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Section 1:  Why work is important 

 

We all need money to pay our bills but work is important for you psychologically as well as 

financially.  Research has shown a positive link between mental health and employment 

((Health, Work and Wellbeing (2009); Sainsbury’s Centre for Mental Health (2007)) 

 

When you stop to think about it meaningful work provides a number of benefits over and 

above the pay packet at the end of the month.   

 

 

 

These include: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

So, our aim here is to help you find work (either paid or voluntary), or training, that suits 

your needs and skills, and to give you practical ideas and contact numbers to tackle the tasks 

and hurdles that need to be managed along the way. 

 

 

 

 

 

 

structure to your day;  

 

a sense of identity;  

 

a purpose and direction;  

 

the opportunity for social contact ; 

 

opportunities for learning; 

 

developing new skills; 

 

a sense of value; 

 

independence 

 

opportunities for creativity and 

enjoyment 
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Section 2:  What sort of work would suit you? 

 

 

You may already have a good idea of this but if you are unsure or dis-satisfied at work, it 

may help to start thinking about this by considering practical considerations: 

 

 

Elements to consider Notes/comments 

 

1. Location:  Do you need to stay 

in a specific location?  Could you 

move?  How far are you 

prepared to commute? 

 

 

2.  Hours of Work: Do you want full 

time or part time work?  Do you 

need to work full time post or 

would part time hours give you 

more time to do other 

things?(Such as spend time with 

family, care for others, develop 

new skills and interests)  Do you 

want or need fixed hours? Is 

shift working a possibility? Is 

flexibility in working hours 

important to you?  Is job sharing 

a possibility? 

 

 

3. Benefits:  What sort of salary do 

you need to cover your financial 

responsibilities?  How should this 

salary be paid?  What other 

benefits are important to you?  

(For example, holidays, health 

insurance, company car) 

 

 

4. Working Environment:  What 

sort of work place suits you 

best?  Busy or quiet 

surroundings?  Working alone or 

with others?  Is the appearance 

and condition of your working 

environment important to you? 
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5. Working Practice:  Do you want 

to be office based or mobile?  Do 

you want to travel?  Do you 

want to interact with clients or 

customers?  Would you prefer an 

open plan office? Would you be 

happy to share desks and 

equipment? 

 

 

6. Organisational Culture:  What 

type of work would you like your 

work organisation to be involved 

in?  Selling, designing, 

educating, caring, problem 

solving, research......  Would 

you like a fast paced or relaxed 

environment?  Informal or 

business-like? 

 

 

7. Your role:  What type of role 

would suit you?  Providing a 

service, advising, administration 

and organising, helping, 

managing, researching, 

analytical, general or specialist? 
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Section 3:  Defining your skills and qualities 

 

OK, Section 2 covered the practical, necessary considerations.  Now we come to the fun part 

– thinking about you!  Some people will be clear about what skills and qualities they have to 

offer, others will find this more difficult.  We are going to take you through a process to help 

identify and define what you have to offer an employer or voluntary placement.  Everybody 

has something to offer and becoming confident or reassessing our attributes can be an 

important part of being better equipped to tackle the job market, or feeling better about 

ourselves. 

 

 

Skills 

 

 

Notes/Comments 

 

Jot down examples of when you have 

used these skills. This maybe from 

previous jobs, voluntary work, your 

home life or hobbies. 

Do you recognise areas where you 

might benefit from learning new skills? 

1.  Communications Skills: 

Can you listen to and answer 

questions?  Provide information 

in a clear, sensitive and/or 

effective manner?  Work well 

using the telephone?  Meet and 

greet members of the public?  

Persuade others about your 

ideas or products?  Negotiate 

with others?  Present 

information to a group of 

people? 

Can you speak another 

language? 

 

2. Written Skills: 

Can you write letters or reports?  

Can you understand and 

represent information in a 

variety of formats (eg words, 

graphs, diagrams) 

 

3. Information Technology Skills: 

Can you use a variety of 

software packages (Word 

processing, spreadsheets, 

databases etc. Can you learn 

new systems quickly?   

 



7 

 

4. Work well with others and be a 

good “team player”: 

Do you enjoy working with 

others?  Can you listen and 

respect other people’s 

contributions?  Can you 

contribute by sharing ideas, 

information or expertise?  Can 

you work with others to help 

them develop their potential? 

Can you discuss issues and 

negotiate solutions?   

 

5. Time Management 

Are you a good time-keeper?  Do 

you like or have experience of 

working to deadlines? 

 

6. Problem Solving  

Do you like solving problems?  

Can you be creative and 

generate possible solutions?  

Can you test out possible 

solutions and seek further 

improvements?   

 

7. People skills: 

Are you good at building 

relationships with others?  Are 

you able to be sensitive to other 

people’s needs and respond 

appropriately?  Do you listen 

well and use tact and diplomacy?  

Do you enjoy helping others? 

 

 

8. Management Skills: 

Do you have experience of 

managing a project, department 

or team of people?  Do you 

enjoy taking responsibility and 

steering/motivating people and 

organisations to achieve their 

aims? 
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Let’s not forget personal qualities! 

 

Employers are interested to know what sort of person you are so it is useful to think about 

how a good friend might describe you…….(If you get stuck, try actually asking them!) 

 

Lively, energetic, thoughtful, artistic, caring, determined, passionate, honest, efficient, 

hardworking…….. 

 

You can start your list here: 

 

……………………………………………………………………………………………………………………… 

 

……………………………………………………………………………………………………………………… 

 

……………………………………………………………………………………………………………………… 

 

……………………………………………………………………………………………………………………… 

 

……………………………………………………………………………………………………………………… 

Do not be discouraged if you find this 

difficult.   

 

It may be useful to go through it with 

someone else, either a friend or supporter, 

who can help you think of examples.   

The examples do not have to all be from 

previous jobs but you may find you can use 

other experiences.   

 

We have, for example, included in the 

appendix details of “A Mum’s CV” to show 

how bringing up children can equip you 

with a lot to offer a potential employer.  

 

The tip is knowing how to communicate this 

and present yourself in an effective way in 

the job market. 
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Section 4:  Where to Get Help and Advice 

 

1.  Local Organisations 

 

Job Clubs run in Farnborough and Aldershot.  These can help with providing free 

internet use; up to date details of jobs in the area; job hunting guidance, help with CVs 

and letter writing and preparing for interviews.  They are designed to be friendly and 

supportive.  For more information contact:   

Gill White, MB Learning,  

Tel:  07765 283087 

 

Job Clubs in Hart are available too:   

Wednesday 10am – 12noon at CAB, Royal Oak Close, Yateley 

Thursday 10am – 12noon at Hart Neighbourhood Centre 

Friday 10am – 12noon at the Apex Centre, Civic Offices, Harlington Way, Fleet 

Just come along to one of the sessions or for more information call 01256 760800. 

 

2. 1:1 Support for building skills and confidence 

 

If you are a tenant of First Wessex Housing Association, you can apply for 10 hours of 

1:1 support to help you develop confidence, experience and skills to prepare you for 

the job market. 

For more information contact:   

Gill White, MB Learning,  

Tel:  07765 283087 

 

3. Job Centre Plus 

 

“The Work Programme” provides tailored support for people claiming benefits who 

need more help to undertake active and effective jobseeking. Participants receive 

support to overcome barriers that prevent them from finding and staying in work. It is 

delivered by DWP contracted service providers who have been given complete 

autonomy to decide how best to support you.  The type of support available will 

depend on your age and circumstances.  

  

See  http://www.dwp.gov.uk/policy/welfare-reform/the-work-programme/ 

or contact your local job centre for advice. 

 

4. Voluntary Work 

 

Rushmoor Volunteer Centre provides encouragement, information, advice and support 

to anyone interested in volunteering.  They work to identify the best volunteering 

opportunities for each individual. They look at your interests and experience, check 

your availability and discuss your options. There’s no pressure and they will help you 

make an informed choice. 

http://www.dwp.gov.uk/policy/welfare-reform/the-work-programme/
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There is also a supported volunteering scheme for anyone needing a little more help 

and a very successful gardening scheme where a group of volunteers provide a 

gardening service to local people 

 

For more information see the website:  www.rvs.org.uk.  You can download an 

application form or access a database of volunteering opportunities using 

http://www.do-it.org.uk/ 

 

Alternatively call into the office for an informal discussion: 

Rushmoor Voluntary Services, The Community Centre, Meudon Avenue, Farnborough, 

Hampshire, GU14 7LE (Open from 9.00am – 4.00pm Monday to Friday), Tel: 01252 

540162) 

 

If you live in Hart, a similar volunteering service runs from Hart Community 

Action.   For more information contact:       

Sue Vincent 

Volunteer Centre Development Officer 

Hart Volunteer Bureau 

Civic Offices 

Harlington Way 

Fleet 

Hants GU51 4AE Tel: 01252 815652 

Fax: 01252 811841 E-mail: sue@hartvolaction.org.uk 

www.hartvolaction.org.uk 

 

5. Legal Matters 

 

Citizens Advice Bureau offer advice to help resolve problems with debt, benefits, 

employment, housing, discrimination, and many more issues. It is available to 

everyone.  

Advice may be given face-to-face or by phone. Most bureaux can arrange home visits 

and some also provide email advice. A growing number are piloting the use of text, 

online chat and webcams. Search for your local bureau to see the full range of services 

it provides. (www.citizensadvice.org.uk) 

 

6. Employment rights and Rules 

Advisory, Conciliation and Arbitration Service (ACAS)  

Whether you are an employer, employee or representative, you can call the national 

ACAS helpline for free and impartial advice about any kind of dispute or query about 

relationship issues within the workplace. You may want to know about employment 

rights and rules, best practice or you may need advice about a dispute.  

 

ACAS offers an independent and trusted service for dealing with disputes (Collective 

conciliation) between groups of workers and their employers (collective disputes). They 

also deal with disputes where individuals claim their employer has denied them a legal 

right. 

http://www.rvs.org.uk/
mailto:sue@hartvolaction.org.uk
http://www.hartvolaction.org.uk/
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Following the route through the website to ‘Advice A-Z’ you can chose the information 

you would like to access from a huge range covering bullying and harassment, 

discrimination, grievances and diversity to name a few.  

ACAS’s authoritative and impartial advice is available free to individuals via the website 

and telephone helpline: 

www.acas.org.uk 

Monday-Friday, 8am-8pm and Saturday, 9am-1pm: 08457 47 47 47. 

Customers with a hearing or speech impairment may prefer to contact ACAS using the 

Text Relay service. You can contact the ACAS Helpline using Text Relay by dialling 

18001 08457 474747. Your questions will be relayed to the helpline adviser who 

answers the call and a real-time conversation will take place. 

Information on the Text Relay service is available at www.textrelay.org. 

International language support 

ACAS fully appreciate that language should never be a barrier when it comes to getting 

the help and support you need. This is why their team of advisors can assist and talk to 

you in any language you prefer. Simply call the Helpline on 08457 47 47 47 and tell 

them which language you would like to speak to them in. 

 

7. Career choices and advice 

 

The “National Careers Service”  is a public service which provides help and advice on a 

range of areas: 

 

      -  Planning your career 

      - Getting a job 

      - Improving your career through learning 

      - Advice on returning to work, finding childcare, benefits etc 

 

You can use the interactive website: 

https://nationalcareersservice.direct.gov.uk/Pages/Home.aspx 

 

Or telephone an adviser, 8am- 7pm, 7 days a week  

(Tel 0800-100-900) 

(You can request a call back and they will call you back for free;) 

 

Or arrange a face to face discussion, (Tel 0800-100-900) 

 

 

 

 

 

http://www.acas.org.uk/
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Section 5:  Where to find jobs and planning your job hunt 

 

There are a number of ways you can search for jobs: 

 

 Through JobCentrePlus 

This can be in person, by telephone (0845 6060234) 

or on line: 

http://jobseekers.direct.gov.uk 

 

 Through newspapers and trade journals 

By finding out which days the paper comes out and which days include details of 

employment vacancies 

 

 On the internet 

Various websites allow you to search by job type, keyword or location.  You may 

be able to subscribe to email alert and updates.   

 

 By registering with recruitment agencies 

 

 Through word of mouth/networking/asking around amongst friends 

NIACE (2009) state that 70% of people find jobs through this method so 

it may be worth challenging any negative thoughts you may have about 

talking to people about your job search and go ahead and pick their 

brains! 

 

 Speculative approach 

By sending a letter and your CV to an employer to enquire if there are any 

vacancies.  This maybe a long shot, particularly in times of economic difficulties 

but it might be worth considering if you would like to work for a particular 

employer, in a particular field, or you hear that they are likely to be taking on 

new employees. 

 

Looking for a full-time job can be a job in itself so it is important to pace yourself and allow 

yourself time to have fun, relax and enjoy yourself with family and friends.  Some people find 

it helpful to allocate a certain time window each day for job searching or preparing for work 

and then book in times around this for something completely different.   

 

Keeping a record of your job applications, when it was sent and any response can be helpful 

so that you can approach employers for feedback should your application be unsuccessful 

(see later for tips on how to be resilient in the face of rejection). 

 

 

 

 

 

 

http://jobseekers.direct.gov.uk/
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Section 6:  Constructing a CV 

 

A CV is a short document showing details of your qualifications, work history, skills and 

experience.  It is your opportunity to sell yourself to an employer and a good CV would show 

that you have relevant skills, experience and attitudes to fill a role.  So you need to keep it 

accurate, up to date and tailored to the position you are applying for.  Don’t worry if you 

haven’t been in paid work recently.  You can use all aspects of your life to demonstrate what 

qualities, skills and experience you could bring to the role.  There are many good guides to 

CV writing available on line or at the library.     

 

See:  https://nationalcareersservice.direct.gov.uk  

 

This site will explain and help you build a CV.  You can also ring an advisor to ask for 

information or get feedback on your CV.  Tel:  0800 100 900. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://nationalcareersservice.direct.gov.uk/
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Section 7:  Personal Statements/Additional Information 

 

Personal statements can be a section in an application form, on your CV or on a covering 

letter 

 

The employer will have seen which qualifications and work experience you have from the CV 

or application form, so the purpose of this section is for you to show you’re motivated to do 

the job and that you have carefully considered why you feel you would be good at it. 

 

How should I fill this section in? 

 

Be honest, enthusiastic and provide examples of how you have gained the skills, experience 

and qualities the employers are looking for.  Use positive language and show a capacity and 

desire to learn if the role requires training in new skills. 

 

Listed below are ideas for useful terms and skills that can be included.  See if you can come 

up with examples to describe yourself and your experience.  Remember to think and use 

positive language!  You can put the emphasis on your future potential rather than list the 

details of your past. 

 

 

Working as part of a team  

Working without supervision  

Face to face communication  

Written communication  

Working to deadlines  

Planning and organising  

Giving instructions  

Working with figures  

Problem solving  

People skills such as greeting, 

encouraging, supporting others 

 

Computer Skills  

Giving information or advice  

Influencing others  

Other examples you can add  
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Section 8:  What about gaps in the CV and explaining difficult circumstances? 

 

Many people have times in their lives when they are not working.  For example, raising 

children, caring for other family members, redundancy and ill health.  If you have gaps in 

your CV you can explain them positively be showing the things you did in that time, what you 

learnt from those experiences and what skills and qualities they helped you develop.  

 

If you have been a mum you will have needed to be organised, work to deadlines, and be 

able to listen but also give instructions. 

 

If you have been made redundant and out of work you will have had to be self-motivated and 

resilient and may have had the opportunity to develop new skills and interests. 

 

Disclosing a disability or health issue can be tricky and thinking about if, when and how you 

do this may be helpful.  Under the Equality Act 2010, potential employers are not allowed to 

ask health-related questions at the application stage, except in specific circumstances (ie that  

it could cause health and safety problems).  If you tell your boss or employer about your 

illness, you can ask them to treat the information as confidential. 

 

Many employers prefer people to be honest as it helps them make any necessary 

adjustments or arrangements.  Discussing these issues in a confident and calm manner can 

be very useful in helping the employer understand and also gives you the opportunity talk 

about your self – your strengths and skills and how you have overcome life’s difficulties.  If 

you choose not to disclose a health issue at the application stage, you can frame reasons for 

leaving and gaps in an employment history in a positive way such as developing new skills or 

gaining new experiences.  See the Guardian article listed below for more ideas. 

 

You can also decide whether to disclose to your new work colleagues.  Some people prefer to 

keep health issues private and find flexible working arrangements work well.  Others feel 

isolated, or that it is more difficult to seek support.  Look at websites of the charities which 

represent your disability or health condition to find out about peer support and helplines.  

 

Further advice on disclosure can be obtained from: 

 

 Your local Citizens Advice Bureau 

 

 http://careers.guardian.co.uk/careers-blog/disclosing-illness-to-employer 

 

 www.radar.org.uk  (Doing Work Differently Guide) 

 

An excellent example of ideas of for a “Mum’s CV” can be found in the Appendix 

 

 

 

 

http://careers.guardian.co.uk/careers-blog/disclosing-illness-to-employer
http://www.radar.org.uk/
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Section 9:  Covering Letters 

 

1. Creating the right impression. 

 

A covering letter is a short, one page letter that introduces the CV or application form.  

It is your opportunity to create a personal impression and to highlight your relevant 

skills and experiences.  Looking at the job description or job advert, you can outline 

how you match those requirements.  Be honest but use positive and enthusiastic 

language but keep it short and to the point, particularly if you have enclosed a detailed 

CV or application form.   

 

 

Useful terms and phrases: 

 
 

 
 

 

2. Practical considerations. 

 

The letter also needs to include:   

 Your name and address 

 Date 

 The job title, ref no and where you saw the vacancy 

 Correct details for the person you are writing to.  

If you know the name, remember to sign off “yours sincerely”, if you start Dear Sir or 

Madam, end with “yours faithfully”. 
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 Section 10:  Preparing for Interviews 

 

Interviews can be described in many different ways: 

 

 

 

 

 

 

 

 

 

 

Good preparation improves the chances of the interview experience being positive and 

successful. 

 

Top tips to preparing yourself: 

 

 Find out as much as you can about the job  

 Find out as much as you can about the organisation.  The internet or library can help  

 Look over the job details so you have a good feel for the kind of person they are 

looking for 

 Re-read your application and match your skills, experience and attitudes to the job  

 Prepare some questions to ask.  This is your opportunity to see if the job suits you and 

to find out more.  For example: 

 

What more would you like to know about the job?   

What do the employers value in their employees?   

What are the training and development opportunities? 

Having questions to ask shows you have thought ahead and are really interested. 

 

 Have some fun and do a mock interview with someone.  This needs to be realistic but 

you don’t have to take it too seriously – treat it as training exercise; an opportunity to 

practise and get used to answering questions in an interview set-up.  You might get 

some useful feedback on how you can improve the way you come across.   

 

Typical interview questions might be: 

 

What attracted you to this job?  Why are you applying? 

What relevant skills and experience do you have? 

Can you give me an example of when you have had to ……. 

What do you consider your strengths and weaknesses?   

(Tip:  give more strengths than weaknesses and when talking about a weakness give some 

ideas about how you deal with this). 

Do you have any career gaps that might need explaining (Practise your explanation). 

How do you see your future (career) developing? 

Nerve wracking 

Opportunity to 

learn about 

yourself, the 

organisation and 

the job itself 

 

A two-way process 

       Challenging 
Exciting 
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 Plan your route to the venue and allow yourself time so you don’t have to worry about 

being late. 

 

 Plan what you will wear, make sure it is smart, clean and presentable.  If you are 

unsure about how formal, choose something smarter rather than casual.  You are 

unlikely to be criticised for being too smart and it shows you have made an effort. 

 

Then, take a deep breath, allow yourself to relax, and congratulate 

yourself on having done all that you can… 
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Section 11:  At  the interview 

 

 

  
 

 

 

 Make a good impression by giving a warm smile and a firm handshake.  Be courteous 

to everyone you meet. 

 Keep good eye contact – it helps to show you are interested. 

 Listen to the questions carefully and do not be afraid to ask for a question to be 

repeated or made clearer if necessary. 

 Speak clearly and at a reasonable pace and volume.  This can be difficult if you are 

nervous but take a deep breath, answer the question as best you can, and keep your 

answers short and relevant. 

 Be honest – lying can cause problems in the future (like a ghost that comes back to 

haunt you). 

 Take some notes in with you if it helps and don’t be afraid to refer to them.  You could 

jot down the questions you would like to ask the interviewer such as asking when you 

will know if you have been successful. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is your opportunity to “sell yourself” 

and there are some simple things you 

can do which will help create the right 

impression.   

Remember, nervousness is normal in 

these types of situations and it can even 

help you perform better.  Thinking of 

each interview as a learning experience, 

and as a step closer to your perfect job, 

can help you deal with the anxiety. 
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Section 12:  After the interview 

 

If you are successful: 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are unsuccessful: 

 
Record Keeping 

 

 Keep copies of your application to refer to if invited to interview 

 If you are not invited to interview it doesn’t mean your application wasn’t any good.  

Keep it to refer to for future applications but if necessary get feedback on how to 

improve it (through, https://nationalcareersservice.direct.gov.uk, for example). 

 

 

 

 

 

 

 

 Don’t be dejected.  People apply for a 

number of jobs and have a number of 

interviews before landing the job they 

want. 

 Treat it as a learning experience.  

What did you learn from the interview 

or application process?  What could 

you differently next time?  How else 

could you prepare for next time? 

 Ask for feedback – tricky to do but 

often worthwhile.  Have some specific 

questions in mind like “what do you 

think I could do to improve my 

chances of being successful in future?” 

 Celebrate! 

 Thank the employers 

for the offer 

 Check the terms and 

conditions of 

employment and 

clarify, if necessary 

 Agree a start date  

 

https://nationalcareersservice.direct.gov.uk/
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Section 13:  Starting Work 

 

 

 

 
 

 

 

 

In summary, you need to put some simple steps in place to help you stay on top of demands 

and promote your health and well being.  For example you can: 

 

 

 

 List the important things in your life, outside work, and plan when you will do them 

 

 List and plan what you need to do every day or week to keep on an even keel 

 

 Think about what your manager can do to help  

 

 Develop a “First Aid Kit” by identifying: 

things you can do at work when you feel upset, discouraged, hopeless, stressed…. 

For example, talking to a friend at lunchtime, get out of the situation for a while, make 

a cup of tea, think about something you are looking forward to; and  

things you can do after work so you don’t take the troubles of the day home with 

you. 

 

 Recognise when you are having an off day and taking appropriate action 

 

 

 

 

 

Once you have found a new job, 

you are entitled to celebrate your 

achievement. 

 

 It is also important to plan ahead 

to help you adjust and make the 

most of the new opportunity.   

 

Radar, a registered charity 

working to promote health and 

equality have produced a “Work 

Health and Well-Being Toolkit” and 

you can find out more about this 

from TalkPlus. 
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Section 14:  Returning to work after a period of absence 

 

If you have been off work for sometime, for example, if you have had a baby or suffered from 

illness or stress, it can be a challenge to get back into a work routine.  In order to ease the 

transition, many people find it useful to make explicit plans to help manage the change and 

new circumstances.   

 

Here are some ideas that have been suggested by Radar and that you might find helpful.  

Everyone is different so you can adjust and pick out the parts that suit you. 

 

 

1.  Things to do while you are off work 

 

Make a list of things that will build your confidence and stamina: 

 Set a daily routine, including pleasurable activities 

 Build up physical stamina by introducing regular exercise 

 Start some “work-like” activities such as reading, using a computer, doing DIY 

jobs 

 Don’t beat yourself up for having time off and not being able to do all the things 

you used to 

 Keep in touch with colleagues and manager so that you have some idea of what 

is going on 

 

Your manager may be able to support you in your return to work and you can arrange 

times to discuss and agree this.  If you do agree a plan with our manager then it 

should be confidential and should not appear on your staff record.  You might like to 

think about what you will tell your colleagues about why you have been off work and 

any adjustments that will be made.  It can be helpful to rehearse this with a close 

friend or someone you can trust. 

 

2. Preparing to go back to work 

 

 Pop into work to see colleagues  

 Arrange to see Manager to plan your return.  Think together about how you would 

like your absence explained, what parts of the job concern you, how you might 

catch up with information and developments.  Would you benefit from a gradual 

return, building up your hours over the initial weeks? (See below).  

 Arrange duties at home so that when you start you can focus  on work without too 

many distractions 

 Arrange for family and friends to help out with responsibilities when you get back 

from work at the end of the day. 
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3. Starting back at work 

 

Many people find a graded return to be helpful.  This can be achieved in a number of 

different ways and can be discussed and agreed with your manager.  Areas that are 

helpful to think about include: 

 

 Starting back on reduced hours and gradually building up 

 Working from home for while or part of the time 

 Allocating time to catch up on developments etc 

 Start back with more limited responsibilities and gradually increase them 

 Investigate extra support for the more challenging areas of the job 

 Don’t take on additional hours until you are feeling ready and robust. 
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APPENDIX 

 

Ideas for “A Mum's CV” 

 

1. Time management & Prioritisation 

- Have you learnt to balance the needs of different individuals in the household 

(possibly allocating time to different children, partner, friends etc.)? 

- Have you had to meet non-negotiable deadlines (e.g. School pick-up times)? 

- Have you had to develop routines and prioritise tasks (e.g. Learning how to get 

out of the house in the morning with a new baby; learning how to get out of the 

house with a new baby and get an older child to school and get the house clean and 

do the shopping and look after an elderly relative and walk the dog and the list 

could go on and on!) 

 

2. Coaching and Listening 

- Have you tried to explain the ways of the world to a small child? 

- Have you listened to your child learning to read, and tried to help them? 

- Have you coached patiently as your child tried to make a birthday card for their 

grandmother? 

- Have you acted as a listening ear for friends in distress and helped them see a way 

through their situation (or just supported them by listening)? 

 

3. Creativity 

- Have you had to turn your hand to making costumes for school plays, designing 

scenery, making posters, setting up stalls for school fetes? 

- Have you had to come up with ideas for fundraising? 

- Have you had to invent games to entertain children on a rainy day? 

 

4. Communication and Influencing skills 

- Have you had to break into a whole new social set (such as building or joining 

networks of other mums)? 

- Have you put forward ideas for new ventures (e.g. new fundraising ideas for the 

playgroup, or Christmas lunch for other mums at the playgroup) and had to persuade 

others of their potential? 

- Have you had to plan and carry out difficult conversations with teachers when your 

child is unhappy or you feel the school/nursery is not acting effectively? 

- Have you joined any committees and voiced your point of view in a group? 

- Have you approached any businesses or individuals to ask for support for your 

school/ playgroup/charity? 

 

5. Project Planning and Organising 

- Have you organised a children's party (can involve planning the event, getting 

quotes, booking a venue and possibly entertainers, sending out invitations, keeping a 

tally of who is coming, preparing food, prizes, party bags, managing the event on the 

day)? 

- Have you organised any events for school or nursery? 
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6. Financial Management 

- Have you managed the household budget or part of it? Very often, having children 

will result in a drop in income and a rise in potential expenditure, which will require 

very careful budget management. - Have you had to get quotes and choose suppliers 

for capital projects (e.g. Building work, double-glazing, moving house?) 

- Have you had to organise a major event to a budget, such as a wedding, party or 

school event? 

 

7. Application of IT 

- Have you used the Internet whilst at home? Have you tried any home shopping? 

- Have you improved your speed of computer use by playing computer games with 

your children? 

 

8. Crisis Management 

- Have you had to decide instantly what to do with an injured or sick child? 

- Have you had to deal with insurance companies, builders or neighbours following 

storm damage to your house, a car crash or other catastrophe? 

 

9. People Management 

- Have you helped at school or nursery and co-ordinated the activities of other helpers 

or staff? 

- Have you run committees of volunteers or chaired meetings? 

 

10. Learning New Skills 

- Have you had to learn new skills to try and stay one step ahead of your children 

(whether it's to help an older child learning Russian, German or Trigonometry, or to 

explain the LBW rule or the off-side trap used by Arsenal!) 

 

Taken from: http://www.mothersathomematter.co.uk  (previously “ Full Time 

Mothers”) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.mothersathomematter.co.uk/
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