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FOREWORD

Dear Students,

Do you feel uncertain about the future?

Are you looking for guidelines to help you plan your career?

Do you need hints on writing your CV and preparing for your interview?
"CHANCE FAVORS THE PREPARED MIND" (LOVIS PASTEUR)

CPCE Student Affairs Office (CSAO) is committed to helping you discover and
develop your talents and potential, and preparing you for pursuit of your goals in life.

To strengthen your competitiveness in job search, the Further Studies & Career
Centre (FSCC) has produced this T6B8 HUNTING GUIDE. It is a useful and handy
booklet especially for SPEED and HKCC students, outlining the key steps you need
to take to find a job.We do hope that this guide will help you develop a better
understanding of yourself, learn how to search for jobs, write a great cover letter and
CV, prepare for a job interview, and learn the tips of post-interview follow-up and
evaluation.

You are strongly encouraged to visit the FSCC on both PolyU Hung Hom Bay
Campus and West Kowloon Campus or make an appointment with our professional
Career Development Officer for one-to-one advice on career-related topics such as
CV writing, career assessment and job interviews.

Last but not least, the production of this Job Hunting Guide would not be possible
without the contributions by a number of dedicated parties. Special thanks have to
be given to the Further Studies and Career Development Section for its effort on
producing the guide, and the administrative team for its efficient administrative
support.

| do hope that this booklet will prove to be a useful starting point on your journey

to find your dream job. A bright future is ahead of you!

Joseph SO, PhD
Head of Student Affairs

College of Professional and Continuing Education
The Hong Kong Polytechnic University
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PREPARATION OF COVER LETTER AND RESUME YEM RIBRAZE AR e

Cover Letter KIS
A cover letter gives you the chance to tell a potential employer why you are the perfect
candidate for the position.

KB EZANR—EHS - REEIRPBREEBEBAUNRENE -

Introduction &7
When and where did you read the job advertisement?

REQRUERSHZERES ?

What position are you applying for?

RIS P A AL ?

The Body IEXX
How is your education background related to the position applied for?

TRAVER R YO {o) B2 G ER R IR (U B R 2

What work experience can make you stand out from other candidates?

REML TIFEER  FRUEEMEEARREDL ?

How are your extra-curricular experiences related to the position applied for?

RESIMARINE BN YT R U R BB (U A RF ?

Closing Paragraph %%
Look for an interview opportunity and provide the employer with your contact
number and email address.

FMEAEE - WIRHEMAEDMEI L -
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14 March 2020

Human Resources Department

Ming Pao Magazines Limited

I5/F, Block A, Ming Pao Industrial Centre,
18 KaYip Street, Chai Wan

Hong Kong

Dear Manager,
Re:Application for the Position of Social Media Specialist

With reference to the advertisement in the Good Morning Post on 3 March 2020, | wish to apply
for the position of Social Media Specialist. | have enclosed a copy of my resume for your reference.

I am now in the final year of the Bachelor of Arts (Honours) in Marketing and Public Relations
offered by School of Professional Education and Executive Development of The Hong Kong
Polytechnic University. The intensive course work has equipped me with the essential knowledge in
marketing management and necessary skills in communication. | am able to speak and write in
English and Chinese (both Putonghua and Cantonese). My group projects included a competitive
analysis of the Ocean Park Hong Kong and Hong Kong Disneyland and a market study of the
Circle K.

Having worked as a Freelance Social Media Specialist for Hong Kong iNet Limited for more than a
year, | have gained practical work experience in building and executing social media strategies. | am
responsible for setting up and optimising company pages within each social media account, and
conducting research to understand online marketing channels and trends.

As an outgoing person, | have participated in various extra-curricular activities during my study. |
enjoy participating in the Mentorship Programme and treasure the job shadowing opportunity. | am
paired up with a mentor from the marketing industry who has given me a bigger picture of the
industry.

| shall be happy to attend an interview at your convenience to provide more details about my

academic study and work experience. | can be reached by phone at 9123 4567 or by email:
Chan_Tai_Man@gmail.com to arrange an interview. | look forward to speaking with you.

Yours sincerely,

Pon

CHAN Tai Man

Enclosed: Resume J/
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Resume [EFESR

Resume is a brief summary of your background that highlights your skills, experience and
qualifications. It is also a selling tool for you to get an interview.

BEXZZEASRNEE - BEREEARKEE - ZBNEE - BNEMRN THETER,
FARFMEHES -

Contact Information B8 &1l
Your full name, contact number and email address

REVEER ~ BHAS B RA SR AB AN EELsth it

Education £

Name of school, programme and study period
BREM - RIEBH - BEY

Work and/ or Internship Experience T{ER/ B &5

Relevant full-time and/ or part-time work and/ or internship experience with
name of the company, position, working period and job descriptions

HEEB A/ R IR BB LR SFATEME Bt - 2ER
HRBE

Extra-curricular Activities ZRIMNEEN
Name of the organisation, activity, role, contributions and participation period

wEEHE  EREE B BERSMBAH

Awards 3EIH
Name of the organisation, award and year

HiBsEE RIEZBEREREN

Skills & Capabilities ¥ AEFIAE
Language and other skills

@ B MEh I AE
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CHAN Tai Man
9123 4567
Chan_Tai_Man@gmail.com

EDUCATION/ ACADEMIC ATTAINMENT
School of Professional Education and Executive Development (SPEED)
The Hong Kong Polytechnic University (PolyU)

Bachelor of Arts (Honours) in Marketing and Public Relations

Hong Kong Community College (HKCC)
The Hong Kong Polytechnic University (PolyU)
Associate in Business (Marketing)

Tsuen Wan Government Secondary School
Form | to Form 6

WORK EXPERIENCE
Hong Kong iNet Limited
Freelance Social Media Specialist (Part-time)
* Assist in conducting research on digital products
* Manage and maintain social media accounts
* Answer over 50 social media inbox enquiries per day

EXTRA-CURRICULARACTIVITIES
PolyU SPEED
Mentorship Programme
* Pair up with a mentor from the marketing industry
* Take part in the job shadowing arranged by the mentor
* See a bigger picture and understand more about how the industry functions

AWARD
Tai Hang Youth Centre
Best Volunteer Award

SKILLS AND CAPABILITIES
Language: Proficient in both written and spoken Cantonese, English and Mandarin
Computing: Familiar with MS Word, Excel, Access, PowerPoint and SPSS

DATE AVAILABLE
June 2020

EXPECTED SALARY
$15,000

2018 - present

2016 -2018

2010-2016

Sep 2018 - present

Sep 2019 - present

2017-2019
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JoB SearcH FARNEL
Through the following channels, you can try to find a job which meets your personality, values
and skills.

REELUTRRE - ERSR—MHEBESECEN - TIREESMEEENIE -

I. Career Fair (offered by SPEED in collaboration with CSAO)
MEHEE ( ASPEEDE W - BESTERM )

Before Joining the Fair During the Fair
SEMEMEEA TEME IR

Attend “CV Writing Workshop”, “Mock

Interview Workshop” and Career Talks Check and prioritise your interested companies
2N "BREERIES. - EHRREBNAT - ARREBERFEHS
TSR E A TR o M 2SI
Join Interview Clinic Introduce yourself briefly to the potential employers
210 " EA AR . ERERIHENEEC
Bring sufficient copies of your resume Make good eye contact with the potential employers
HHREHEERER BLEREE RISREZN
Dress up in a formal suit or dress Join on-site “CV X-ray service” if necessary
SEARABHESE WMERE - TEBSSN " BEREMRE .

2. Recruitment Websites

RIS 4L

Civil Service Bureau
PEESEHR
www.csb.gov.hk/english/recruit/7.html

cpjobs
www.cpjobs.com/hk

CTgoodjobs
www.ctgoodjobs.hk OF 2rr™

JobsDB
hk.jobsdb.com/hk

JuMP ;
J/ jump.mingpao.com =]}
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STEP 2 - INTERVIEW PREPARATION AND FOLLOW-VP
B AR B A R U

TiPs For JNTERVIEW PREPARATION Thi v If i Tk

I. Browse the company’s website and annual report to gain a comprehensive understanding of
the company

BABZATNBBENER - 2H S B2 ATER

2. Make a job application record

FEE LIFERRR

Date of " Interview Date,
Application Company ol Cerfiz Position Time & Venue
Submission

CE=E]

Address Address Phone Number IS Et O -

ATk Ebibiubily BHEERE R B HhEs
<1 [8] ol

3. Bring your identity card, ball pens, correction pen or tape, resume, mobile phone and
academic certificates (if necessary) to attend the interview
SMEDE - FEHEE0E  RFE  HEE/ T BEXR - FREZNEBEFHRX
* (NHBERE)

4. Prepare questions to ask the potential employer at the end of the interview

FRfEEERET AR

Example |: Which supervisor or department does the employee report to?

BlF— . ZBUNBE THEREMA ESBMERFIERE ?

Example 2: What is the development plan of the company for the next 5 years?

BlF_ . ERTERKAFATERR S ?
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STEP 2 - INTERVIEW PREPARATION AND FOLLOW-VP
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VPON ArRIVING AT THE TNTERVIEW LocaTion FiEm sl

I.Arrive 30 minutes earlier so that you can have enough time to fill in the application
form and relax

RAI=+7EIE  NEARHRBEESPBERERMZOE

2.Switch off your mobile phone and other electronic devices

BisFREBERETRE

3.Keep smiling to the staff and interviewer

HESME S EEARSME

4.Knock the door before you go into the interview room

EAERER - FEBM

5.Sit down properly when invited or prompted by the interviewer

FESEEARBNRES TERA T
POST—INTERVIEW FOLLOW-VP AND EVALVATION ThHi sk IR K bt

I.Which part of the interview were you doing fine?

EEED - AWML HiSHE

2.What are the areas for improvement?

AL RN

ToP 10 IurerviEw QuesTions i A H i &

|.Please briefly introduce yourself.

FEHENBEC -

2.What are your strengths and weaknesses?

IRATPLLE R ANGRES ?

3.What makes you apply for this job?
IR EERBRFEEB ?

4.What makes you think that you are suitable for this job?

IRYNETBESD RS (R LR 1L 2

5.What do you know about our company?

RE KA EERH

6.Have you visited our website? Please give your comments.

REHNBEARSBIN ? BHRER -

7.How can you contribute to our company if we hire you?

BRINIRERA - IREEAVH AR EMFH A EE M ?

8.What are the most important rewards you expect to receive in your career?

RPEEHETEPESREANRE2MHE?

9.What are your goals for the future?

RERIRA R ?

10.Do you have any questions?

REEREZMEH ?
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STEP B — ACCEPTBNCE OF APPOINTMENT *
B BT

Do you fully understand your job duties, working hours and other terms of employment?

MEEHA rBRECH TFEEABEE - TIFRHEREMEBRIRG ?

What is the compensation and benefit scheme provided by the company?

PNERBEMTEETREF ?

What kind of training opportunities will the company provide?

NEREMESINEE ?

Did the employer provide you with a copy of the signed contract for future reference?

EBEEERHGIR—MERZENGHNIERESE?

*Labour Department. (2017). A Guide to Job Hunting. Retrieved from heeps://www.labour.gov.hk/eng/public/eip/JobHunting.pdf
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TNFORMATION ABOVT FURTHER STUDIES + CAREER CENTRE
FHER B SO ER

Locanions HiE,
Room 406, PolyU Hung Hom Bay Campus

BT AL ABERE 4062

Room 301, North Tower, PolyU West Kowloon Campus
HEE T AB ANERE JEEE301Z=

OPENING Hovrs BTN
Monday — Friday 10:00 am — 6:00 pm
EH—=E8hH FFTRENFAR

Saturday, Sunday and
Public Holidays Closed
EHN - BRATEBRE #AR

ENQUIRY HOTLINE T ) EhGS

3746 0193 (PolyU Hung Hom Bay Campus FE A AT i) 4% )
3746 0293 (PolyU West Kowloon Campus 2 A 78 /1 524% &)

@ fscd@cpce-polyu.edu.hk

e sao.cpce-polyu.edu.hk/en/fscd
A\ 4

0 CPCE SAO Further Studies and Career Centre S84 E 75 E—FH 2 KZFED /L

@ csaofscc

Facebook Instagram Website

College of Professional and Continuing Education Limited is an affiliate of
The Hong Kong Polytechnic University.
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