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A BIT ABOUT ALAMGIR KHAN
Who am I?
I am Alamgir Khan, a coach and mentor. I set up AMK Coaching Ltd with
my wife Alison in 2015. Before that in a varied career I have been a
manager, a HR policy expert, a trainer and all-round problem solver.
What do I do?
I am a NLP Master Practitioner and a Master
Practitioner in Hypnotherapy.
I have also previously volunteered as a
Career Development Coach for a major
UK charity helping long-term unemployed and
socially excluded people back into
work.
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HOW WE HELP & SUPPORT…
AMK Coaching Ltd can work with YOU or your organisation to:
 Develop a more open, positive and confident attitude
 Unleash your drive, enthusiasm, determination and self-belief
 Remove self-limiting behaviours and achieve success
 Focus on your priorities and take greater control of your life,
your work, your play and your business.

AMK Coaching turning your “I
can’ts” into “I CANS”!
www.amkcoaching.co.uk
Read our ‘Seeking Solutions’ blog
Email: info@amkcoaching.co.uk
Phone: 07979 884947
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FINDING A JOB:
THE WHOLE PROCESS: AN OVERVIEW
• Finding a job is a PROCESS, yet it’s not one to be approached in an
automated ‘production line’ way.
• A ‘one-size fits all’ approach does not maximise the chances of success.
The applicant has to approach getting a job with enthusiasm, drive and
CREATIVITY.
• CV and application forms have to be crafted to suit the particular
application.
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FINDING A JOB:
THE WHOLE PROCESS: AN OVERVIEW
• You may have to make many applications before you find a job. In
addition to being creative and determined, you have to remain
MOTIVATED and above all be PERSISTENT.
• It’s only human to be disappointed if
you don’t get the result YOU want.
• However, pick yourself up, learn from
the feedback and start again, and
again, if necessary.
• With DETERMINATION YOU will get there.

• YOU can’t WIN, if you give in.
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FINDING A JOB:
THE WHOLE PROCESS: AN OVERVIEW
• The process of finding a job has a number of steps that have
to be done well to maximise the chance of success:
1.
2.
3.
4.

Job search;
CVs, job applications and covering letters;
Interviews and testing; and
Feedback from the organisation, whether or not you get the job.
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FINDING A JOB:
1. JOB SEARCH
• On-line job search is hugely popular but there are other ways of
finding opportunities and you should use as many of them as possible
to maximise success. These include:
1.
2.
3.
4.
5.

Newspapers & magazines, including trade publications;
Recruitment and temping agencies;
Job centres and job clubs;
Social media, such as LinkedIn; and
Networks, former colleagues, families & friends.
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FINDING A JOB:
1. JOB SEARCH
• When searching for work it makes sense to cast your net as far as
possible. You also need to read job descriptions and person
specification for the job very closely. Questions you should ask yourself
before applying include:

 How much do I want this job?
 What are the employers looking for from an applicant?
 How closely do the requirements of the job match my skills and
experience?
 Even if I don’t have all the requirements, do I have enough to be a
viable candidate?
 Are the salary, the hours and location suitable for me? Could I make
lifestyle changes that would mean I could take the job if offered it?
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FINDING A JOB:
1. JOB SEARCH
• The search for work has to be realistic.
• It may not always possible to find the
perfect job straight away. Some
compromise and patience is likely to be
needed.
• Your career may see you go through many
jobs before you reach the place that you
really want to be.
• PLANNING your career path can be very
satisfying, especially when you can look
back and see the journey you have taken.
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FINDING A JOB:
2. CVS, JOB APPLICATIONS AND
COVERING LETTERS
• CVs and applications are the first steps to demonstrating that you are
the best person for the job. To maximise your chances of success,
time and effort should be given to them to show your achievements I
the best light.
• While you should always have an up-to-date CV, it is always best to
tailor them to the particular job you are applying for, emphasising
your most relevant skills and experiences.
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FINDING A JOB:
2. CVS, JOB APPLICATIONS AND
COVERING LETTERS
• CVs also come in many varieties and examples of CV formats can be
found online and in books. YOU should be able to find a format that
suits you the best and adapt it to your needs.
• It is also best to keep CVs concise, usually no more that two sides of
A4 paper. SO, EVERY WORD, EVERY PUNCTUATION MARK AND EVEN
EVERY SPACE IN BETWEEN COUNTS!
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FINDING A JOB:
2. CVS, JOB APPLICATIONS AND
COVERING LETTERS
• Job application forms are often much more detailed than CVs and
can require even more time and effort.
• It may also involve finding out more about the organisation you are
applying to, as it may allow you to complete the form in a way that is
more relevant.
• But, if the prize is the job you want, it’s worth all the hardwork!
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FINDING A JOB:
2. CVS, JOB APPLICATIONS AND
COVERING LETTERS
• Besides all the basic information, such as name, address
and so on, an application form will usually enquire more
deeply about you and your experience.
• It is likely that you will be asked to write about examples
from your life and work that show that you have the
skills, knowledge and experience to do the job.
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FINDING A JOB:
2. CVS, JOB APPLICATIONS AND
COVERING LETTERS

• It is best to give your answers plenty of thought
before completing the form. Consider whether your
answers show you in the best light?
• Your answers will also have to be concise. So, once
again, every word counts!
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FINDING A JOB:
2. CVS, JOB APPLICATIONS AND
COVERING LETTERS

• Covering letters are often seen as a little note that
has your basic information and says that you want
to apply for the job. NO!
• It is another great opportunity to highlight that YOU
are the right person for the job. Oh, YES it is! In
addition to all the information you have to give,
here is an opportunity to give HEADLINES why you
are the ONE.
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FINDING A JOB:
2. CVS, JOB APPLICATIONS AND
COVERING LETTERS

• For example, ‘Please find my CV attached. I am
very interested in applying for this post. I believe
that I have the skills and experience for this role
which include…’
• Use your covering letter effectively and positively to
give an excellent first impression of your suitability
and be ‘the chosen one’, even before the employer
looks at your CV or application.
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FINDING A JOB:

3. INTERVIEWS AND TESTING
• Being invited to interview means that your CV or application form
is impressive enough for YOU to be seen as a potential employee.
YOUR application has helped YOU achieve this.
• Interviews can take many different forms: from an informal oneto-one outside the workplace, or sometimes even by phone or by
SKYPE, to a formal office setting in front of a panel of two or more
people.

©Alamgir & Alison Khan 2018

18

FINDING A JOB:

3. INTERVIEWS AND TESTING
• The length of interview; the style of questions and even
the number of interviews you will have to attend can
vary greatly.
• Whatever the format, the purpose is always the same: to
find out whether YOU are the best person for the job. No
more, no less.
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FINDING A JOB:

3. INTERVIEWS AND TESTING
• Sometimes, those applying for a job can be asked to make a presentation or
complete certain tests or exercises. This is not that common and the
organisation should give plenty of warning and an opportunity to prepare in
advance.
• Whatever, the interview or test YOU need to be prepared to prove just that
YOU ARE THE BEST PERSON FOR THE JOB.

• PREPARING for interview is the KEY to SUCCESS.
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FINDING A JOB:

3. INTERVIEWS AND TESTING
• No amount of preparation or effort is too much; a good method of practice is
to answer potential questions:
 prepare examples of where YOU meet, or exceed, the requirements of
the job as you will get questions about your competency;
 Find out more about the organisation you are applying to;
 Prepare some questions that YOU might want to ask, if given the
opportunity;
 be ready for open questions like ‘Why do YOU want this job?’, ‘Tell us
more about yourself?’ or ‘Why is there a gap in your employment
history?

The best interviews feel like a
normal, interesting
conversation.
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FINDING A JOB:

3. INTERVIEWS AND TESTING
• IT’S NOT JUST ABOUT THE ANSWERS YOU GIVE TO THE QUESTIONS. Your
facial expression, tone of voice and body language etc., speak volumes
about you. YOU MUST MAINTAIN A POSITIVE ATTITUDE.
• So, plenty of smiles, good eye contact, a good posture, some, but not
too many, hand gestures and modulating your voice are all important.
• And, of course, dress appropriately.
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FINDING A JOB:

3. INTERVIEWS AND TESTING
• FINALLY, on the subject of interviews that is, it’s alright to be nervous. A little bit
of nerves can even keep you alert during the interview.
• However, don’t let nerves take over. If you’ve prepared for the interview and
done all that you can beforehand, you know that you have done your best,
whatever happens. BEING PREPARED is the best way to keep nerves at bay. It
also maximises your chances of SUCCESS.
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FINDING A JOB:
4. FEEDBACK FROM THE ORGANISATION
• Hopefully, you will have got the
job. However, whatever the
outcome it is always a good idea
to ask for feedback.
• Organisations are not obliged to
give this, but if they are willing to
do so, it will help you to find out
where you did well and what
needs development for your next
application.
• While you may not want to hear
what you need to learn to do
better, using feedback correctly,
can only help to improve your
future applications.
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FINDING A JOB:
5. HAVE THE RIGHT MINDSET: BE POSITIVE!

YES, THE MINDSET REALLY

MAKES A DIFFERENCE:
Be ENTHUSIASTIC and think CREATIVELY;
Be REALISTIC and FLEXIBLE;
Use the FEEDBACK YOU GET TO GET BETTER;
and most of all, BE

POSITIVE!
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FINDING A JOB:
THE WHOLE PROCESS: SUMMARY
• To summarise briefly on the process:
 Lots of ways to find job vacancies;
 Think about your fit for the job;
 Use every opportunity to sell yourself;
 Preparation, planning and practice is essential;
 A little bit of nerves is natural and may even keep you alert;
 Always ask for feedback.
 Always keep a positive mindset!
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FURTHER HELP & SUPPORT…
We hope that you have found this guide useful. It would be great to have your feedback on it.
In addition to one to one life and business coaching, AMK Coaching also helps and supports people
who want to take that important next step in their careers by providing:
Interview Practice
Do you need a little help to feel more confident and interview-ready? We can deliver mock
interviews and give you honest, friendly and helpful feedback on what went well and those areas
you need to develop to get the role you want.
CV Checking and Advice
Already got a CV but it’s not getting you interviews? We can check your CV, offer advice and
practical tips on how it can be improved.
Why not contact us to find out more? Get in touch either by email at info@amkcoaching.co.uk or
by phone on 07979 884947

Alamgir & Alison Khan, AMK Coaching Ltd
www.amkcoaching.co.uk
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COMING SOON…
In the coming months AMK Coaching will be releasing the following tools and resources to help you
get the most out of your life and career:
Creative Confidence Academy
We want you to help you get the most out of everything you do, so watch out in the near future for
our on-line academy which will help you to find out what you really want and help show you how to
get it.
Speak Up!
Need to speak in public? Losing sleep over it? This is the guide for you. Put that anxiety away by
reading our short, sharp and helpful guide, which will give you the tips you need to polish your
speaking skills and present yourself with confidence.

Approaches
Everyone has a preference for a type of role that they believe is a good fit for the skills they have.
Approaches is a fun and helpful tool to help you identify your wants and skills and match them to
the role you are looking for.
Alamgir & Alison Khan, AMK Coaching Ltd
www.amkcoaching.co.uk
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