ac.uk

Follow us on Social Media  Follow us on Social Media  
FacebookFacebook  @unibedscareers, @unibedscareers, 

LinkedInLinkedIn:: University of Bedfordshire Careers and Employability Service University of Bedfordshire Careers and Employability Service
Instagram: Instagram: uniofbedscareersuniofbedscareers  
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Job scams and internet fraud 

Sadly not all jobs posted online are authentic opportunities, but 
there are things you can do to ensure you don’t get caught out.

 ● Job Scams and Internet Fraud (UCAS)   
www.ucas.com/article/job-scams-and-internet-fraud 

 ● How to protect yourself from online job scams (Graduate-
jobs.com)  
www.graduate-jobs.com/blog/post/628/How_to_protect_your-
self_from_online_job_scams



All information and links were correct at the time of publication: May 2020 
 

University of Bedfordshire Careers and Employability Service 

“Very helpful, staff were able to guide me through my 
worries and provide helpful advice and services”

“Excellent service, pointed me in the right direction and 
showed me what I needed to do next”

“Lovely, very helpful. Left feeling more confident with 
regards to future choices”

A selection of feedback from our graduates:

“The Employability Advisers have been able to provide 
excellent advice on my personal statement”

“They are very helpful in ensuring you are ready for your 
career goals!”

“The Careers Team have helped me a lot with different 
employability aspects throughout my time at the University. 

They are great Careers Advisers!”




