WA

Cit
ft...on‘é

Mealee

RESOURCE

o
>3
>3
<
2 4
O
o
2 4
a ¥
O
=
1 4
O
e
=
o
>3



Content

Getting started

Page 5, 6 and 7 Getting to know you

Session Outlines
Page 8 Building resilience and personal motivation
Page 10 Confidence and self-belief
Page 12 Planning for the future
Page 14 Communication and organisation skills

Page 17 Goal setting

Page 18 Goal setting
Page 19 Writing a letter to your future self
Page 20 Daily routine
Page 21 Finding joy
Page 22 SWOT analysis
Page 23 Getting a job
Page 24 Climbing the ladder to success
Page 25 How to eat an elephant
Page 26 Big things, little things
Page 27 Life luggage

Page 29 City Lions communications top tips



Content

Page 30 and 31 Self talk
Page 32 and 33 Tips for building resilience
Page 34 and 35 Plan B
Page 36 and 37 Three things
Page 38 - 41 People map
Page 42 and 43 Exploring an industry
Page 44 and 45 How to ace emails
Page 46 and 47 Being professional: City Lions top tips
Page 48 City Lions guide to time management
Page 49 - 51 City Lions 10 tips for time management
Page 52 and 53 CV writing
Page 54 Personal statement
Page 55 Networking
Page 56 - 57 City Lions interview tips
Page 58 and 59 Strength and skills plan
Page 60 What’s my routine?

Page 61 Buliding self-esteem

citylions.org



Notes:




Getting to know you

Mentor pairs can use this form at their first mentor meeting. We've created this to help you get to
know each other better and identify any additional support that may be required. It covers sensitive
subjects so don’t worry if you don’t feel comfortable talking about these straight away.

Mentee/Mentor Information

Name: Name:
Preferred Pronouns: Preferred Pronouns:
About You

What are your likes and dislikes?

What would you like to achieve in the next four months?

What are your future ambitions?
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Getting to know you...continued.

Do you have any general support needs? Vv X

Do you have a visual impairment?

Do you have a hearing impairment?

Do you need support reading or writing?

Do you need to take extra breaks?




Emotional Wellbeing

Explain any anxiety you may have

Explain any stress you may have

Explain any mental health worries you may have

Do you have any triggers that cause negative reactions?

How can we support you?

7 citylions.org



Session outline: Building resilience and personal motivation

What:

Emotional resilience is the ability to adapt to difficult, stressful, or unexpected situations.
It is not a skill we are born with but is a really important one for us to develop in order to
manage difficult times and bounce back from setbacks.

Personal motivation is also essential in helping you to keep going when times are
hallenging. Developing your motivation can help you become self-starting and pro-active in
achieving your goals or ambitions.

Having these skills allows you to face challenges, learn from them and apply your
experiences towards living a healthy life.

This session will provide you with some information and methods to help you develop both
these skills and your mentor will be able to share their own advice and experiences with
perceiving difficult situations.

Ice breaker task: Motivational playlist

+

Sound and music are powerful things — they have the power to calm us, make us feel happy,
make us feel like we are not alone. Music was created to make listeners feel a particular
way.

Harnessing how music makes us feel can be a way to boost your own wellbeing.

Think of at least 5 songs that make you feel on top of the world. Share these with each other
and discuss what it is about that song that makes you feel motivated or like you can take on
any challenge.

Is it a particular memory or moment, maybe it’s the lyrics or the way the instruments sound?
What other things make you feel like you can tackle anything? How can you use these to
build you up when you are feeling low? Share with each other and commit to exploring each

other’s methods.

Discuss how you can utilise culture and creativity to support you with your resilience and
motivation.

Why not create your own motivational playlist together on a streaming platform or on
YouTube so you can listen to it whenever you a bit of a boost!



Resources:
Page 30: Self-Talk — a worksheet to help work out steps needed to reach an end goal.
Page 34: Plan B - a worksheet to help identify things that might sabotage a goal.

Page 36: Three Things — a worksheet to help break down bigger goals into
manageable parts.

Page 27: Life luggage — a worksheet to help document goals and track progress.
Page 26: Big things little things — a worksheet to help document goals and track progress.

Page 61: Building self-esteem — a worksheet to help document goals and track progress.

Notes/thoughts/ideas/doodles/scribbles...
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Session outline: Building confidence and self-belief

What:

We all experience moments of self-doubt and uncertainty — even the most confident
people have moments where they think, ‘I'm such a failure’. It's part of being human!
However, having tools to help us become more confident can support us to be happier and
more resilient.

This session will provide you with some information and methods to help you develop your
self-esteem and become more aware of your personal skills and attributes. Including
supporting you to develop each of the above points. Your mentor will be able to share their
own advice and experiences with developing confidence.

Building self-esteem can be done by:

+ 4+ttt

Creating an action plan to combat low-self-esteem experiences
Create positive affirmations

Accept failure

Reflect on your characteristics and strengths

Reflect on what is important to you

Identify meaningful goals

Ice breaker task:Story swap

+

+
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We are all different and our unique experiences and interests make us who we are!

What are the things you love about your culture? It could be anything about the food you
eat, to the stories you grew up with, to the music you listen to.

Write, draw, tell or create a mood board of a short story that teachers others something
about you, what do you want the world to know about who you are? What parts of your
identity do you like? How could you do these things more often or tell more people about
them?

Think about how these elements might play a part in your future, could you see your life
without them? Why are they important to you?



Resources:

Page 22: SWOT analysis worksheet — worksheet to help identify strengths, weaknesses, threats
and opportunities

Page 28: What am | like worksheet — worksheet to help i identify areas of strength or enjoyment

Page 58: Building self-esteem worksheet — worksheet to help build confidence and identify posi-
tive attributes and achievements

Page 58: Strengths and skills plan — a worksheet to help you identify your strengths and make a
plan to use them

Notes/thoughts/ideas/doodles/scribbles...
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Session outline: Planning for the future

What:

+ You might be thinking about your next steps after GSCE’s and about what you might like to
do next — college, sixth form or an apprenticeship. You might even be thinking about getting
a part-time job! .

+ In this session your mentor will help you to think about and research your options. You might
also want help with applications for further education, training, or employment.

+ You'll also explore how your creative skills can help you in your applications and for your
future — creativity is one of the top skills employers are looking for. Find out how to use this
to your advantage!

Ice breaker task Past, present and future

+ Imagine a day in the life of a version of you in the future. How are they like you and how
might they differ?

+ What might you be wearing, eating or doing? What job might you have, where might you
live?

+ Create a mood board online or with old magazines/newspapers that tells the story of a day

in your future life. You could even draw or write a story instead.

+ Think about what your life might be like in 50 to 100 years in the future. There are no limits
to what your future-self might be doing, only your imagination, how creative can you be?

+ How can you use your mood board to help you set goals and make plans that help you
reach to your imaged future self?

Resources:

Page 19: Writing a letter to your future-self worksheet — worksheet to help identify future goals
and aspirations.

Page 23: Getting a job worksheet — worksheet to help set goals for gaining employment.

Page 42: Exploring an industry worksheet — worksheet to help explore/research important
information about industries.

12



Notes/thoughts/ideas/doodles/scribbles...
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Session outline: Communication and organisation skills

What:

+

From arranging a visit to the park with your friends to getting to a part-time job on time,
being able to effectively organise your time and communicate with others are essential life
skills. They’re also required to help build a positive mentoring relationship!

Identifying different methods of communication and who you might utilise these when
interacting with different people and in different situations can really help you in all areas of
life, from home to school and in the workplace.

So, from carving out time to get your homework done to texting your friends your new
favourite song - nailing both these skills will support you in many ways!

ice breaker task: FizzBuzz coding task

+

14

Using Python coding language, write a programme that will print the numbers 1-100.
However, if the number is divisible by 3 you want the programme to print “fizz”, and if its
divisible by 5 you want the programme to print “buzz”. If it is divisible by both then print
“fizzbuzz”.

Try this quick Python tutorial and give the task a go here.

You may have heard of different coding languages — Python is just one of them. Coders
use a variety of languages to programme different types of software. Small changes in code
can throw off a whole programme and have different rules, so what works for one language
may not work for another. And in some cases, you'll get a different outcome all together!

Whilst doing the task, think about how these coding languages are similar to how we
communicate with other people. We all have different styles and preferences for how we
communicate and how we like to be communicated with.

Understanding other people’s styles and preferences is an important tool for being a good
communicator as you’ll be able to adapt your own methods in order to get your message
across to them in the right way.

Discuss together how you might adapt your communication style or methods
depending on who you are communicating with and what you are trying to communicate.



Resources:

Page 20: Daily routine worksheet — worksheet to help create a daily routine and improve time
management.

Page 48: Guide to time management - our top tips for time management.

Page 38: People map worksheet — worksheet to help map who needs to be communicated with
and how.

Page 29: Communication styles and the four T’s — information on styles of communication and
the four T's of communication.

Page 44: How to ace emails - our top tips for writing emails.
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Notes/thoughts/ideas/doodles/scribbles...
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Session outline: Setting goals

What:
+ Goal setting is key to helping you make the most out of mentoring and in your wider life!
+ Goals can help you start thinking about the future and help you work towards getting where

you want to be in manageable tasks.

+ Some goals will be things you can achieve quickly whilst others may take time. Sometimes
goals will change and develop into something else entirely.

+ In this session your mentor will help you identify goals and actions needed to achieve these.
Ice breaker task: Recipe for happiness:

+ Write an ingredients list that is a recipe for happiness (this could be in the form of a poem or
another piece of creative writing)

+ Think about the ingredients you would choose, where do you find them, and how much of
each do you need?

+ Write down your recipe instructions — then get cooking!

+ Think and discuss — has your recipe changed over the last year? What is your most special
or secret ingredient?

+ How can this recipe for happiness help you with your goal setting? What ingredients feel out
of reach and how might you get these to complete your recipe?
Resources:

Page 24: Climbing the ladder to sucess — a worksheet to help work out steps needed to reach an
end goal.

Page 26: Big things, little things - a worksheet to help identify things that might sabotage a goal.

Page 25: How to eat an elephant — a worksheet to help break down bigger goals into
manageable parts.

Page 18: Goal setting form — a worksheet to help document goals and track progress.

17 citylions.org



Goal setting

+ Use this table and associated questions to help you structure and document your goals — this
can be used as many times as you need for each of your different goals.

Goal setting is key to a good year of mentoring, and we encourage all of our mentor pairs to set
goals at the start of their mentoring relationship. Some goals will be immediate wins. Some will take
time to achieve. Goal setting helps you start thinking about the future and opens up conversations
about what that might look like. We recommend using this form in your meetings with your mentor
to help structure your discussions.

Goal 1 Goal 2 Goal 3

What is my goal?

How will | achieve
my goal?

How will i know if |
have achieved this
goal?

When will | have
achieved this
goal?

18



Writing a letter to your future self

+ Use the steps on the worksheet to write a letter to your future self.

+ Think about what you want your future self to be doing, what is the ultimate dream? How can
this become a reality? What advice or memory do you want to offer your future self?

+ Writing this letter can help you identify goals and ways of working towards them.

1. Decide which future self you would like to write your letter t
2. Is it for you at the end of your mentoring journey? Or is it for you in five years tim

3. Keep the tone of your writing friend , relaxed and natural. You're writing to yourself so just be
yourself.

4. Start with a summary of where you are n . What are you currently doing eg. are you in school/
college/gap year? How do you feel about it?

5. Define your hopes and goals. What is currently important to you and what are your hopes f
your future?

6. What advice would you want to give your future self This can be simple or complex.
7. You can either send your letter to City Lions and we will send it back to you at the end of your

mentoring year, or you can paste it into futureme.org which will send it back to you at a specified
time.

Write some ideas down here:

19 citylions.org



Daily routine

+ Use this worksheet to organise your daily routine and improve your time management.

+ Fill in your routine and identify opportunities and areas for improvement.

Setting and maintaining a routine whilst isolated at home can assist in keeping you motivated and
help maintain your physical and mental health.

1. If you are still having lessons delivered remotely or work set, treat it the same as a lesson
school! Have you equipment ready and any reading completed.

2. Set an alarm to wake you up at the same time each day in the week. Don’t wake up at 8am
Monday and 11am on Tuesday!

3. Speak with your family and those you are isolating with about space. It helps to have
designated space where you can work for the day. Where could this be?

4. Designate times in your day for work, lunch, exercise, relaxation and bed and stick to this in t
week.

5. Limit your news and social media intake - try turning your notifications f on your phone.

6. Set a plan the next day: is there anything you know you need to do or anything you need
achieve.

Notes/thoughts/ideas/doodles/scribbles...




Finding Joy

Use the worksheet to help your mentee create two lists — a list of things that bring them joy
and a list of things that drain them.

The joy side should include things that bring happiness and ultimately make them feel good —
this can be anything from going for a walk, eating food or playing video games.

The drain side could include things that brings negativity to their life — for example, stress,
homework or rain!

Review what is on both lists with your mentee and help them understand that whilst we can’t
eliminate negativity from our lives, we can be mindful of things that are avoidable that make
us feel negative and work to minimise these.

We can certainly make room for more joy in our lives! Schedule time into the coming weeks
where you will do the things that bring you joy and positivity.

On a sheet of paper, divide it in two down the middle. To your ‘joy’ side, add things that bring
you joy, happiness and ultimately, make you feel good!

On your ‘drain’ side, add in things that bring negativity to your life.
They can be as big or little as you like.

JOY DRAIN

We can'’t eliminate negativity from our lives, but we can be mindful of things that are avoidable that
make us feel negative and work to minimise these. We can certainly make room for more joy in our
lives!

Schedule into your coming weeks times when you will do the things that bring you joy and positivity.

21 citylions.org



SWOT analysis

Using the grid, think about and write down your strengths and weaknesses — this could be
anything and doesn’t have to be directly related to schoolwork.

Think about your strengths and use these to identify potential future opportunities that would
fit with these strengths e.g., if you are good at making friends or talking to people maybe you

want to consider a job that involves helping others or working with people.
How might you work on your weaknesses?
How can you use your strengths and weaknesses to identify future opportunities and poten-

tial threats? Write these down in the relevant place on the worksheet. What can you do to
make opportunities a reality? How can you mitigate threats?

This framework can help you reflect on your strengths, weaknesses, opportunities and threats.

It's something that is often used by organisations but can be applied to us too.
Draw the below grid:

What do you think your strengths are? What do you think your
weaknesses are?

What can you do to maximise these?
How could you work on these?

o What opportunities are on the horizon? What barriers do you face? T

What can you do to make these a reality? What can you do to mitigate against these?

22



Getting a job

Think about what your ideal job is. Then think about what skills or knowledge you might need
to have this job.

Identify what skills or knowledge you have already and identify where you might need to
develop in these areas to get this job.

For example, if you want to be a doctor, you might be someone who cares or supports other
people, but might you need a formal qualification to get this job?

Ask yourself - What will help you get this job? What might hold you back? What skills should
you work on to help move you towards this goal?

WHAT WILL GET ME THIS JOB?

WHAT MAY PREVENT ME GETTING THIS JOB?

23 citylions.org



Climbing the ladder to success

+ The top of the ladder could be a dream or a goal.

+ Write the steps you would need to take to achieve the dream or goal. Use this sheet as many
times as needed to help yourself progress in moving towards the goal.

24



How to eat an elephant

This worksheet is to help you break down bigger goals into manageable parts.

This sheet is helpful for when you might feel overwhelmed your own goals and how to
achieve them.

You can'’t eat an elephant all in one go — you would need to do it bit by bit just like big dreams
and goals.

Write your dreams and goals in different bits of the elephant and start to think about which
ones you want to work on first or how you can break them down into more manageable,
bite-size chunks.

25 citylions.org



Big things, little things

This worksheet can help you think about all the things that might sabotage a goal.

Think about a few big things that they want to achieve in life and write these in the biggest
circle.

Then think about the little things that might get in the way of the process and write these in
the little circles.

Spend some time working on what can be done to deal with the things that could get int he
way — this could be blockers in your own head or external factors that may hinder your
progress.




Life Luggage

Reviewing the things in life that hold you back and identifying what things or activities
energise you.

Everyone has things in their life that help propel them forward or drag them down.

Use this sheet to help you talk through the things that affect you in this way.

How can you get rid of, or do less of the things that weigh you down?

WHAT GIVES YOU
ENERGY?

WHAT'S WEIGHING
YOU DOWN?

27 citylions.org



+ Think about and work through the questions on the sheet. Always try and put down the first
response or answer and to try and be positive.

+ Look at the areas that you are good at — would you like to do more of these things?

+ Once you have identified areas they want to do more of...hey presto — a goal!

WHAT THREE
WORDS BEST | LIKE SPENDING
DESCRIBE YOU? TIME DOING THINGS

LIKE:
1.

2.

3.

| WOULD LIKE TO
DO MORE OF?

28



What is communication? City Lions communication top tips!

Communication is the act of transferring information from one place, person or group to another.
Sounds simple right? Except effective communication can be really difficult as this transferring of
information can be affected by many different things. For example, our emotions, method of com-
munication, choice of words and even our cultural situation.

We've put together some key things you need to be aware of to help you improve your
communication skills and ace every conversation!

Categories of Communication
There are three key types of communication:

+ Spoken or verbal communication — where we interact with another person or group in a
face-to-face situation, either in-person, over the telephone or on a video call.

+ Non-verbal communication — this covers how we communicate with our body language or
gestures. This can also include how we dress or act and how we stand. Words only convey
7% of the meaning, whereas tone and body language make up 38% and 55% respectively.

+ Written communication — this covers any form of communication that is written rather than
spoken. For example, e-mail, text messages, letters or social media posts.

Top tip: effective communicators understand who they are trying to communicate to (their
audience), chooses an appropriate method of communication for this audience, adapts the content
of their message depending on this audience to help minimise any misunderstanding by the
receiver.

Four Ts of Communication

Use the four T's of communication to help you adapt your communication style quickly depending
on your audience, situation and message.

Communication can go well — or not — depending on the four T’s: tone, timing, technique, truth.
Timing is key to communicating effectively. Do you ever wait until your parents or guardians are in a
good mood to ask them something or hate it when someone interrupts you watching TV or playing
a game to ask you something? There is a reason for the saying ‘timing is everything’.

+ Is this a good time to bring this up? When might be a good time? (For both yourself and the
other person).

+ Is this a good time to hear someone else’s point of view?
The tone of your voice often expresses more than your words do. It's not what you say, it's how you
say it. Is your energy/tone of voice: anxious, overpowering or controlling? Or calm, cool, collected

and caring?

+ What is the tone of my voice and my body language? If your voice says nice but your face
says mean, guess what the other person might hear.

+ What is the tone of my relationship with the person | am communicating with?
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Self-talk is the conversations that happen within our own heads — both good and bad. How
we talk to ourselves can have a major impact on how we manage and deal with challenging
situations.

Taking steps to be more optimistic by using positive self-talk is a useful way to develop your
resiliency skills.

Use the questions on the worksheet to practice positive self-talk.

If you find it challenging to answer the questions, you might want to think about them in a
different way. For example, thinking about how you might support a friend or family member
who has been the same situation and what positive things we would say about them. Or
think about what positive things a friend, family member or teacher might say about you or
something you’ve achieved.

Optimistic people are happier, more successful and are better problem solvers — being optimistic is
something that can be learnt and developed.

Self-talk refers to the conversations that go on inside your head — both good and bad. How we talk
to ourselves can have a major impact on how we manage and deal with challenging situations.
Taking steps to be more optimistic by using positive self-talk is a useful way to you develop your
resiliency skills.

Self-talk can have a really great impact on your self-esteem and confidence. Use the questions
below to help practice positive self-talk. Sometimes it is helpful to reframe how we feel about
ourselves by thinking about how we might support a friend or family member who has been the
same situation and what positive things we would say about them.

1. Think of a challenge situation you faced where self-talk was involve

30



2. as your self-talk positive or negative? Give an example:

3. Did you do anything to try and change your thinking? What worked or what didn’t wor

4. What would | say if a friend was in this situatio

31 citylions.org



Tips for building resilience

+ Use this worksheet to help you improve your confidence by identifying positive qualities and
attributes you have and your achievements.

+ This may be difficult initially but try and think about them in a different way e.g. — ‘how would
your best friend describe you?’.

Emotional resilience is the ability to adapt to difficult, stressful or unexpected situations. This could
be a range of situations, for example:

+ An argument with a friend or family member.
Physical or mental illness.
A big change like moving to a new school or college.

A test, exams or your study load.

+ + + +

A change in friendship group or loss of a friendship / other relationship .

Emotional resilience is a skill we need to develop over time and is something everyone of any
stage of live needs to work to build. Building resilience has many other positive outcomes — being
more resilience might also make us happier, allow us to be flexible, increase our sense of positivity
and hope, confidence, and self-esteem!

Here are a couple of our top tips for building your resilience:
Accept the things you can’t change

Change is an inevitable part of life and sometimes can happen unexpectedly. For some people,
change can bring about some difficult feelings and being able to remind yourself that these shifts
are part and parcel of life can help us come to terms and deal with them taking place.

Recognise your responses

A helpful way to gain control and understand how we feel is to recognise how we respond to
situations. When we know ourselves well, we can begin to recognise familiar feelings and in turn,
know what we need in particular circumstances. This can help reduce the feeing of being over-
whelmed when things change or seem out of our control.

Think about your communication skills

Are you able to express yourself — either to yourself or to others? Often, we might think that
emotional resilience means ‘just getting on with it’ when really, it is about being able to manage
difficult situations effectively in order for them not to overwhelm you. Sometimes being able to
communicate to others what you need or how you feel can form part of your resilience building.
You can also look at ways to express your feelings in another way — for example using creativity!

Build your support network
Recognising that you need support from others is an important part of developing your own

resilience. Building a network of people around you who you can reach out to and trust can help
you feel less alone and safe in the knowledge that someone has your back in difficult times!



Practising self-care

When things are challenging, taking time out to care for yourself can bring a sense of calm and
self-soothing. It's important to give yourself the space you need to process a particular situation or
feeling you are experiencing, and self-care can be a good way to do this.

Taking care of your physical needs could include:

+ Getting enough sleep.

+ Moving your body.
+ Drinking enough water.

Taking care of your emotional needs could include:

+ Expressing how you feel to a friend.

+ Having a good cry when you need to.

+ Expressing difficult feelings such as anger, sadness, or fear creatively through things like
music or art.

Challenge your thinking

We all have expectations or ideas for how we should act or feel in certain circumstances.
Sometimes our perceptions can be unhelpful, and it is useful to reframe our thinking to give us a
new perspective.

For example:

Instead of thinking crying shows weakness or vulnerability, you could see it as a strength as you
are able to express your emotions.

You might be scared of starting a new school/college or attending a new sports group however you
could view this as an opportunity to learn new things and make new friends.

When you feel like you are unable to cope, you could look back on all the difficult situations you
have overcome before and have coped through the day/week/month when it didn’t feel possible
before.

Set yourself some achievable goals

When things are challenging, the feeling of being overwhelmed can stop us in our tracks.
Sometimes this leads us to feeling unmotivated, stuck in a rut and unable to make space for other
things in our lives. By setting yourself some small achievable goals can help boost your motivation,
help you believe in yourself and in turn build up your resilience.

For example:

If you are nervous about talking to a friend or family member after a conflict, you could set
yourself a goal to write down what you want to say and express your feelings first before speaking
with them.

If you avoid speaking out at school/college, think about your opinion without being asked first. This
can help you gain control and feel less anxious.
33 citylions.org



+ Use this worksheet to help you plan and think about a potential ‘plan b’ for situations you
might face.

+ Being able to think flexibly and adapt to unexpected changes can help us become more
resilient and how having multiple solutions to problems can help relieve pressure during
challenging times.

+ Work through the example ‘what if?’ questions to develop some alternative solutions before
thinking about situations on the horizon that you might need to have a plan b for.

Being able to think flexibly and adapt to unexpected changes can help us become more resilient.
We can support ourselves to become more flexible by taking time to think about how to react in
certain situations and arming ourselves with multiple problems to potential solutions. Both of these
things can help relieve pressure during challenging times.

Use this worksheet to help you think about potential plan b for situations you might face.

What if — example one

What if you were working on an assignment at home and realise you didn’t save the correct version
of it to your USB at school.

What is your ‘plan b’? Add some ideas below:




What if — example two

What if you were out with friends on a Saturday afternoon and realised you had left your Oyster
travel card at home?

What is your ‘plan b’? Add some ideas below:

Use the templates below to brainstorm your own plan b’s for two situations you might be facing or
might face in the future

‘What if...’

What is your ‘plan b’? Add some ideas below:

‘What if...’

What is your ‘plan b’? Add some ideas below:
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Three things

Reflecting on positive experiences can help us develop our resiliency and become more
confident. We can use these as a point of reference when we feel under-confident.

Work through the questions on the sheet and identify three things you have done in the past
week/month that they have done well. How did they make you feel?

Write down positive achievements that others have noticed and commented on. How did
these make you feel?

Use these experiences and feelings to help you when you are feeling under-confident as a
way of reminding you all you have achieved and are good at.

Reflecting and remembering a positive experience or a personal success can help us become
more confident and resilient. Using those moments as reference points for our ability, and then
looking for areas to become even better can help bring us further success and help you believe in
yourself when you are feeling under-confident.

Use the questions and boxes below to help you record some past experiences. You can then
reflect on how they made you feel to develop the skills you need to pick you up during tough times
and help you strive to achieve!

Remember to always reflect on your achievements to help you become more resilient and
confident! Ask your mentor for advice on how to do this regularly.

What three things have you done in the past week that you did well?

How did these make you feel?




List three things you have completed in the past few months that other people have
noticed?

How did these make you feel?
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People map

+

+

Use this worksheet to help you map out the different people in your life you need to
communicate with, for example, friends, family, or teachers.

Use the matrix and descriptions to identify and plot who these people are and where they
might sit within the matrix.

Then complete the table to help them break down:

- What might you need to communicate with them about

- What is the best and most appropriate way to communicate with them
- How often might you need to communicate with them

Different people will have varying levels of influence and interest in our live and therefore
will require different methods of levels of communication — from tone, form of communication
and frequency. Thinking about how we might need to vary our methods and styles of
communication before approaching someone can support us to develop this skill.

Understanding the different people, we come into contact with on a regular basis and why we might
need to communicate with them can help us improve our communication skills. Different people will
have varying levels of influence and interest in our live and therefore will require different methods
of levels of communication.

Use the grid opposite to map out who these people may be and then use the table below to break
down:

+
+
+
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What might you need to communicate with them about?
What is the best and most appropriate way to communicate with them?

How often might you need to communicate with them?
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Individual.
E.g., your mentor,
teacher, friend etc.

What might | need
to communicate with
them about?

How | might
communicate with
them?

How often might |
need to communicate
with them?




Notes/thoughts/ideas/doodles/scribbles...
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Exploring an industry

+ Use this worksheet to find out more about industry areas you might be interested in working
in in the future.

+ The questions can help you find out information than can inform your decision-making pro-
cess when thinking about what you might like to do for a job.

It might be useful to spend some time exploring some of the steps involved in working in different
creative and cultural industries.

Below are a few ideas for how to do this:

Map different jobs

+ Look at an area of the industry your mentee is interested in (e.g., theatre). Explore how
many different job roles are part of that area (e.g., actor, marketing, box office, technical,
etc).

+ Try mapping out jobs in a few areas. What kinds of questions come up?

+ Can you make a list of jobs you want to find out more about?

What jobs exist and can we meet the people who do them?

+ Looking at the list of jobs, are there local companies / organisations / venues where you
might find people working in these roles?

+ Could you or your mentor arrange to chat with other people in the industry?

Visit a workplace:

+ Look at companies / organisations / venues in your local area.

+ Can you identify places where you would like to arrange a visit? What kind of education or
training is needed?

What kind of education or training is needed for these roles?

+ Check out some job postings (e.g. www.artsjobs.org.uk) and look at the job descriptions.

+ Can you start to make a list of ideas for training and / or education?
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Pick apart a job description:

+

+
+
+

Read through job postings and think about to read between the lines.

How are the roles described?

What clues can you pick up about what it would be like to work in these jobs?

What might be needed to make an application stand out?

Notes/thoughts/ideas/doodles/scribbles...
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How to ace emails

Sending emails is an important way of communicating and connecting with a range of people —
whether it's a teacher, a prospective employer, or your mentor. We've collected our top tips to help
you ace emails and communicate effectively.

Only send necessary emails
Before writing and sending an email, ask yourself: is this really necessary? Would it be better to call
someone and speak in person? Or could you go and find the person you want to speak to instead?

Know your reader

Think about who you are writing to. How might this impact your tone and use of language?
Emailing someone such as a prospective employer will need to be more formal than an email to
someone at the City Lions team. All emails will require a certain level of professionalism and
attention to detail.

Plan what to say

Take time to think about what the purpose of your email is and what you might want to say. Try and
organise your key messages or questions in a logical order to help the receiver understand how
they can help or respond to you.

Include a subject line

Including a concise subject line helps the receiver understand the key message of your email. How
can you summarise what you are trying to communicate without the reader having to open the
email?

Use an appropriate greeting

Your email should always open by addressing the person you are writing to if you know their name
and use a suitable greeting. For example, if addressing a teacher or your mentor you might start
the email by saying ‘Hi Mr Smith’. However, if you wanted to adopt a more formal tone to address
someone you haven’t met before you might want to use ‘Dear Charlotte’ or “To whom it may
concern’ if you do not have a named contact.

Be clear and brief

Emails are for sharing pieces of information quickly and in an easy-to-understand way. Ensure your
emails are written in short paragraphs to help your content be clear and punchy.

Use capital letters and grammar correctly Emails should follow the same punctuation and grammar
rules as any other writing.

Avoid text speak
You should avoid using informal language, slang or inappropriate abbreviations. It can be confusing
and come across as unprofessional.

Be polite and check your tone

Unlike face-to face meetings or phone calls, we are unable to read another person’s body language
or judge their tone of voice over email, so it is important to get your tone right and be polite. Once
you have written your email, re-read and ask yourself can this be interpreted in a way that is
different to how you want it to be read? If so, you might want to think about how you can change
certain words to adopt the tone of your message.
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Use an appropriate sign off / ending

It's polite to always sign off your email. The formality of what type of sign off you use will depend on
who you are writing to. Here are a couple of examples you could use:

Kind regards,

Yours sincerely,

Best wishes,

Many thanks,

Thank you,

Edit and proofread

Before you press send, take time to review your message. Carefully proof read for spelling,
grammar and punctuation errors and correct them. This is also a good time to check your tone and
length of your message. People are more likely to read short concise emails rather than wordy
ones.

Plan your emails:
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Being professional. City Lions communication top tips!

Being professional might seem like something very adult but really being professional is all about
acting in a way that means others view you as reliable, respectful and good at what you do. Read
some of our top tips for being professional below and use these to help you when you need to
demonstrate your professionalism.

Be positive

Bringing a positive and upbeat presence can make a big difference! Trying to be a problem solver
and brining a ‘can do’ attitude to situations where things haven’t gone to plan goes a long way.

At school, work or in our wider life, situations will arise that could make you feel unhappy or
annoyed. It is important to remain clam and rational where you can or remove yourself from the
situation if you feel you need some space rather than act in a negative way.

It might help you to:
+ See situations from other people’s perspectives.
+ Approach each problem with a solution.

Respect others

We all have different views and perspectives and coming into contact with a variety of people is
part of everyday life. It's important to treat everyone with consideration and respect to help you
build strong relationships with them. Always treat others how you would like to be treated!

It might help you to:
+ Speak to people in an appropriate manner, showing appreciation for others’ ideas.

+ Be aware of your tone, especially when using written communication where tone is not
obvious. We recommend always reading back when you have written to make sure it
is polite and courteous.

Support others

Working well in a team is an important skill for the workplace. Making time for others and helping
out where you can is a good way to demonstrate your ability to be a team player. This can be as
simple as offering to help someone that is under pressure or noticing that someone is upset and
asking if they are okay.

It might help you to:

+ Share your own knowledge and experiences with others and in turn they will share their
knowledge and support you.

Listen to others

Being a good listener is actually a hard skill to master. When we listen to others, we can improve
our own knowledge and demonstrate to others that we value their opinion. You can improve your
listening sKkills by practicing ‘active listening’. You can do this by keeping eye contact and using
positive body language. It can also help to repeat back key points to show your understanding.
Remember, it is okay not to understand but be sure to ask for clarification! Often, it is not a case of
not understanding but more that they haven’t explained it clearly.

It might help you to:

+ Take notes on key points and information.



Be honest
Sometimes things go wrong, and that’s okay! What is important, is that you are honest about what

has happened and don’t try and cover it up. Making excuses can make things worse. Being truthful
shows maturity and that you are willing to learn from mistakes, so they aren’t repeated.

It might help you to:

+ Acknowledge when something has gone wrong.
+ Apologise when you think you have made a mistake.
+ Think of a practical solution to help make the problem or mistake better.

Notes/thoughts/ideas/doodles/scribbles...
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City Lions guide to time management

From arranging a visit to the park with your friends to getting to a part time job on time, being able
to effectively organise your time and communicate with others are essential life skills. Good time
management can help us cope with the stress that comes from everyday life.

Sometimes when we compare what we want to do with what we have to do, life can seem
unbalanced. Check out our advice to help you manage your time and avoid you spreading yourself
too thin!

Have to’s:

These are things we have to make time for as part of everyday life, even if we don’t want to
sometimes! For example:

Doing your homework.
Keeping your room clean.
Helping with chores.

Sleep.

+ + + + +

Eating and personal hygiene.
Want to’s:

These are things we enjoy doing or actively want to plan into our days to make them more fun or
fulfilling. For example:

+ Activities or hobbies.

+ Chill out time.

+ Socialising.

Top tips to managing your time:

+ Try and identify your ambitions and what you want to achieve — this can help you carve out
time for things that will help you reach these goals.

+ When we have lots of commitments to juggle it's hard to keep track. Writing a to do list can
help you stay organised and feel in control.

+ Take your time — we are better able to reach our full potential if we give ourselves time to
complete things to a high standard.

+ Prioritise your to do list or tasks, starting with the most important job that needs doing.

+ If you find yourself stressed at a situation, take some time to relax and think about some
thing else, Sometimes some time out or a distraction can help you re-focus.

48



10 tips on time management

1. Figure out how you’re currently spending your ti

If you're going to optimize your personal time management, you first need to figure out where the
time is going. Try logging your time for a week by tracking your daily activities.

This will help you:

+ Determine how much you can practically accomplish in a day.
+ Identify things that drain your time

+ Focus on activities that provide the greatest returns.

As you conduct this time audit, it will become clear how much of your time is spent on unproductive
thoughts, conversations, and activities.

You'll gain a more accurate sense for how long certain types of tasks take you (which will be very
helpful for executing on a later tip).

This exercise can also help you determine the time of day when you are most productive—that
way, you know when to work on your projects requiring the most focus and creativity.

2. Create a daily schedule—and stick with

This step is absolutely crucial for learning how to manage time:

+ Try to start the day with an organised to-do list. Before you finish your day try to create a list
of the most pressing tasks for the next day.

+ This step allows you to get going as soon as you start the day.
+ You could use your phone to set early reminders

+ Putting everything on paper will prevent you from lying awake at night tossing and turning
over the tasks running through your brain.

+ Instead, your subconscious goes to work on your plans while you are asleep, which means
you can wake up in the morning with new insights for the workday.

+ If you can’t do it the day before, write your list first thing in the morning. You'll find that the
time you spend creating a clear plan is nothing compared to the time you'll lose jumping
between tasks when you lack such a plan.

3. Prioritize wise

You might find it useful to prioritise tasks in order to better manage your time and complete the
most important items first.

You could split your tasks by:

+ Important and urgent: these tasks have important deadlines with high urgency—complete
them right away.
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10 tips on time management...continued.

+ Important but not urgent: these items are important but don’t require immediate action and
should involve long-term development. Strive to spend most of your time in this quadrant.

+ Urgent but not important: these tasks are urgent but not important. Minimise, delegate, or
eliminate them where you can, as they are likely to be a drain on your time.

+ They are not urgent and not important: these activities hold little value and should be
eliminated as much as possible.

4. Group similar tasks togeth

+ Save yourself time and mental energy by trying to complete all of one type of to-do before
moving on to the next.

+ For example, create separate chunks of time for doing homework, chatting with friends,
doing fun stuff, etc.

+ Don’t answer emails and messages as they come in, as doing so is distraction at its finest.

+ Turn off your phone and email notifications to completely eliminate the temptation to check
at an unappointed time.

5. Avoid the urge to multitask

+ This is one of the simplest time management tips for work, yet it can be one of the hardest
to follow. Focus on the task at hand and block out all distractions.

+ It can be tempting to multitask, but you're just shooting yourself in the foot when you attempt
to do so. You lose time and decrease productivity when switching from one task to another.

+ Similarly, don’t get overwhelmed by a to-do list stretching a mile long. Stressing over it will
not make it shorter, so breathe in, breathe out, and take it one task at a time.

6. Assign time limits to tasks
Part of creating your schedule should involve setting time limits on tasks instead of just

working until they’re done. Working on something for a long period of time can lead to you
loosing focus and a lack of productivity.

7. Build in brea
+ One of the more enjoyable time management tips for work: make breaks a part of your
schedule.

+ When you finish a task, give yourself time to breathe.

+ Take mini breaks to recharge, whether that be a short walk, playing your favourite video
game, some meditation, etc.
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8. Learn to say

+

+

+

Only you truly know what you have time for, so if you need to decline a request in order to
focus on more important tasks, don’t hesitate to do so.

Rather than doing a lot of tasks that yield little or no value, complete fewer tasks that create
more value.

Remember the 80/20 rule—80% of your output comes from 20% of your inputs. Focus your
efforts accordingly.

9. Get organis

+

+

+
+

For effective time management, this tip needs to actually go on your to-do list.

If you have piles of papers scattered all over your desk or work space, finding the one you
actually need will be like finding a needle in a haystack.

There are few things as frustrating as wasting valuable time looking for misplaced items. Not
to mention how hard clutter can make it to focus.

Little things make a big difference. Create a filing system for documents, make sure your
work is always saved in the relevant place.

Unsubscribe to emails you no longer need.

Just think—you only have to do it once, but you get the benefits forever.

10. Eliminate distracti

+
+
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Social media, YouTube, messages, emails — the distractions can be limitless.

The key to good time management is being proactive about getting rid of them. Shut your
door to interruptions. Close all windows except the one that you are currently working on.

Turn off messaging notifications.

Take small steps to achieve this — it can be hard to remove everything all in one go! Identify
your top two distractions and focus on conquering those for two weeks.

Always remember that getting enough sleep, drinking enough water, and eating healthily can
all help you stay focused during the day—especially when that afternoon slump hits.
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CV and Personal Statement

Here are our tips on how to write and what to include in a CV and personal statement. Your mentor
can also help you with writing and proof reading your CV and will have lots of tips of their own to
add to ours!

What to include on a CV

A Curriculum Vitae (or CV) is a document to help you apply for jobs.It is a short, clear and
compelling summary of your education, employment history and your achievements. It also offers
an overview of your skills and strengths and provides a sense of who you are as a person. A great
CV presents the best version of yourself to potential employers—it’s your first chance to make an
excellent first impression! There are no formal rules for creating a CV, but almost every CV includes
the same things. Your CV can look however you want but remember that this is a professional
document. The design and written tone should reflect this and should include:

Name and contact details - Your CV should include your full name and contact information. Don't
forget your address and phone number—some employers will phone rather than email. Ensure
your email address gives a good impression of you. You do not need to include things like your age
or gender.

Personal statement - A few sentences introducing yourself, your skills, and your career goals. Not
every CV includes a personal statement, but it is useful if you don’t have much work experience.

Education - This is essential. Include all academic qualifications. It is fine to use your predicted
grades if you don’t have your results yet—just make sure to label this clearly. Include any
extra curricular activities, awards and training (e.g. the Arts Award or Duke of Edinburgh).

Employment - List all employment history. It is a great idea to include work experience if you
haven’t had any paid jobs yet. This section should include your job title, the name of the
company, the dates of your employment and the tasks you carried out (these can be bullet
pointed).

Other - It's a good idea to include a section for other achievements. This could detail voluntary
work, hobbies,clubs/sports teams (e.g. National Citizen Service, babysitting, drama club etc).
Ensure that you are also describing what skills each item demonstrates.

Skills - Reference your skills and strengths throughout. Use work experience, education, and other
sections to share with employers what you are good at. Include specific evidence at all times. You
can use coursework, employment responsibilities, and extra-curricular activities as evidence of
skills.



Dos and Don’ts:

Don't lie - Present the best version of yourself but tell the truth! Employers always do their
research.

Too long - Employers won'’t spend a lot of time reading your CV,so stick to a maximum of two
pages.

Spelling mistakes - Use a spell checker but ask a friend to read your CV too.
Too informal - Use the right written tone. Remain professional and use good grammar.
Poor layout - Use clear headings. Ensure formatting is consistent and that your CV is easy to read.

Missing details - Don’t forget to include details like your address, employment dates and academic
grades.

Wrong file format - Save your CV as a PDF. Don'’t send a document that another person can edit.

No evidence/skills - Ensure you are sharing your skills and strengths. Use specific evidence to
prove this.

Why should a CV focus on skills? - Employers are increasingly using automated systems to help
them select candidates. Often, a computer will scan CVs, searching for specific keywords. For
example, if an employer is looking for somebody to carry out research, they might search CVs
for phrases like, ‘data’, ‘analysis’ or * attention to detail’. For this reason, your CV must include as
many different skills as possible.

Where should I'include my skills? - An easy way to include skills within a CV is alongside your
employment history. Even if not all of your jobs have been relevant to your long-term goals, you'll
have gained useful and transferable skills. You should highlight these skills, rather than simply
listing tasks, so they can see what makes you a valuable employee. Think about a previous
employer and the tasks you carried out for them. Now, for every task you carried out, try to decide
what skills it helped you develop.

Which skills should I'include? - You should be honest about your abilities, but some skills are more
universal than others. When employers are looking for new staff, they publish a Job Description
which explains the type of person they want to hire and the list of skills required for the job. If you
can, include as many of these in your CV.

Notes:
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Personal Statement

A great personal statement should tell employers who you are, your strengths and your career
ambitions. It should be between 50 and 200 words, or around five sentences. Crucially, you should
back up everything you say with evidence. This might mean you mention a piece of course work
you completed, or an after-school group you have attended. For every skill that you include, try to
reference something from your life which helped you gain that skill.

It might help to think about the statement as having three sections:
Section 1 - who you are

Introduce yourself and your journey so far.

For example:“A GCSE student with a flair for art...”

“A hard working BTEC student with a keen interest in...”

“A creative team player, looking for entry-level work experience.”

Section 2 - what you can offer

Explain your skills and strengths and back them up with evidence.

For example: “While studying for my BTEC, | developed an excellent eye for detail because my
studies involved lots of research.”

“Lots of my previous experience involved working in a team, so | have been able to use and
improve my strong communication skills.”

Section 3 - your goals

Show that you have thought about the ideal career for you.

For example:“l am looking to work in a team to provide excellent customer service.”

‘I am seeking to use my creativity to solve problems and help people.”

“I would like to build-up my scientific knowledge, ultimately taking on a management role.”

Write some ideas down here:
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Networking guidance

Keeping safe
Please only use our recommended virtual meeting platforms when networking. Do not share your
phone number or personal information with people you don’t know.

Your mentor may introduce you to their contacts to help you network with other professionals who
can support you during mentoring and in your future.

Please remember your mentor should be cc’d into all emails and be on all video calls. If you
meet in person your mentor should be present.

Never send personal information to any new contacts made via your mentor, including your social
media information. They should not be asking you for personal photos or details like your home
address. If at any time you feel unsafe, let us know.

Be brave - always follow up with the introduction

It's perfectly normal to feel nervous but never leave the other person hanging! If you have changed
your mind, send an email like this:"Thank you for the introduction. | have been exploring my options
and have decided | am more interested in ___ but thank you so much for your time”

Writing the first email

Don’t be overly formal or too casual. Something like this works well:

"Hi _ how are you? My nameis ____and | am currently doing .l aminterestedin ___.lam
hoping to learn more about "

Don’t forget your mentor must be cc’d in this email. Ask them, or us, for help writing the first
email if you need.

Asking questions

Don’t be shy! This person has already agreed to answer your questions. Think about what you
want from the conversation. Do you want their opinion? Do you need information? Use open
questions starting with ‘who”, “what”, “where”, “when” and “how”.
Avoid personal questions around sexuality, religion, politics etc. if they are not relevant to your

discussion.

Video Calls

Make a plan for your call and write questions down so you can refer to them during the
conversation. Make sure you're somewhere quiet if possible. Remember you don’t need to impress
anyone, just be yourself and chat as you normally would! Your mentor must also be on this call
too.

Ending the conversation

At the end of the email or video conversation, thank them for their time. If they were helpful, ask if
you can stay in touch and follow up with them later. A good way to end the conversation is to ask if
there is anyone else they think you should speak to.

Reflection

It is always useful to reflect upon how you have found new experiences to help you learn for next
time. Networking can be scary but the more you practice it the easier it will become. We
recommend reflecting on your feelings to help you prepare for the next time.

If you’ve been connected with someone who has been really useful we’d love to know about it!
Please let us know via email at citylions@westminster.gov.uk
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City Lions Interview Tips!

Attending an interview can be daunting but don’t forget you have been invited because they think
you can do the job! We’ve listed some of our top interview tips below, but your mentor will also
be able to help you with advice of their own.

How to prepare

+ Research the organisation. Find out that their values are, what their mission is and think
about how you align with those.

+ Research the people who will be interviewing you and find out what you can about them.
You can ask the HR department if you don’t know their names.

+ Look up relevant and recent news stories, plays, books, films depending on the job you're
going for. If you do this, in the interview you will be able to show you have a general under
standing and interest in the sector.

+ Don’t over-prepare because it will leave you stumped if you get a surprise question!

+ Do a mock interview. You can ask your mentor for help with this.

+ Take deep breaths.

What to do (and what not to do) during an interview

+ Listen carefully to the questions - make sure you are answering what they have asked you.

+ Take time to think before you answer and take notes with you if you need a backup.

+ Give solid examples to your answers. Instead of saying “I'm really creative” say “I'm really
creative, for example last year | made a short documentary on my phone about roller
skating. | taught myself how to edit it using Adobe”

+ Don’t be late, make sure you leave plenty of time to get to your interview.

+ Use open body language and eye contact. If you're feeling really nervous, you might find
doing a power stance, practicing deep breathing, or listening to a favourite song motivating.

+ Don't lie.

Notes:
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Types of questions

+ There are a few standard questions you might be asked in an interview, which you can
prepare for in advance. For example:

How do you deal with difficult decisions?
What is your greatest strength?
What is your biggest weakness?

Where do you see yourself in 5 years time?

+ + + + +

Describe a time where you have worked in a team.

What to do (and what not to do) during an interview

It is always useful to prepare examples where you are able to show evidence some of the skills
mentioned above so you know how you would respond to that question.

If you get a question that requires you to think critically e.g. how many jellybeans do you think their
are in the UK?, it doesn’t matter if you don’t get the answer right! What matters is that the
interviewers can see the logic that you are using. Explain to the interviewers how you are
approaching the question e.g. well the first thing | would do is find out how many jellybean
companies there are in the UK, how many jellybeans they produce a year...

You might also get asked about your interests and hobbies.

Ending the interview

+ Ask questions. Interviews are also a way for you to find out if the organisation is a good fit
for you!
+ Ask about the areas you want to know more about e.g. the culture of the organisation, what

your interviewers like most about their role, or what opportunities there are for development.
+ Thank the interviewers and perhaps follow up with a ‘thank you’ email.

What to wear

+ It's best to dress smart, in clothes that don’t have any obvious slogans or labels. However,
make sure you are comfortable.

+ Different companies will have different dress code expectations, it is best to research what
people in that industry might wear so that you can dress appropriately.

Online interviews
This advice applies to all interviews, including those that take place online. In addition:

+ For online interviews over video, it's a good idea to make sure your background is neutral
with nothing distracting on show.

+ If you want to show examples of your work, you can send the interviewers a
live link. citylions.org



Strengths and skills plan

Identifying your own strengths and knowing how to use them effectively can increase your

levels of self-esteem, boost your mood and lessen your levels of stress. Learning to maximise your
strengths is something anyone can achieve. This worksheet will help you identify your strengths
and work out how to use these more in your daily life. You may use your strengths in either new or
familiar ways. The key is to use your strengths intentionally and purposefully, rather than as part of
habit or routine.

If you struggle to think of your strengths, try thinking about what makes you feel most energised or
what you are doing when you feel your best.

Step 1: circle three of your greatest strengths or add in your own

Creativity Curiosity Love of learning Bravery Hard worker
Honesty Love Kindness Social awareness Leadership
Forgiveness Humility Self-control Optimism Humour
Flexibility Persistence Gratitude Enthusiasm Team player

Step 2: For the next week write a brief plan of where you will use your chosen strengths

Example:

Day Strength Plan

1 Kindness Cook my friend dinner

2 Curiosity After school, | will read a news article or
magazine about a topic | want to know
more about.

3 Gratitude | will make a list of everything | am grateful
for and why. For example, | am grateful for
my friends because they make me laugh
when | feel down.
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Day

Strength

Plan
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