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Making the best use of this Guidebook 
  

The purpose of this Guidebook is to empower students and alumni to explore their life and 

career goals by helping them to become more aware of themselves and to develop the 

strategies and skills for launching, developing and managing their career. 

 There are 4 sections in the Guidebook:                                                           
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Identifying your skills, interests and career values & understand employers’ expectations 
 
Learn where and how employers recruit candidates; how they do the selection & what you 
can do to increase your chance of getting through to the employers 
 
To secure an interview, you need a proper cover letter and resume.  To win a job offer, you 
need to present yourself well in the interview.   
 
Keep abreast of the job market and the employment situation is key for you to decide which 
industry to pursue, what job offer to take and if there is any room for salary negotiation.  
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Where should you start? 

It is recommended that you start with the first section on self-discovery, a very important 

career planning step.  However, career development is a dynamic process, you can also 

choose to start from any section and move back and forth between them.    

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Just as important 

There will be a lot of suggested online references shown as hyperlinks under various topics, 

those are very good resources and exercises for you to learn more about the topic.  For 

example, you can take free self-assessment on your work value and interest; you can also take 

free aptitude tests, download online resume templates or research the salary offer in the job 

market.  All references are carefully and specially selected at the time this Guidebook is being 

compiled, however, online material is subject to frequent updates and changes, those links 

may not carry the same information by the time you click on them.  If this happens, you can 

google search the topic and reference to other related sites. 
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Getting Started 
 

Whether you are a graduate-to-be, getting 

ready to enter the working world, or you still 

have a few years to chart your career, this 

guidebook is here to get you going.  Here’s a 

preview of the 4 sections: 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                           

To let employers know why they 

should employ you, you need to 

market yourself in a way that you 

can stand out from the crowd.  

From pitches to profile, you will 

learn the techniques to market 

yourself by writing up a good 

resume and in interviewing.   

CRAFTING YOUR 
MARKETING TOOLS 

Making informed career decisions 

involves effective ways to approach 

and understand various 

occupations, employers, and 

organizations.  This section will 

prepare you to be a more effective 

job seeker and to learn more about 

the recruitment process. 

DEVELOPING YOUR 
SEARCH STARTEGY

Planning a career is an ongoing 

process that there is no real 

deadline for.  The major you 

studied may be related to your 

future career but it is by no means 

the only consideration.   In this 

section, you can take steps to 

understand about yourself and 

investigate the career options that 

are open to you. 

CHARTNG YOUR CAREER 

This section directs you to where 

you can learn more about the job 

market and keep track of it.  How 

you to negotiate a job offer and 

how to start your first day at 

work. 

MAKING YOUR MOVE 
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1.  Charting Your Career 
 

Important terms you need to know: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To make informed career decisions, the first step you need to know is: 

 

 

 

 

 

 

 

 

Yourself 

 What motivates you? – Your value, interests, personality… 

 What is your dream career or things you love to do in future? 

 What are you good at? -  your strongest abilities and skills 

 What is your major accomplishments in action terms? 

 

 

Career is an occupation or a profession, that one undertakes for a relatively long 

period of his/her life time & derives monetary benefit from it. (Khan et al., 2011) 

Career Development is an ongoing process of gaining knowledge & improving 

skills that will help an individual to establish a career plan. (The University of Iowa, 

n.d.) 

 

 Employability is the ability to: 

 gain initial employment;  

 maintain employment and make ‘transitions’ between jobs and roles, 

and  

 obtain new employment if required  

Employability means you need to have: 

 Employability Assets (competencies)– Knowledge,  Skill & Attitude    

 Career Management skill -  self-awareness, opportunity awareness, 

decision-making skills 

 Presentation skill 

 Personal circumstances and Job Market 

(Hillage & Pollard, 1998) 
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Self-Assessment 

Learning your own unique pattern of interests, motivation, satisfaction and meaning is key in 

career development.  You may refer to the following means to guide you through the journey: 

Career Interest  

Interests are what you like to do at work.  Holland’s theory of career choice is one of the most 

popular theory in the 1970s. Dr. Holland reasoned that people work best in work 

environments that match their preferences.  We want jobs with people like us. 

 

 

 

 

 

 

 

 

Figure 1 : Holland Code RIASEC …. (Indiana University South Bend, n.d.) 

 RIASEC Theory 

 Most people can be categorized as one of six types (RIASEC - Realistic, 

Investigative; Artistic, Social, Enterprising, Conventional) 

 There are 6 model environments (RIASEC) 

 People search for environments that will let them exercise their skills and 

abilities, express their attitudes and values, and take on agreeable 

problems and roles. 

(Holland J.L., 1992, 1997) 
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Discover Your Interest 

You may take a free Career Interest test at the following links and (Appendix 1):    

https://www.onetcenter.org/IP.html  

https://www.truity.com/test/holland-code-career-test  

Other paid career assessment tools such as Strong Interest Inventory and Self-Direct Search 

provide you a more in-depth exploration on your career interest and options.   

Be mindful:  Self-assessment are self-reporting tools, while they can serve as a good reference, they may 

not be completely accurate and by no means provide the complete picture.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 How to interpret your result? 

While you may have some interests in and similarities to several of the 6 groups, you may be 

attracted primarily to 2 or 3 of the areas. These 2 or 3 letters are your “Holland Code.” For 

example, with a code of “SAI” you would most resemble the Social type, somewhat less 

resemble the Artistic type, and resemble even less the Investigative type. The types that are 

not in your code are the types you resemble least of all. Most people, and most jobs, are best 

represented by a combination of two or three of the Holland interest areas.  You are likely to 

be more satisfied if you can match your personality with the work environment.  

To find out what career options are available for different Holland Code, you may refer: 

http://www.wiu.edu/advising/docs/Holland_Code.pdf 

https://www.truity.com/search-careers/holland-code 
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Work Values  

Your work values are the things you believe that are important to you, such as achievement, 

recognition, security, autonomy, relationship… Job satisfaction is highly related to whether 

the job matches with your work values.  It is therefore essential for you to understand and 

prioritize what work values you care the most in making career decision.  

 

 

Discover Your Work Values 

You may take free work values test at the following links and explore the list of work values 

and how they may affect your choice of work: 

Work values test   https://www.123test.com/work-values-test/  

Work importance profiler http://www.onetcenter.org/WIP.html?p=3 

Work value inventory : Appendix 2  

Be mindful of other influencing factors such as your family, friends, experiences, personal 

circumstances and environment can all affect your choices 

 

 

 

  

How to interpret your result? 

If you can find a work environment that fits your work value, you would find greater job 

satisfaction.  For example, if you prefer “Variety” i.e. doing different things at work, you are 

not likely to be satisfied with routine jobs or if “Flexibility” is very important to you but your 

work environment has very rigid rules and procedures, you may find it frustrating. However, 

there is no perfect work environment, knowing your top priorities will definitely help you 

choose your career path.  

It is crucial to note that while work value is important in your career choice, you should not 

consider them in isolation. You need also to look at your personality type, interests and 

skills. 
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Your Skills  

What do you naturally do well?  Take stock of your skills and accomplishments to increase 

your awareness of your strengths. 

 

 

Discover Your Accomplishments 

List 3 Major accomplishments in life that you are proud of and the skills that you have used. 

Your major 
Achievement 

You are proud 
because… 

Skills used to achieve 
the task 

Did you enjoy the 
process? Why? 
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Using your strength 

A role where you can use your strengths is not 
just a “nice to have”, you could be your best self 
and bring all your talents to work, you’d have a 
lot more room to grow and develop as a 
professional. 

Take the time to groom your skills and develop 
your strengths - this will not only help you find a 
better job, it will help you realize your calling. 
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Discover Your Skills 

Look at the skills for the groupings listed below, place a check on those skills you are good at 

and reflect on the experiences/examples where you have applied them.    

Skills class Internship/Jobs Voluntary 
work/Interests 

Critical Thinking/Problem 
Solving 

 Learning  

 Reasoning 

 Researching 

 Analyzing  

 Identifying  
 

   

Technology 

 Computing 

 Statistics 

 Accounting 

 Mathematics 

 Scientific 

 Engineering 
 

   

Artistic 

 Creating 

 Design 

 Perform 

 Visual imaging 

 Production 
 

   

Verbal/written 
Communication 

 Speak to new people 

 Explaining ideas 

 Presentation 

 Persuasion 

 Promote ideas 

 Language skills 
 

   

Personal Effectiveness 

 Time management 

  Accepting 
responsibility 

 Self-disciplined 

 Integrity  

 Resiliency 

 Adaptability 
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Skills class Internship/Jobs Voluntary 
work/Interests 

Teamwork 

 Collaborate 

 Interpersonal skills 

 Manage conflict 

 Listening skill 

 Reliable 

 Respectable 

 Service-oriented 

 Relate well to others 
 

   

Physical/Hands-On Skills  

 Craft Skills 

 Install material 

 Coordination 

 Cook 

 Physical strength 

 Stamina 

 Outdoor skills 
 

   

Others 
 
 
 

   

 

You may also do a skills audit online:  

http://www.theeducators.com/academy/wp-content/uploads/2013/01/Skill-audit-test.pdf 

https://www.onetonline.org/skills/ 

 

         Rawpixel.com 

 

 

 

 

 

 

 

Reflect and list out the outstanding skills 

that you want to use in your future career 

and the skills that you want to further 

develop. 
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Your Dream Career 

 

 

 

 

 

 

 

 

 

 

  Discover Your Dreams 

Career Dreams Exercise 
 

Step 1. List five jobs you love to do for your future career in column A: 

 
Column A 
 
List five 
Dream Job 

Column B 
 
Degree of passion 
(1 to 5, 1 most) 

Column C 
 
Practicality 
Yes/Maybe/No 

Column D 
 
Hobby/avocation/ 
part-time 

    

    

    

    

    

 
Step 2.  In column B, rate by order of importance 1 to 5, 1 being the job you like the most. 
 
Step 3.  In column C, how practical it is in terms of financial payback, opportunities in the job 
market, job requirement, etc.?  Assign Yes, Maybe, No. 
 
Step 4. In column D, would be good and fun as a hobby or part-time or avocation? 
 

 

Time flies when one is having fun.  Have you 

ever get so absorbed in an activity that you 

lost track of time?   

Your hobbies can offer some ideas for your 

dream career.  Try to do the following 

exercise and take note of your internal 

conversation. 
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How to interpret your result? 

Most of the time, working at your dream job isn’t feasible for one reason or another.  
Perhaps the job does not guarantee enough financial return. Perhaps you need to develop a 
few more skills to do the kind of work you really want to do. Perhaps you’re still figuring out 
what your dream job is. 

What can you do if you cannot land on your dream job?   

Even if the job you are about to take is not an ideal one, you can still learn and grow your 
experience and skills.  Try looking for an opportunity with some of the following qualities, 
you would move at least one step closer to the career of your dreams. 

1. A job with a mentor that can guide you through your career path.  Look at LinkedIn 
for staff who work in that company and see if there is any potential role models that 
you can connect with. 

2. A job that you can develop your skills towards your dream job or learn transferrable 
skills, like, planning and organizing, selling, presentation… 

3. A job where you can develop your network of connection. Networking is important 
for you to land on your next opportunity. 

4. A job that has some flexibility of work hours so that you can pursue your dream job 
as a hobby or part-time or to invest time to learn and grow expertise in that area. 

5. A job with a culture that you find fit with your work value. 
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Self-Assessment - Putting it together! 

Summarize your results and insights on self-assessment of your Work Interest, Values, Dream 

Career and Skills here.  You may discover some career options that you may explore further.  

Interests 

If you have taken career inventory, list out your Holland Codes here that may summarize your 

work interests (Realistic, Investigative, Artistic, Social, Enterprising, Conventional) and the 

corresponding career options that you may find interesting after taking the code tests.     

 

 

 

     

 

 

Values: What are the top 5 important work values that you will find meanings and 

satisfaction? 

 

 

 

     

 

 

Skills: What are the skills that you would like to use in your work? 

1. Skills you already have: 

 

 

 

2. Skills you like to develop:   
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After knowing more about yourself 

You have identified your work interest and listed out some potential jobs that may fit your 

profile.  Considering your work values, preferences and the skills that you are good at and 

those you want to develop, you can further prioritize the career that you would like to 

explore.  

For example, if you are a “Social” type, you value a job that can provide “job security”, your 

“dream” is to be able to help underprivileged people, you are good at communicating with 

people and you want to develop skills and experience in planning and organizing, leading 

activities…The careers that can match you include:  Social work, teaching, healthcare officer, 

administration officer, program officer in NGOs, Healthcare organizations, Schools, Social 

Welfare Organizations.  Smaller NGOs may not offer too much benefits or job security but 

they do give you the opportunity to learn and serve.  Therefore, try to list out the options and 

set priorities according to your situation. 

 

Careers that may potentially match with the interests, value, skills listed above and that you 

would like to explore further… 

 

 

     

 

     

 

 

 

 

 

 

 
 

 

 

You are also encouraged to use 

the employment services 

provided by the government of 

Hong Kong, “Youth Employment 

Start” (Y.E.S.). The service is 

provided to youth aged 19 to 29 

in seeking employment or self-

employment. http://www.e-

start.gov.hk/v4/tc/v3_services_b

asic.htm 
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What do Employers look for? 

After self-examination, it’s time to check out what do employers want from you? 

Employers are looking for employees that can contribute to their organization, fit in their 

culture and find job satisfaction.  In short, they are looking at your “competencies”.  

 

 

 

 

 

 

Competencies are behaviors that help drive performance, for example, “Presenting & 

Communicating information” as required in most jobs: 

 Speaking fluently 

 Explaining concepts and opinions well 

 Articulating key points of an argument 

 Presenting with confidence 

 Projecting credibility 

 Responding to audiences well 
(SHL Universal Competency Framework, n.d.) 

Employers assess your competencies to see if you are the potential candidate for the job. 

These behaviors are driven by 4 key factors:  

 

 Competencies are… 

 “The combination of observable and measurable knowledge, skills/abilities, 

and personal attributes that contribute to enhanced employee performance and 

ultimately result in organizational success”  

(HR Washington State Human Resources, 2014) 
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Employability   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Next Step 

After discovering more about yourself and what is expected of you, the next step is for 

you to take action for your career development.  You can acquire new knowledge/skills 

through the 7-2-1 Rule: 70% experiential, 20% interaction, 10% training/reading (UC 

Berkeley HR, n.d.).  Taking up internships, part-time jobs, volunteer service, attending job 

fairs/seminars, all enhance your experience and understanding of the job market.  

 

More about competencies 

Learning what is expected of a particular competency will guide you develop the 

desired behaviors.   You can learn more by referencing the following sites: 

https://www.workitect.com/PDF/competency-dictionary.pdf 

https://www.wikijob.co.uk/content/what-are-competencies 

 

 

 

 

 Discover Your Employability Skills 

According to a survey by World Economic Forum, the top 10 important job skills you 

need to succeed in 2020 are: (Appendix 3) 

1. Complex problem solving 
2. Critical thinking 
3. Creativity 
4. People management    
5. Coordinating with others    

 

6. Emotional Intelligence     
7. Judgment and Decision Making    
8. Service Orientation   
9. Negotiation 
10. Cognitive Flexibility 

 
You may assess your employability skills by doing an exercise at (Appendix 4) 
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Chapter Summary 

 Definition of career and employability 

 Use career assessment tool, Holland’s Code to assess career interest 

 On-line assessment for finding career value 

 Exercise to discover career skills and dreams 

 Integrated all tests result to enhance self-awareness 

 

 
 

2.  Developing Your Search Strategy 
 

The Recruitment Process 

It is important that your application strategies match that of the employers’ recruitment 

strategies.  It is best for you to know the way they recruit and their assessment process. 

 

Recruitment means and channels   

Most of the job seekers will use the following means to look for a job, with the most 

frequently used (also preferred) means listed as 1: 

 

 

  

(Brad Karsh, 2006)  

 

Now, if we look at how employers set their preference in recruiting their candidate, you may 

have a second thought: 

 

Rawpixel.com 
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Employers Recruitment Practice 

Preference Means Channels Reason 

~70% From their 
known 
contacts  

 Internal Promotion/Transfer 

 People who worked there before 
e.g. part-time, intern, work 
contacts 

 Through referrals  
 

More reassured 
of  their job 
performance as 
they know the 
candidate or the 
referee 

~25% Through 
open and 
formal 
recruitment  

 Job posting –online (job board, the 
organization’s website…) and 
offline (newspaper, journal…) 

 Job fair – through various venues 
(University, Labor department…) 

 Social media (LinkedIn, Facebook, 
IG) 

 Mobile Apps 

 Through Recruitment Agencies 
 

It is more costly 
and requires 
more effort and 
time to advertise, 
screen and select 
the candidates – 
screen resumes, 
assessment 
tests/interviews… 

< 5%  By chance 
through 
networking 
or 
introduction 

This type of recruitment is not 
planned, and will often lead to 
creating a new position to suit the 
candidate identified. 
 

The organization 
really treasures a 
particular type of 
talent that is rare 
in the market 

     
 

 

 

 

 

 

 

  

 

 

Insight 

Try all the job search means, not just your preferred way, including: 

1. actively look at job postings and send out resume online and offline 

2. take the initiative to talk to the hiring manager even before they 

have posted any openings – send your resume in, attend career fair, 

attend career seminars (don’t forget to bring your resume!) 

3. Take up part-time, internship, volunteer work and do your best to 

impress! 

4. build contacts and relationships - Networking 
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Networking is easier than you think… 

You want to connect to someone who can relate you to the hiring manager of your targeted 

organizations.  They can be friends, families, professors, people you met before in events, 

career fairs, part-time work, internship, trips, activities… 

Remember: People help others they know, like & trust 

Therefore do exchange contacts and build trusting relationship with people! 

In more formal occasions, like a job fair, you can prepare a pitch to quickly introduce yourself. 

Useful Tools: 

– online profile, resume, business card, Elevator Pitch (Appendix 5) 

 

  

Social Media - Make or Break 

Employers are increasing using social media to recruit candidates and they will Google 

your name to find out more about you.  Therefore, you are advised to review your 

online presence….how you appear on Facebook, YouTube, blog, twitter, IG, LinkedIn… 

 Remove anything that could potentially damage your reputation!   

 Set private on your Facebook profile, you may direct business contacts to your 

LinkedIn network 

 Stay active on LinkedIn and build a professional profile there.  Employers use 

LinkedIn to vet candidates.  Make it look professional! 

 

Basic Structure for a quick pitch: 

Hi, my name is _____________ and I will be graduating from 

SCOPE at CityU with a degree in __________ this coming 

______.  I have worked part-time/intern as a [job title] in [ABC 

company] before.   I’m currently working on the final year 

project about [project title or nature] and after that I will be 

actively looking for a full-time job (you may state in which field 

if you know).  I am very interested in learning more about your 

organization. 

Freepik.com 

Freepik.com 
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What to prepare for a Career Fair? 

Attending a Career Fair definitely offers a chance for you to meet up with some potential 

employers and to learn about the entry criteria and development in different industries.    

 

  A few tips 

 Dress Code: smart casual meaning look professional but a bit more relaxed 

than attending formal interviews, example, proper knee-length dress, long 

sleeve shirt and pants.  Do not wear T-shirt, jeans, thong sandals.  Exercise 

business etiquette, be polite, neat and tidy. 

 Bring a few copies of your resume, pens, note-taking device. 

 Be an active participant, stop, show interest and talk to the recruiters, you can 

ask questions on their organization, industry, the number of graduate in-take 

per year, development path, etc. 

 Prepare a short pitch to introduce yourself 

 If you know in advance your dream company will be joining the Career Fair, do 

some prior research on the company and connect with the recruiters on the 

booth. 

 Some companies will do an initial screening interview on the spot, be 

prepared for that as well. 
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The Assessment Process 

For open recruitment, most employers will go through a selection process including CV 

shortlist, interview and/or a written test (step 1 & 2 in the diagram below).  For multinational 

organizations, an assessment center (step 3) may be arranged where aptitude tests (or ability 

tests), group interview and a behavioral interview will be arranged in a half or a full day. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Be Prepared 

 A good resume and cover letter to stand out from the other applicants 

 Read more!  Written test are generally essay writing or document 

drafting.  Common topics :  

o Soliciting views on a Contemporary Issue / Policy 

o Ideas on new Market Trend / Product/ Campaign 

o Related to work; handling a campaign, announcement, 

response letter to invitation/ complaint/tender document, etc. 

Equip the required writing skills: organization of ideas, language 

proficiency, presentation, logical thinking, and general sense 

 Research the organization to know their nature of business/work  
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Researching the Organization 
 

You need to know the organization well in order to convince people (and yourself) that you 

are interested in working there. 
 

 

 

 

 

 

 

 

 

 

 

 

Assessment Center…Stay Cool!  

 
Most tests are timed and you are required to work under pressure. The most commonly used 

tests include numerical, verbal and logical reasoning ability.  You are strongly advised to 

practice ahead, there are plenty of sites that provides free sample tests, do a google search on 

“aptitude tests” or “ability tests” and practice online.  

 

 

 

Group Interview / exercise 

• A team of 6-8 

• Timed – case reading, discussion to solve a 

problem 

• Measures interpersonal skills:                     

group leadership, teamwork, negotiation, 

interaction, involvement, cooperation, 

group problem solving skills… 

Try to listen actively and speak up even if you do 

not know the subject well, you can support 

other’s view and build on their points.  

 

Checklist 
 
 Corporate information : their location(s); their Mission & Vision; their objective; 

their history, their future plan; their staff number / size; their organization 
structure; their shareholders/strategic partners; key contact persons; 
management style, organizational health, industry health, their culture/value;  

 Business Information—products and services, market locations, their clients; 
market share, their key competitors and market positioning; market strategies, 
financial statement on turnover,  

 What is important to their business – Key performance indicators? 
 Any openings, their job requirements, career ladders, and benefits/salary data 
 Any news in recent year(s)? 
 Who is the hiring Manager? His/her contact information – email and phone 
 What impresses you about this organization? 

 

Freepik.com 
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Useful References 

Popular Job Boards 

 https://hk.jobsdb.com/hk 

 https://www.cpjobs.com/hk/ 

 indeed.hk 

 https://jump.mingpao.com/ 

 https://www.csb.gov.hk/tc_chi/recruit/7.html 

Recruitment Agencies: Michael Page; Adecco; Executive Search; Link, Manpower, etc. 

Graduate and Internship openings: http://hk.gradconnection.com/ 

Organization Information 

 香港貿發局中小企服務中心 HKTDC SME Centre 

 http://www.hktdc.com/mis/smecentre/en/s/Regulations.html 

 The Company website / Internet  discussion Forum / Facebook /LinkedIn/Glassdoor 

 friends that may know someone working there 

 

 Assessment Tests 

 https://www.assessmentday.co.uk 

 https://www.practiceaptitudetests.com 

 https://www.csb.gov.hk/english/recruit/7.html   (for Civil Service Jobs and Exam) 
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The 4 Steps of Job Search  

The 4 STEPS below summarizes the strategies of the job search that were outlined in the 

previous sections: 

 

 

 

 

 

 Chapter Summary 

 On-line and off-line job-searching skills 

 Interview preparation, flow and skills 

 Four steps of job-searching 

 

 
 

3.  Crafting Your Marketing Tools 
 

Resume 

Recruiters spend less than 15 seconds on average looking at a resume therefore it is crucial 

that you write it clearly and correctly and that the relevant information is immediately visible. 

 

Types of Resumes 

 Reverse Chronological – most commonly used for graduates, 

information is organized by education/work/activities with the most 

recent experience listed first 

 Functional –  more used for professionals, information is organized 

into groups of skills or accomplishments 

 Combination – information emphasizes on skills in reverse 

chronological order (most recent first). 

 Creative – for design positions.  No specific format but demonstrates 

the design capabilities of the applicants. 

(The University of Notre Dame, n.d.) 

   

 

 

A Typical Resume  

Resume should be tailored to the position that you are 

applying.  The format should include: 

 

1. Header with your contact information – name, (address), email and phone number 

2. Objective or a Personal statement (Optional) – needs to be specific to the industry or 

position that you are applying 

3. Education – University, Degree and year of graduation, majors (with result if better 

than D), minors, if related to the job, GPA,  Study Exchange if any,  Secondary School 

with Public examination results (list subjects with D and above). 

4. Work experiences – any summer job, part-time work 

5. Extracurricular activities – any student clubs you joined, competitions, sports. 

6. Other skills – language, computer skills, typing skills (Chinese ChangJie, etc.) 

7. Other qualifications, if any 

Freepik.com 
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Name 

Phone number: 99999, email: xxxx@mmm 

  

CAREER OBJECTIVE (Optional) 

This part is optional but if you want to state your career objective or your brief profile, 

you should tailor it to the job and the industry you apply for, more examples will be 

shown later.   

 
EDUCATION 

School of Continuing and Professional Education, City University of Hong Kong       2019-2021 

Degree BSc of XXXXX  (GPA) 

- Modules relevant to the position and with a good grade (C or above) 

Project or Dissertation here, Title ‘XXXXXXXX’ 

-    A brief description (1-2 lines). 
 

Public Examination taken (e.g. DSE)          Subjects (Grade) 

Secondary School (Name)    2014-2019 
 

WORK EXPERIENCE 

Employer Job Title, Department/location                                                       MM/YY

 Achievements / Duties and responsibilities 

Employer Job Title, Department/location                                                       MM/YY

 Achievements / Duties and responsibilities 

 

EXTRACURRICULUM ACTIVITIES/ INTERESTS: 

Activities & Achievements  
 

SKILLS 

Language Language (fluency – written/spoken) 

Computer skills MS Word, Excel, PowerPoint and basic web design skills. 
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Resume Tips 

 1-2 pages 

 Font size 11-12pt 

 Be consistent and clear 

 Use of Action Verbs to begin your bullet points 

 Use achievement/result statement, quantify whenever possible 

 Tailor your resume to the job requirement 

 Do not put in References or Salary requirement 

 Save resume as PDF before sending out to avoid distorted display 

 

 

        Action Verbs (Michigan State University, 2018) 

Achievement Analytical skills Communication Financial Leadership  

accomplish  classify correspond Allocate assign 

award  evaluate  influence  analyze coordinate 

attain identify  mediate  audit  direct 

complete  interpret  moderate  balance  execute 

earn  organize  negotiate  budget  oversee 

expand  process  persuade  manage  prioritize 

receive  summarize  promote  plan  strengthen 

solve  systematize  publicize  project supervise 

Initiative  Interpersonal  Teamwork Technical  Clerical  

conceptualize assess  support assemble prepare 

create  clarify  arrange  calculate generate 

design  educate  assist  devise implement 

establish   facilitate  collaborate  engineer inspect 

improve guide  cooperate  operate classify 

initiate instruct  develop  program compile 

institute motivate  produce  solve collect 
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Writing about your accomplishments 

It is important that you use bullet points to clearly state and quantify your achievements, 2-3 

points are enough for recent experiences, less is required for more remote experiences. 

For each experience, write statement(s) that include: Project, Activity, Results: 

 

The bullet point statement(s) should have: 

1. The PROJECT, task/job description 

2. The ACTIVITY you have performed  

3. The RESULTS, accomplishments, outcomes 

Examples 

 

   

  

 

 

 

 

 

In the above example, 

Experience Project Activity Result 

Intern  Data entry 
 
 
 

 Office 
administration 

Create database  of resident 
information in the 
company’s properties 
 
Provide support to 
colleagues in the office 

Entered 8,000 
residents 
information 
 
Supported 10 
colleagues 

          

Note that the bullet points state clearly the project/task, what you have performed and 

achieved in one statement!  Quantify as far as possible.  In order to do that, you need to 

understand and explore more from the task you are assigned to do.  In the above example, 

what data was it about? Why is it important to the company? How will it be used? 

Before: 

Intern, ABC Company June-August 2012  

I was responsible for data entry and office administration.  

 

 

After:  

Intern, ABC Company    June-August 2012 

 Created a database containing comprehensive information on 

8,000+ residents detail (account name, occupation, age, photo, 

access card number) in the properties of ABC companies 

 Provided administrative support to 10 colleagues in the office, 

including photocopying, order of office stationeries, answering 

phone calls.                                   
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More… 

 

As you can see from the above points, no work is too trivial if you pay attention to the task you 

are doing, especially on the purpose of the task, who are the target audiences/customers, how 

many/much have you achieved/contributed…. 

 

 

BEFORE  
 

AFTER                                              

Helped office removal, packing documents 
and unpacking for filing 
 

Assisted in planning and organizing office 
removal that caused minimal disruption to 
daily operations 
 

Provided secretarial and clerical support 
including filing, typing Chinese documents 
and taking minutes 
 

Revamped the filing system and cleared a 
backlog of 1000+records of the past 3 years 
 

Answered enquiry and order hotline  
 

Handled over 30 phone-in orders daily from 
hotline and successfully cross-sold 
supplementary snack food over 50% of the 
orders. 
 

Waiter in a fast food chain, took orders and 
processed transactions over the counter 
 
 

Worked in a fast-paced environment, 
received food-handling/cashier training, 
served around 100 customers per day 

Write a program for faster input of customer 
information, order detail and helped train 
the users 
 

Teamed with the computer service staff to 
test and evaluate the point-of-sales 
program and successful selected, installed 
and trained over 80 users resulting in a 
saving of 30% operating fee. 
 

Help re-edit a training manual in the center Re-edited a 60-page training manual for the 
train-the-trainer program on stress 
reduction 
 

Part-time tutor of Mathematics for primary 
school student 
 

• Conducted over 20 classes of 
mathematics training to group size of 9 
students, age range from 3 to 11. 

• Assessed homework and student’s 
progress performance and recommended 
the individual lesson plan to their 
parents 
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After you developed a resume with good content, you may use the online pre-set resume 

templates, most are free, to make your resume look more sharp and professional: 

 Online CV Builder :  https://zety.com/blog/best-online-resume-builders 

 By posting resumes online in job boards, such as : www.Cpjobs.com 

 Free Microsoft Word Resume Templates (just use Microsoft word) 

Or you can just use the plain and traditional resume layout using the resume template on 

P.27. 

 

Resume Checklist  

 Is it 1-2 page?  Are there 1-3 bulleted achievement 

statements per job in Experience 

section? 

 Does it include your name, email, 

phone number? 

 Do the achievement statements start 

with Action verbs and demonstrate 

the use of key skills? 

 Is the format consistent (font type, 

style and size (11-12))  

 Does the resume include the 

applicable headings? Education, 

Work Experience, Activities, Skills? 

 Are verb tenses present for 

current experiences; past for 

previous experiences? 

 

 Is the resume free of pronouns “I”, 

“we”, “me”? 

 Does Education section state 

official degree and graduation 

date with majors? 

 Is the resume free of spelling, 

punctuation, abbreviations, and 

grammatical errors? Watch out that 

some wordings may be spelled 

wrongly but cannot be detected by 

spell check, e.g. you want to type 

“further” but you typed “father” 

33 | P a g e  
 

SAMPLE RESUME 1 - BEFORE      (please note comments in brackets) 

Shu Yuen Tam 
Address · 11C Po Yee Gardens, 31 KiYuen Road, Yuen Long, Hong Kong 

Email · cat_fans@gmail.com (should use a more professional email name) 

OBJECTIVE: A challenging creative opportunity where I can apply my skills in a 
dynamic organization with plenty of room for advancement (Too general!  No 
specific skills mentioned and how it relates to the experience of the job requirement.  Do not 
mention about advancement at this point).  Objective or Personal Profile is optional, you can 
skip this part if you are not comfortable with the write-up! 

Experience 

summer 2019 (too many different font types and sizes so far, should use only 
one font type with size 11-12) 
Marketing intern, Looser Bucks Trust HK LTD.    

 Draft the promotion leaflet    (Use past tense for past experiences, should 

elaborate and write up as an achievement sentence) 

 Administrative work             (Sentence construction should be consistent 

-  begins with action verbs ) 

 Organized company softball team (can elaborate how many members, 

what was the actions taken and the result) 

Summer intern, SAI YEUNG CHOI ADVERTISING LTD                           SUMMER 2018 
 Held an online marketing campaign in promoting healthy eating 

 Other administrative work (should elaborate as achievement sentence) 
 

Education   (Prefer this section to go before the work experience) 

SLU, 2017  (Do not use Abbreviation) 

CityU Scope, 2019 (Specify the full name at least once) 

B.S., Finance, GPA: 2.75 (Specify relevant subjects with good grades) 

 Beta Beta Beta Fraternity, Party Planning Committee Member 

(should state what activities you have participated and this statement should 

be in the Activities Section.) 

Skills       (Borders of the table should not be shown) 

 Teamwork (too general) 

 Computer Microsoft word (too generic) 

 Language : Chinese, English (should 
state the Proficiency level) 

 

Activities 

softball   (Any achievements?  What did you do in softball game?) 
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 SAMPLE RESUME 1 - AFTER 

Shu Yuen Tam 
Address · 11C Po Yee Gardens, 31 KiYuen Road, Yuen Long, Hong Kong 

Email · cat_fans@gmail.com 

Objective  (Optional) 
To apply the knowledge acquired through the bachelor’s degree in Marketing and 
Communications and two summer internships at a public relations agency and the 
Marketing team of a financial institution. 

 

Experience 

MARKETING INTERN, LOOSER BUCKS TRUST HK LTD.                                 June-Aug 2019 
 

 Designed the promotion leaflet for commercial and construction loan applications 

 Supported two marketing events held in Shopping Arcades to promote membership 
and successfully signed up 88 new members 

 Recruited and organized a company softball team with 16 members and coordinated 
with an external coach to work out a 3-month training program. 

 

SUMMER INTERN, SAI YEUNG CHOI ADVERTISING LTD                                            June-July 2018  
 
 Assisted the development and implementation of an online marketing campaign in 

promoting healthy eating including copywriting of promotion material, sourcing of 
digital marketing platforms and tracking of results. 

 350 users registered online for journal subscription. 

 
Education 

School of Continuing and Professional Education (SCOPE),                                    2017-2019 
City University of Hong Kong  
Bachelor Degree of Finance, GPA: 2.75                                                                                        
XXXX (B+), SSSS(B), CCCC(B), YYYY (C) 

Shek Lek Un Secondary School                                                                                     2012-2017 
DSE 2017      XXXX(B), YYYY(C), JJJJ(D) 

Skills 

 Computer Microsoft Office (Word, 
PowerPoint, Excel) - proficient 

 Language : Chinese- native Cantonese, 
Mandarin - good, English - good 
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SAMPLE RESUME 1- AFTER (Continued) 

 

Activities 

 Leader of Softball Team at School from 2012-2017 

 First runner up in Softball Championship, Asia 2004 

 Beta Beta Beta Fraternity, Party Planning Committee Member in University 
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SAMPLE RESUME 2- BEFORE    (Please note comments in brackets) 

Chan Tai Man (陳大文) 

PERSONAL DATA 

Address: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Contact No.: XXXXXXX  (You may condense the Personal information and put in a header) 

E-mail 

address: 

xxxxx@gmail.com 

 

PERSONAL STATEMENT 

A caring and loving person, I am passionate in participating in different voluntary work in hopes 

of improving others’ lives. Educated to degree level (Geography and Resources Management) 

with a commitment to develop in social service industry after working in different industries 

and volunteering for 3 years alongside studying. I have a strong interest and passion in utilizing 

my analytic skills and results orientation in my future career. Looking to secure long-term role 

in social service industry.    (No need to include information here that is not relevant to the job 

you are applying and don’t be too general, example, “working in different industries”, “learned 

various skills” as you cannot be in different industries nor learned many skills in such short 

period of internship.) 

 

EDUCATION BACKGROUND  

The Chinese University of Hong Kong 

 Bachelor of Social Science in Geography and Resources 
Management 

2012-2016 

Heung Shing College 

HKDSE    (Better to condense this into 1 to 2 lines) 

 Chinese: 4 

 English: 5 

 Mathematic: 5* 

 Liberal studies: 4 

 Physics: 4 

 Business, Accounting and Financial Studies: 5 

 Geography: 5 
 

2006-2012 
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WORK EXPERIENCE 

Administration Assistant, XYZ Limited  (Part-time) 

 Office Management   ( too generic, use action verb to begin 
with the achievement statement) 

 Assist in supervising two workmen and two drivers  

 IT Coordinator (use action verb to begin with the 
achievement statement) 

 Provision of training to colleagues on IT hardware (grammar 
inconsistency, should use verb instead of noun) 

 Maintain the SharePoint Page of Administration Department  
 

Executive Officer, ABC Ltd. 

 Person in charge of the 6th Food Carnival (use action verb to 
begin the achievement statement) 

 Assist in organizing other expos, such as 2017 Macau Expo 
(use past tense for past experience) 
 

Jul. 2017 – Present   

 

 

 

 

 

 

Mar. 2017 – Apr. 2017 

Part-time Customer Service Office, Efficiency Unit 

 Answering citizens’ enquiries  (use action verb and try to 
quantify) 

 Handling complaints from callers(use past tense and try to 
quantify) 

 

Aug. 2016 – Oct. 2016 

Part-time afterschool Mathematics Foundation Class Teacher, Life 

Workshop 

 Working in XXX College 

 Teaching F.2 Mathematics in a small group (~10 students) 

 Designing and preparing teaching materials 
(should use past tense and rewrite the points to form achievement 

statements and try to quantify as far as possible) 

Oct. 2015 – Jun. 2016 

WORK ACHIEVEMENTS 

Outstanding Service Award, Life Workshop 

 Awarded to employees who meet the service standard 
(should elaborate more on what type of service standard) 

Mar. 2016 

EXTRA-CURRICULAR ACTIVITIES 

Long Term Volunteer, The Centre for Wellness of All 

 Assisting in Centre’s daily operation       (use verb in past 
tense) 

May 2017 – May 2018 
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 Responsible for administration and clerical work (use verb) 

 Provide basic IT support for the Centre (use past tense) 
 

Long Term Volunteer, XXX Temple 

 Preparing lunch for visitors (use verb, quantify the number) 

 Assisting in temple’s daily operation (use verb, should be 
more specific what operation is that) 

 

 

 

Nov. 2016 – Apr. 2017 

 

SKILLS & LANGUAGES 

Languages 

 

 IELTS Scores: 7.5 

 Fluent Cantonese, English and Putonghua 

Skills  Proficient PC knowledge in MS Words, Excel, Outlook and PowerPoint 
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SAMPLE RESUME 2- AFTER 

Chan Tai Man 
Address: xxxxxxxxxxxxxxxxxxxxxxxxxxx 

Contact no: 9999 9999 E-mail address: chantaiman@gmail.com 

 

PERSONAL STATEMENT  (Optional) 

A caring and mature person, I am passionate to improving the lives of others.  After gaining 

work experience in NGO and government sector for the last 3 years, I would like to develop 

further in the Social Service sector where I can apply my analytical and administration skills. 

 

EDUCATION BACKGROUND  

The Chinese University of Hong Kong 

 Bachelor of Social Science in Geography and Resources Management 
Debating Mass Media (B+), Urban Geography (B+), Sociology of 

Everyday Life (B), Basic Economics for Hospitality and Tourism 

Industry (B) 

2012-2016 

Heung Shing College 

 HKDSE 
Chinese (4), English (5), Mathematic (5*), Liberal studies (4), BAFS (5), 

Geography (5), Physics (4) 

2006-2012 

 

 

WORK EXPERIENCE 

Part-time Administration Assistant, XYZ Limited 

 Assist in office administration to support 60 staff in the headquarter 

 Arrange the work schedule for 2 office assistants and 2 drivers 

 Support the PC and server operation 

 Update the Microsoft SharePoint Page of Administration Department 

 Coordinate and arrange the logistics of Annual Meeting and All Staff 
Meeting 

 

Jul. 2017 - 

Present 

 

Part-time Customer Service Officer, Efficiency Unit 

 Supported 1823 hotline for the 22 government departments, 
including the provision of information, answering enquiries and 
complaint referral 

 Handled over 70 incoming calls daily 

Summer 2016 
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Part-time afterschool Mathematics Foundation Class Teacher, Life 

Workshop 

 Provided small group weekly mathematics tutorial classes for F.2 
students in XXX Secondary School 

 Designed and prepared teaching materials 

 Awarded the Outstanding Tutor of the year 

Oct. 2015 – 

Jun. 2016 

 

EXTRA-CURRICULAR ACTIVITIES 

Voluntary Tutor, Principal Chan Free Tutorial World 

 Provide individual weekly tutorial session in Mathematics for a F.2 
student 

 

Volunteer, XXX Temple 

 Supported the administrative work and basic IT setup for the temple 
during weekends 

 

Feb. 2019 – 

Present 

 

 

Nov. 2016 – 

Apr. 2017 

 

 

 

SKILLS & LANGUAGES 

Languages 

 

 IELTS Scores: 7.5 

 Fluent in Cantonese, English and Putonghua 
 

Computer Skills  Proficient PC knowledge in MS Words, Excel, Outlook and 
PowerPoint 

 Elementary in Python Programming Language 
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Objective/ Personal Profile Statement  

This is an optional part of the resume, if you can include an objective or personal profile that 

is relevant and specific to the position for which you are applying, it does give you some 

bonus points.  Remember to write it correctly and tailor to the job you are applying. 

The developed profile can also be used in interviews and/or to serve as a pitch for introducing 
yourself. 
 

 
Think hard about the following questions: 

 
 Why have I chosen to apply for this specific field, and why did I choose to apply 

to this particular position? 
 What are my qualifications? 
 What is special, unique, or impressive about me? 

 
   The statement should: 

 Describe some aspect of your personality 
 Positive attributes that help portray your character at its best 

 
 

 
  

SAMPLE 

 
 

During interview 
 

“I am currently studying in SCOPE, City University of Hong Kong and am graduating this 
year with a bachelor degree in Social Science. I have joined the Industry Attachment 
Scheme and worked part-time last year in ABC organization.  I love to learn and meet 
people and I believe I can work very well in a Service Organization.” 

  

 

 

 

 

 

 

 

Freepik.com 
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As Career Objective 
 

   “A disciplined, 
organized, self -
motivated and flexible 
person.  I am passionate 
to develop myself in the 
financial industry.” 
 

 

In CV Profile Statement 
 

   “A hardworking and fast 
learner.  My part-time work has 
taught me to adopt a polite and 
calm approach for customer 
care. I enjoyed customer 
servicing and working as part of a 
team.” 
 

 

In CVs 
 

“An active learner and contributor with a strong sense of 
responsibility. Good planning and organizing skill through 
strong engagement in on-campus and voluntary work. 

 
Seeking to obtain an opportunity in social work that will 
utilize my organizational skills and people friendly 
personality.” 
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Cover Letter 

It is strongly recommended that you enclose a cover letter when you submit your resume.  It is 

an overview of you as a candidate – why you are interested, what experiences are related, do 

not repeat the detail of your resume though.  It is utterly important that you write it correctly, 

free from jargon and error and tailor to the position that you are applying. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

   

   

A Typical Cover Letter Format  

Resume should be tailored to the position that you are applying.  The format should include 

(ref. Cover letter Template in P.43): 

1. Header: your name and contact (is a must), address is optional 

2. Date of application 

3. Address of the Organization you are applying, if there is no physical address, you 

may put in the Organization’s name and the email address. 

4. Formal salutation, such as Dear Ms. Wong, Dear Mr. Chan, if there is no specific 

person, you may address as Dear Sir or Madam, Dear Human Resources Manager 

5. Opening paragraph – show your interest in the company 

6. Middle paragraph – create desire…give details of your background 

7. A short paragraph of your general qualification  

8. Closing paragraph, asking for an appointment 

9. Conclude by “Sincerely” and your typed name/signature. 

(The University of Notre Dame, n.d.) 

Tips 

 Brief, one page, 11-12 font size 

 Proof-read thoroughly and ask 

someone else to help check your 

grammar, spelling and style 

 If you are asked to include a photo, 

please ensure the image is 

professional with proper attire that 

you will wear for an interview 

 No need to include your age and 

birthday and salary requirement 

 

Freepik.com 
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Your name 
Email and Phone number 
 
Date 
 
Contact 
Name of Company  
Address 

 
Dear____________, 
 
Subject Line : The position you are applying (reference number) 
 
INTRODUCTION: State the position or type of work for which you are applying. 
Identify how you heard of the position (E.g., Career or job site/newspaper). 
Briefly (in 1 or 2 sentences) tell why it interests you, and a short summary of 
who you are. 
 
SELL YOURSELF: Explain on why you’re qualified for the position. Highlight two 
to three major accomplishments that demonstrate you initiative, creativity, 
follow-through, communication skills, and problem solving capabilities. Be sure 
to draw a connection between the needs of the current job opening and the 
skills you can bring to the job. Research the company beforehand! 
 
ASK FOR AN INTERVIEW: Reemphasize your interest and politely thank the 
employer for their time and request an interview. 
 
Sincerely, 
 
 
Your name typed 
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Jimmy Chan 

 41/F Fok Tak Estate, North Point, Hong Kong, Phone: 
9171 1777   email: jimmy.chan3@gmail.com 

 

 
5 Mar 2008 

Ms Cherrie Tree 

Human Resources Manager  

ABC Investments Limited 

118 Stanton Street, Central, Hong Kong 

 
Dear Ms Tree, 

 
Subject:   Application for the post of Management Trainee (ref: 123/AGC/SCP) 

 

Your captioned position is of great interest to me. I am graduating this year from the 

School of Continuing and Professional Education, City University of Hong Kong (SCOPE) 

with a Degree majoring in Marketing and several elective courses in Financial 

Management and Business Statistics.  I am a committed and active member of the 

Business Investment Society in the University. 

 
I have worked part-time as a counter staff for the Finance and Banking Association and a 

Promoter for the District Health Campaign, the work experience enhanced my customer 

servicing, time management and teamwork skills. 

 
I believe I have the maturity, skills, and abilities to embark on a Management Trainee 

Scheme.  Grateful if I would be considered for the position and am looking forward to 

meeting with you for further discussion. 

 
Thank you for your time and consideration.  

 

Sincerely, 

Jimmy Chan 
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Additional Tips 

 

 Seeking a position in an unrelated industry 

If you are seeking a position in an industry or role that does not have a direct 

relationship to your academic training, for example, you studied Marketing and 

you are interested in a Trainee position in the financial institution, you should 

relate your quantitative/analytical skills or your previous work/volunteer 

experience in the related field, etc.  You should explain why you are interested 

and what value you can bring to the organization. 

 Remember to follow the same font and style as you have used in the resume 

 

 Double check the position/job title you are applying in the subject line of the 

cover letter and that of the email (if you have used the past application email, 

it is easy for you to forget to change the job position in the current 

application) 

 

 Applying jobs through a job board with auto-fill in email template 

If you are applying a job position through an online job board, such as 

jobsdb.com.hk, they already have a preset template for you.  However, you are 

still recommended to modify the wordings in the template or to replace the 

content with your cover letter without the need to include the organization 

address and the date again in the email to make it unique.  Note that if the job 

advertisement has specified that you apply with a cover letter and resume, you 

should definitely enclose a cover letter as requested.   

 

Freepik.com 
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Interviewing 

It is natural for you get nervous for an interview after all this is probably the most significant 

and determining part of the hiring/evaluation process.  In fact, the interviewer wants you to 

succeed and match with what they are looking for. 

 

 

 

  

 

 

 

  

* Show Your skills & 
personal qualities

*  Demonstrate you 
fit for the position 
through your past 

experiences

* Find out if the 
position/organsiation 

is right for you

*Find out if you have 
the skills to perform 

the job

*if you are motivated

*if you can fit in with 
the organization 

culture

Your Goals  The interviewer’s Goals  

Preparing for the interview 

 Look clearly at the job requirements – what the employer wants 

 Research the organization 

 Know your strengths and weaknesses 

 Always relate your competencies to the job requirements (skill, 

knowledge, motivation, personality) 

 Prepare structured answer (tell a good story) to anticipated questions 

  Dress appropriately and conservatively 

  Arrive a bit early 10 mins early. Allow for any commuting delays 

 Bring spare copies of your resume and certifications and put it in a folder 

  Listen to the questions calmly and ask for clarification if necessary 

  Be positive 

  Practice! Practice! Practice! 
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General format of Interviews 

 

 

    Interviewing Skills  

 Listening 

 Oral communication 

 Research   

 Organization/overall presentation 

 Business etiquette 

 

 

 

 

 

 

Medium/Means

*Phone

*Skype/Video

*Face-to-Face (on-campus, job fair, in 
employer's office)

Types

*Traditional - going through your resume

*Behavioral - ask for previous examples to 
predict your future

*Case - ask a difficult question to see your 
thought process to derive for a result

* Group interview - as in Assessment Center

Typical Structure

*Greetings

*Interviewer asks you to introduce yourself

*Interviewer raises questions and discussion on your background

*Questions to explore your interest and motivation

*Inviting you to ask for questions

Top 5 Competencies rated by Hong 

Kong employers 

1. Ability and willingness to learn 

2. Teamwork and cooperation  

3. Hardworking and willingness to take 

on extra work 

4. Self-control 

5. Analytical thinking 

(Coombes, Leung, Pang & Wong, 2018) 
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Interviewing Technique - STAR approach*  

It is important that you learn this story-telling technique to 

present your competencies, especially in behavioral interviews 

when they would like to know more examples (evidences) from 

your past experiences. 

S : Describe the Situation you were in – class project, student 

activity, volunteering, job, etc. 

T : Describe the Task you needed to achieve – your role, 

objective, problem to be solved, improvement to be make, etc. 

A : Describe the Action you took – planning and organizing a task, solving a problem, etc. 

R : Describe the Result of your action – the impact, influence, learnings, etc. 

*STAR has been generally used in answering behavioral interview questions, source unknown. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example 

“Have you handled a project in a team setting?” 

SITUATION:  In our final year team project, we proposed the topic of “The usage of 

internet and electronic screen products for families with children under 18” 

TASK:  As a team of six, I took the role as the project researcher and editor. As a 

researcher, I designed the research methodology including targets and the approach. 

ACTION: Our research included interviews with Doctor and psychologist for their advice 

and expert opinion, survey questionnaires to families and focus group with parents on 

their children’s existing usage patterns and their opinion/suggestions.  The project was 

given 6 months, we have drafted a timeline and divided the tasks among team 

members.  I designed the survey questionnaires, sent out 300 and received 50 back.  We 

have conducted focus group interviews with 15 parents.   We have some regrettable 

findings that 20% parents we surveyed started to let their children to use mobile or 

electronic devices when they are 14 months old.    

RESULT:  Overall, the parents were more aware of the possible harm that will bring to 

their children for early exposure to electronic devices and were receptive to behavioral 

changes the experts suggested.   We handed in our project on time, received good 

feedback from the project presentation and we got a “B+” for our project. 
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From the above example, you can demonstrate your competencies including project handling, 

researching, planning and organizing, analytic skills, team work and presentation. 

Let us look at some of the tougher questions that you may be asked and the example of using 

STAR approach to structure the story.  Note that this is for your reference only, you should 

develop your own version. 

 

Example 

 

Strength and Weakness 

Q:  “Tell me about your weakness” 

 Take a real weakness that can be improved. Talk about it in an insightful & positive way 

 What was/is your weakness 

 How did you discover it  

 Why it’s important to fix it 

 How you’re trying to improve upon it 

 

 “One of the things I am working on is my tendency to wait till the last minute to do things.  

Now, I would set a project schedule and a daily to-do list and make sure things will get done at 

least 1 week before the deadline.  For example, I have to hand in a project assignment, I 

started to plan the timeline 2 months before deadline, had the work finished 2 weeks ago and 

left with at least one week for fine-tuning and proofreading.   I feel that this approach takes 

the last minute pressure away and it also allows me to improve the work further as there are 

some spare time left before the deadline.” 
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Strength and Weakness 

Q:  “Tell me about your strength” 

   Think about what you are good at and how does it relate to the job/organization 

  “I think one of my strongest areas is my ability to multitask.  I’ve always been involved in 

quite a few things, and I really enjoy having a variety of things going on.  I actually found 

out that I did better in school when I were more actively involved in out-of-classroom 

activities, such as taking the role of secretary in the Readers’ Club, as a member of the 

badminton society and working as a volunteer for Church Sunday Service.”  I feel more 

energized and motivated having a variety of physical, mind and spiritual activities.  

 

 

 

 

 

 

Hypothetical Questions 

Q: “If you were stranded in an island with only one book, what would you pick and why?” 

 Employers want to check if you can think on your feet – you can be humorous, 

creative and sell yourself and relate to the job! 

   Try to think of a past experience, do not make up one, prepare early for a past event and 

draw some imaginations.   

“I actually had a similar experience, I was stranded in Phuket airport 2 years back, the 

plane was burning in the bay but we have already checked-in so we can only be moved to 

the hotel.  Thinking back, I would want to have a book that could serve multi-

purposes …that is entertaining, stimulating, thought-provoking… [then name a good book] 

or perhaps “Surviving a deserted island for dummies.” 
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Case Questions  

Q: How high is Himalayas in Nepal? 

     The employers want to check 

 Your thinking process – how you use logical steps to deduce your answer 

 How you react when challenged 

 Do not give up, saying “I don’t know” or a complete melt down… 

    Try to estimate, making assumptions and work with a base number or fact, show the 

steps of your thinking. It does not have to be the correct answer. 

“I remember going to Li Jiang in Yunnan and breathing was a bit difficult if one runs, it was 

some 3,300 meter.  Everyone says Alps in Nepal is a legend so if I have to make a very bold 

assumption, the Alps should be around double the height at 6,000m.” 

 

 

 

 

 

Opening and Closing: Impression Grasping! 

 

When invited to introduce yourself, you may use your profile statement introduced earlier to 

present yourself within 1 minute. 

 

 “I am currently studying in the School of Continuing Education at City University of Hong Kong 

and am graduating this year with a bachelor degree in Social Science.  I have worked as intern 

for the past 2 summers in 2 non-profitable organizations, namely; the Family Services Center 

and Save the Children.  I was involved in preparing the promotion pamphlet for the family 

activities to a summer camp and in coordinating the work schedule of street fund-raising 

volunteers.   I am sociable and enjoy working with people and am now looking forward to start 

my career life” 

  

 

53 | P a g e  
 

 

 

 

 

 

 

 

The close of interview is very crucial! 

Prepare to ask 2-3 questions, if you do not ask any question, the employer will think you 

have no interest to work with them.  You can ask the following:      

 Person/job related 

- What kind of project will be assigned in this role? 

- What is the career path like in the organization? 

- What kind of personal attributes and ability will succeed in the organization? 

 Business Related 

- How has the uncertain economy / social unrest affected your business/operation? 

- What would be the key performance indicator for this position? 

 Next Steps  

 - When would I expect to hear from you? 

• Do not ask about salary, fringe benefits, annual leave, holidays, subsidies (yet) until 

the offer is about to be confirmed.    

• Salary Questions  

You may reply like:  “The most important thing is that your organization believe that I 

am the right candidate for you and that I can learn and contribute in the role.  As for 

salary, I believe you would suitably remunerate an employee at the market rate”.  You 

may even ask them for the salary range or budget they are considering to offer. 

     

 Thank the interviewer(s) and ask for business card if appropriate 

 Give a firm handshake if you can before you leave 

 Send a thank you note/email 
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Dress Code 

The professional standard is to wear a two-piece, matching suit in gray, navy, blue or black.  

For gentlemen, you may wear white or blue shirt with a simple-pattern tie and polished shoes 

with socks high enough to cover the skin when you sit down.  For ladies, you may wear knee-

length skirt or pants matching color to the blazer. Do not wear sandals and flashy, dangling ear 

rings or showing tattoos on your body.   

Non-verbal communication 

 Be aware of your body gestures – relax, imaging you are talking to your lecturers 

 Check your body odor and breath 

 Check hair dandruff, facial oil, food in teeth, any soil in your nail or the nail polish… 

 Avoid distracting body movements when seated, do not twist on the swivel chair, 

constant fiddling with your hair or clothes 

 Sit attentively with good posture   

 Make and maintain good eye contact and stay calm 

 Put your handbag/briefcase on the floor next to your feet, not at your back or on the 

table. 

 

Post interview thank you note 

A thank you note restating your interest in the position, it should be sent within 24 hours of 

each interview to the person(s) with whom you spoke. 

SAMPLE 

Subject: Re: Interview for the position of XXXXX 

 

Dear Mr./Ms. Last Name, 

Thank you for your time in meeting and discussing with me about the XXXX position in your 

honorable Company.  

The interview has further confirmed my interest and enthusiasm in joining your team. I 

will contribute my best effort and commitment to perform well in the position. 

I look forward to hearing from you. Please feel free to contact me at any time if 

further information is needed. I can be reached at 9999999, email: XXXXX@YYYYY. 

 

Thank you again for your time and consideration. 

Sincerely, 

Your Typed Name 
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Prepare and Practice 

This is a golden rule for preparing for interview.  You should prepare with steps mentioned 

above and practice with few rounds of mock interview with someone experienced to get their 

feedback.  Below is a list of sample questions that you may use as a start.  Remember to use 

the STAR technique to answer the questions as far as possible. 

    

Commonly Asked Interview Questions  

I. About Yourself 
1. Please introduce yourself. 
2. What do you consider to be your strengths and weaknesses? 
3. Why are you interested in joining our Company? Are you a user of Company Service? 
4. Where do you hope to be in five/ten years? 
5. You have not studied a subject related to our industry, why are you interested in this 

job?   
6. What are your career objectives? 
7. Why did you choose the previous part-time/summer job? 
8. Give me an example when you have been involved in a team project? 
9. Give me a specific example of a time when you solved a problem and you are proud 

of it.   
10. Why should I hire you? 
11. How many jobs are you currently applying?  If you have several offers, which one 

would you choose? 
 

II. About the Organization 
1. What do you know about our company? 
2. What do you like the most/least in our company? 
3. Any news on our industry that you know of? 

 

III. Current Affairs 
1. Tell me one of the recent international news that gets your attention? 
2. What do you think about the current status of Hong Kong? 
3. What is the most pressing social welfare problem currently in Hong Kong? And what 

is your view? 
4. What do you think about the social welfare system/ the education system/ the 

economic situation of Hong Kong? 
5. What is your view on the development of Greater Bay Area? 
6. What do you feel about the extradition law and the demonstration? Who should be 

responsible?  What went wrong?   
 

IV. Closure 
1. Is there any question you want to ask us? 
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Chapter Summary 

 CV writing tips, checklist and skills 

 Different standardize CV samples 

 Application letter writing tips and skills 

 Interview preparation, questions, techniques – STAR Approach and 

dress code   

 

 
 

4.  Making Your Move 
 

Knowing the Job Market 

It is important that you understand the job market including;  manpower forecast, salary & 

economic indices so that you know relatively how easy/difficult it is to get a job, the salary 

offer and the industries/job roles that are growing or declining in the coming years. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

               

  

Manpower Projection to 2027, Labor and Welfare Bureau (released in May 2019):  

 Number of employed persons:  3,865,000 in April of 2019 

 Shortage of manpower in 2027 : between 170,000 and 255,000 people,   

 Shortage of 34,600 at bachelor and postgraduate level.  

Fastest growing economic sectors in terms of manpower requirements 

1. Professional and business services (annual growth rate of 1.4%);  
2. Information and communications (1.2%);  
3. Financial services (1.1%);  
4. Social and personal services (0.9%);  

 
You can find out more detail in the following report:  
https://www.legco.gov.hk/yr18-19/english/panels/mp/papers/mp20190521cb2-1444-8-e.pdf 

 

 

 

  

Freepik.com 
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The job market is affected by socio-economic factors (such as number of working population, 

aging issue, education level, cost of living, cost of doing business, operation license, 

competitiveness around the region, the global and China economy…) as well as political 

situation (stability, safety…) therefore the projection of manpower shortfall (of 

169,700 people) will change according to the environment of the time.  You are advised to 

keep a close track of the market and its development.  

 

 

 

 

 

 

 

 

 

  

 

 

 

 

                                freepik.com 

 

 

 

 

Example 

An article published 25 Nov, 2019 after 5 month of social unrest in 
Hong Kong.       https://hongkongbusiness.hk/ 

“Expected salary increase has dropped to 10-15% in 2020. 

The job market is becoming risk-averse amidst global economic 
uneasiness and weak local outlook for H2 2019, with high demand in 
Greater China’s tech industry, according to a survey by recruiter 
Robert Walters. 

Expected salary increments has plummeted to 10-15% in 2020 
compared to 10-20% this year, as both employers and candidates get 
more conservative and employees are less inclined to switch roles.” 

 

 

 

 

 

 

 

 

 

 

 

 

https://hongkongbusiness.hk/ 
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Survey Reports on Employment and Salary 

Some recruitment consultancy firms and online job portals conduct annual employer surveys 

to gauge the recruitment activities, salary and benefit levels of the coming year or quarter. 
Some are listed as below: 

Appendix 6 & 7  

https://www.glassdoor.com.hk/Salaries/hong-kong-salary-

SRCH_IL.0,9_IC2308631.htm?countryRedirect=true 

https://hk.jobsdb.com/hk/en/career-insights 

 

Source: https://hk.jobsdb.com/ 

  

 

Job Offer Evaluation 

If you have received an offer, unless the offer is your first choice, you will usually ponder 

whether to take the offer straight away and if the salary is fair to you. 

 



60 | P a g e  
 

Should you accept the offer? 

Do take time to think about it, if you cannot decide to accept an offer yet, you may ask for 

more time to consider from the employer.  The best timing to ask for the time to consider is 

when they inform you about the offer.    Make sure that you express your enthusiasm and 

gratefulness for the offer, show your sincerity that you really need some time (around 3-5 

working days) to think about it. 

You may use the following chart to help you evaluate the offers: 

Rate the factors (1=poor, 2=fair, 3=good, 4=outstanding, 5=excellent) 

Factor Company 1 Company 2 (if any) 
Job Content/Nature   
Potential fit with culture & environment   
Salary   
Travel required   
Training/education opportunity   
Opportunity for career advancement   
Fit with your experience and skills   
Degree of freedom   
Size of company    
Potential of the company   
Work-life balance   
Reputation of the employer   
Management style   
Work location   
Supervisor and colleagues   
Experience gained will be useful for future 
professional development 

  

Salary package   
Medical benefits   
Annual leave   
   
(You may add to the list)   
Total Rating   

(MIT Career Advising & Professional Development, 2019) 

 

Salary Negotiation 

Most employers will ask you about your salary expectation during or after the interview.  You 

can refer to the salary question mentioned at P.52.   
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However, don’t wait till it is at the final stage of a job offer.  You are advised to research the 

salary range at market rate (from the salary guide, ref. P.57 or from a friend you know) and 

your personal salary range (a minimum salary to meet your budget needs and an ideal salary 

to meet your desired lifestyle).   Then determine the acceptable salary offer.   

When it is at the job offer stage, the employer will let you know the package.  If it is below 

your expectation, respond gratefully, ask to have some time to think about it, and agree on a 

response date (normally within 3 working days). 

Think about the following questions: 

 Why do you want to negotiate?  Is salary your only consideration factor?  

 What are your alternatives if the employer refuses to increase the offer? 

 Consider all factors, your chances of getting another offer, the market condition, your 

strengths and weaknesses as a candidate… 

 How serious are you about this position and organization? 

 Can you see your future in this organization? Do they provide good training and 

development? 

Review the chart above to look at your needs and goals.   If you decide to decline the offer, 

you should do so within the agreed period.  If salary is the main factor that hinders you from 

accepting the offer, you may try the following steps: 

*Note that if the recruitment is through a recruitment agent, you should negotiate the offer 

with the agent instead.                                            

                                             

Negotiable Items 

There are different items in the job offer, some are negotiable some are not.  Below is a list 

for reference.  You should mention the items you want to negotiate in one go, i.e. in the same 

 

Negotiating Salary Offer 

1. Ask a friend to help you practice the negotiation response.  

2. Think positive and be respectful; negotiating should be a win-win for 

both parties.  

3. Contact the employer within the agreed period, reassure them of your 

interest in the position.  Tell them that you would be a stable and 

committed employee therefore you would want to have a 

remuneration that can better support your living.  

4. If they meet your requests, thank them and ask when you will receive 

the confirmation in written form.  Always make sure you have an offer 

in writing before you formally accept it. 

 



62 | P a g e  
 

conversation if you want to discuss the salary.  Calling the employer a second time to add 

another item to negotiate is an absolute turn-off. 

 

Usually negotiable 
 

Maybe but not 
recommended 
unless you are an 
experienced 
professional 

Maybe Not Really 

Deadline to 
confirm the offer 
(do that when 
they make their 
first offer) 

Bonus/Commission 
 

 Non-compete 
agreements 
timeframe (for 
professional firms 
or sales position) 

Vacation, Insurance, 
Medical benefit 

Salary 
 

Position title Transportation 
subsidy (for 
frequent traveler 
working overseas) 

Work location 

Start Date 
 

Subsidy to 
compensate remote 
location, 
telecommuting 

  Non-Disclosure Agreement 

 

Accepting an Offer 

Any acceptance (even verbal) to the offer, you must try your very best to honor it.  Please 

make sure you have the offer in writing and you respond them correspondingly: 

 

SAMPLE    subject line:  confirmation of the job offer (position title) 

Dear Ms To, 

Thank you for offering me the position as [job title].  I felt very fortunate and 

grateful. 

I would like to confirm the acceptance of the offer, thank you again for giving me the 

opportunity to contribute to your organization and to develop professionally.  

I look forward to beginning a rewarding career with [Organization name]. 

Sincerely, 

Type your name 

Declining an offer 
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You would need to call the employer up and to send an email when declining an offer in a 

timely and tactful manner to express your appreciation and to thank them for the 

opportunity. 

 

 

SAMPLE LETTER TO DECLINE AN OFFER     

Subject line:  RE:  The job offer of (the job position) 

Dear Mr. Ting, 

Thank you for offering me the job in XXXX.  I appreciate the efforts that everyone in 

your organization have made on my behalf. 

I am very sorry to decline the invitation as I have accepted another offer.  It is a very 

difficult decision to make, I sincerely appreciate your taking the time during the whole 

recruitment process and your consideration. 

Sincerely, 

Your typed name 

 

 

  

 

 

Declining by Telephone Call 

 Always be polite regardless of your feelings towards their offer  

 Thank the organization for their offer 

 Tell them that you will unfortunately have to decline 

 Give them an appropriate reason if asked (if you have another 

offer or your major concern, etc.) 

 Thank them again and wish them well 

 Follow up with an email 
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Graduate or Professional School 

If you want to further your study after graduation, consider the following factors: 

 The career you would want to have in the future with your higher degree 

 If you are ready for the academic rigor for a higher degree education 

 Financially, you are able to support the living and the study 

 You have the required qualification to enter the program you want to pursue (test 

score, GPA, research, internship/ working experience) 

You are advised to talk to your professors, the alumni who pursued a similar graduate 

program and learn more about the graduate school – their application period, qualification 

required, graduation requirement, program content, etc. 

 

If you have decided to apply, make sure you have the following ready: 

 A resume and a statement of purpose/essay of why you would want to pursue the 

graduate school in your chosen program 

 Interview practice 

 Recommendation letters (2-3) from faculty members (allow time for them to get back) 

 Official transcripts from all higher education institutions attended   

 The score reports from relevant open examinations 

 Application form 

 Application fee 

 

It is important that you have someone (very good at the language and at professional level) to 

review your resume and statement of purpose as the expectation for your standard of writing 

will be very high.  For the same reason, interview practice is a must to ensure your best 

chance for entering the graduate school. 

If you are not ready yet, you may consider taking a gap year and have some working 

experience; a paid job that may be relevant to the program you want to pursue, voluntary 

work or as a researcher in the Universities. 

                                                       

                                                           

Rawpixel.com 
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Timeline 

 

In fact, the few years you spent in obtaining the degree will pass by so quickly that you wish 

you can listen and prepare early.  If you still have some time before graduation, here is a 

timeline that you can reference to take corresponding action: 

Year 1 Summer Year 2 Summer Year 3 Graduating 

Choose a 
major 

Internship Take up a 
project 

Internship Final year 
project 

 

Join a 
student 
society or an 
extra-
curricular 
activity 

Assume a 
leadership or 
a more 
active role 

Attend 
career talks 
and job fairs, 
have your 
resume 
ready 

Practise 
interview 
and 
assessment 
tests 

Get involved in volunteer work or community Service      

 Develop competencies such as presentation, analytical skills, team work 

 Set up LinkedIn account, build your profile, 
prepare resume 

Start to network with different people Ask for reference 

 

 

 

 

                

         freepik.com 
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Landing a Job Offer 

The challenge begins when you just start to work, remember no one is perfect, be patient and 

resilient.  You are advised to observe the following unspoken rule of office etiquette: 

 

 

Chapter Summary 

 Knowing the job marketing included industry trend and employment rate and 

salary 

 Job offered evaluation and negotiation 

 Factors to considerate for further study 

 Remider for the first job 

 

 

OFFICE ETIQUETTE 

 Always be punctual to work and in attending meetings   

 Dress the same way as you had in your interview then you can observe and adopt 

the dress code in the office 

 Set your mobile to vibration to avoid disturbance 

 If you are to bring packed lunch, avoid the smell of the food when heated up and 

clean up the microwave oven after you have used it.  Do not bring lunch on your 

first week, your colleagues may want to take you out for lunch. 

 Never gossip or respond to gossip 

 Remember people’s name and greet them by their name in the morning or after 

work 

 You should ask questions proactively to clarify if you are not sure, don’t wait or 

make a guess and get your work delayed or wrongly done 

 You don’t have to stay late at work, as long as you have finished your tasks and it is 

your official time to leave, you may ask your supervisor if he/she has other things 

for you to assist otherwise you can bid farewell for the day. 

 All employers want you to enjoy working with them and to interact well with the 

team members there so stay positive and enjoy!  – even if you don’t , do not burn 

any bridges! 

 Always embrace a learning attitude!  
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Appendix 1: https://www.roguecc.edu/Counseling/HollandCodes/  

Appendix 2: 
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