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Research Staff:

Your Careers Interview
what is it for

An interview with a careers adviser may help you with:

· career choice — to help you to clarify your ideas & evaluate alternatives

· exploring next steps & future options (e.g. further study, employment, working abroad)

· helping to develop an effective job-hunting strategy

· changing direction in your job or area of research
· identifying your skills & abilities & advising on how to develop others relevant to your career

· applying your experience to the job market

what can I expect

· a discussion of up to an hour

· you set the agenda for the discussion

· a two-way process — the adviser will not tell you what you should do but will help you to develop your own strategies for dealing with your situation

· confidentiality — between you & the careers service

how should I prepare

· Attend a half hour careers  session (Quick Query)
· Work through anything suggested by the Adviser during this session
· Complete & return the attached career discussion form (CDF). Please take your time over this — it will help you to clarify your ideas & help your adviser to prepare

what happens after the interview

· Take time to reflect on the issues discussed.

· You may find it useful to use the careers library to research careers areas, employers or further study options.

· Depending on your interview, you may be referred to a follow up interview (for either 30 minutes or an hour) with the same adviser for further help.

how to book

Please complete the attached form and bring it with any additional documents to the Careers Information Room to make an appointment. Alternatively, you can send it by post: UCL Careers Service, 4th Floor ULU Building, Malet Street, London, WC1E 7HY; by fax: 020 7866 3601; or by email: careers@ucl.ac.uk and we will contact you to make the appointment. If you have any particular requirements in relation to completing this form or attending the interview, please let us know immediately and we can suggest an alternative method of booking and/or arrange any equipment/facilities you may need where possible.. 

	
	The details you submit on this form and on attached documents are strictly confidential and are for use by UCL Careers Service only. We will hold your details for up to 3 years in accordance with the Data Protection Act.



	Career Discussion Form
	

	----- Office Use Only ----

	Date booking made:

	Appointment time and date:

	Adviser:

	Added to Oracle
	Added to Database


This form is designed to help both you and the adviser prepare for your career discussion. Please take time to think about all the questions and answer as fully as you can. Please also attach a CV if you have one.
Please write LEGIBLY!
Staff use only: Referred by:
Personal details

	First or 

given name:
	Surname or 

family name:

	Address:
	Gender: Male / Female

(Circle as appropriate)
	Date of birth:

	
	Nationality:
	Would you need 

a work permit?
YES / NO

	Contact phone number:

(Preferably mobile)
	E-mail:

	Do we need to be discreet if we contact you by phone?  YES / NO

	Employee Number:
(Available on your payslip)
	Department / Research Area:

	Funding Source:
	End of Contract Date:


	How would you like the careers adviser to help you in your career planning?



	What career ideas do you have and why are they attractive to you?

	Is there anything you have ruled out?  Why? 


	What have been the main motivating factors in your career and/or education choices so far? (e.g. location, family, friends, finances)


	What have you done to explore your ideas so far? (e.g. talking to colleagues, using the careers library, attending talks etc.)

	Is there anything that might affect your career or employability? (e.g. family commitments, health or location)

	What have you been most satisfied and least satisfied with in the path you have followed?

	Give details of your particular skills, qualities and weaknesses.

	What skills, knowledge or experience would you like to use in your career?

	Previous education and professional qualifications (Leave blank if including CV)
Please give details of all education and qualifications; summarise GCSEs or equivalent

	Dates from-to
	Qualification, course title, grade
	Institution

	
	
	

	Work History
Please list, in order.  Include paid and voluntary work, vacation jobs

	Dates from-to
	Job title, employer



THANK YOU FOR COMPLETING THIS FORM. 













