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At Pratap Partnership, we act as the link between you 
and potential employers.  Our job is to understand 
your skills, experience, potential and career aspirations 
to match you with roles and employers that suit. We 
aim to make a major impact on the careers of all 
candidates who talk to us. It is impossible for us to find 
a job for everyone we meet however we guarantee 
that we can add value and support that will make a 
positive difference.

Starting or progressing your career can be both 
exciting and challenging. Whether you're entering 
the job market for the first time or exploring your 
next step on the career ladder, the process can feel 
daunting without the right support. However, with 
clear guidance, thorough preparation, and access to 
the right tools, you can confidently navigate today’s 
competitive job landscape and position yourself for 
success.

This Essential Candidate Guide has been thoughtfully 
created to support you at every stage of your job 
search journey and help you stand out in a 
competitive field. It offers clear, practical advice 
designed to help you present yourself in the best 
possible light—whether you're writing a standout CV, 
refining your LinkedIn profile, or preparing to make a 
strong impression at interview.

Inside, you’ll find expert tips, helpful checklists, and 
real-world insights tailored to candidates who are 
actively job-hunting or simply exploring new 
possibilities. Whatever your level of experience or 
ambition, this guide is here to help you take control of 
your career with clarity and confidence.
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WORKING WITH US
H E L P  U S  T O  H E L P  Y O U

EXPERT CAREER ADVICE

We can offer guidance on CV 
writing, interview preparation, 
and career progression; helping 
you present themselves in the 
best possible light offering 
personal support.

NEGOTIATION 

SUPPORT

We often assist with 
package negotiations, 
ensuring that you receive 
competitive offers and that 
your interests are well-
represented.

TIME EFFICIENCY

You can save time by 
leveraging consultants to 
match your skills and 
experience with suitable job 
openings, rather than 
applying to numerous 
positions independently.

INSIGHT INTO 
EMPLOYER NEEDS

We have a close relationship 
with employers and can provide 
you with detailed information 
about the company culture, job 
expectations, in depth feedback 
and hiring/onboarding process.

SPECIALISATION
Pratap Partnership specialise 
in specific industries and 
roles (collectively, we have 
over 350 years recruitment 
experience and the average 
experience of our 
Consultants is 20 years), 
providing expert knowledge 
and tailored services to you.
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ACCESS TO EXCLUSIVE 
OPPORTUNITIES

Many jobs are not 
advertised publicly by the 
employer and are exclusively 
registered with ourselves. 
We can provide access to 
these hidden job markets.

If you’re reading this, chances are you have already engaged with a member of our team, or are 
considering doing so.

Using Recruitment Consultants add value to your job search through our expertise, extensive 
networks, and ability to streamline the hiring process. Pratap Partnership can also provide:



Pratap Partnership 4

WORKING WITH US

W O R K I N G  E F F E C T I V E L Y  W I T H  Y O U R
C O N S U L T A N T

Working effectively with your Recruitment Consultant can significantly improve your job search 
experience and increasing your chances of landing the right job. 

Here’s how you can make the most out of this partnership:

Define Your Career Goals and
Discuss Salary Expectations: 

• Clearly communicate your career aspirations,
preferred roles, industries, and locations. The
more specific you are, the better your
consultant can match you with suitable
opportunities.

• Be upfront about your salary expectations
and any benefits you consider essential.

• Set the expectation of how frequently to
communicate at the first meeting. There is no
‘one size fits all’ answer for how regular
contact should be; and is dependent on your
situation. For example, if you are available
immediately with a rare skill set and looking
for interim projects, contact should be as
close to daily as possible. If you are a 6 figure
Director with a 6 month notice period, contact
should be more ad hoc and no less frequently
than every 4 to six weeks.

• Ensure your consultant has the latest version
of your CV and any relevant updates to your
LinkedIn profile or portfolio.

• Inform your consultant if your availability, job
preferences, or contact details change.

• Respond promptly to your consultant’s calls,
emails, or messages to keep the process
moving smoothly.

• Regularly check in with your consultant to
stay updated on new opportunities and
provide feedback on any interviews or
applications.

Follow Through: 
• Show commitment by attending all

scheduled interviews. If you need to
reschedule, notify your consultant as soon
as possible.

• After interviews, share your thoughts and
experiences with your consultant. This
feedback helps them understand your
preferences better and improve future
matches.

Prepare for Interviews: 
• Take advantage of the interview preparation

tips and resources Pratap Partnership offers
(more information on pages 9-12). We can
provide valuable insights into what specific
employers are looking for.

• After interviews, ask your consultant for
feedback to improve your performance in
future interviews.

Be Honest and Transparent: 

• Be honest about your skills, experience, and
any gaps in your employment history.
Transparency helps your consultant find the
best match for you.

• If you’re applying for jobs through other
channels, let your consultant know to avoid
overlapping efforts and ensure a coordinated
approach.

• Treat your interactions with your
consultant as you would with a potential
employer. Professionalism builds a
positive relationship and shows you’re
serious about your job search.

• Acknowledge your consultant’s efforts and
thank them for their support. A positive
relationship can lead to better opportunities
and more dedicated assistance.

Communicate Regularly and Keep Your 
Consultant Updated: Build a Strong Relationship: 



5Pratap Partnership

Crafting a CV that truly stands out on paper involves more than just listing your work history 
— it’s about presenting your skills, experience, and achievements in a way that is clear, 
compelling, and tailored to your target role. 

The most important question to ask yourself before preparing your CV…

How can my CV make an impact?

There are so many jobs advertised online and it is 
becoming increasingly easy to apply for them. 
The end result is larger volumes of applications 
to compete with. 

It is not uncommon to receive over 100 
for advertised roles and competition for all levels 
is tough. 

Although the quality of competition will increase as the process progresses, the 
longest odds exist at the start - Invest time and effort in your application at this stage 
to make sure you stand out.

Some typical metrics for a recruitment campaign may be;

STAGE NUMBER OF 
CANDIDATES

% OF 
PROGRESSING

Applications 80 6.3%

First interviews 5 40%

Second interviews 2 50%

Offer 1

Your chances of success increase throughout the process, so get off to the best possible 
start with a quality, modern CV.

Our advice is to focus on the first page of the CV and make sure it delivers (we have 
provided guidance on the next page).

CREATING A CV WITH IMPACT

S T A N D  O U T  O N  P A P E R

applications
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Professional Summary

• Start with a tailored and impactful professional summary.

• Introduce your personality – talk about your values or your key competencies that align with
the role.

• You can add some success stories (or have this as it’s own section if you have many to speak of).

Key Achievements 

• Focus on achievements accomplished in each job not just responsibilities.

• Use action verbs (see below).

• Quantify your results (managed a team of 10; or improved sales by 30% year on year).

• Use bullet points to spotlight your key competencies and skills.

o This quickly highlights your relevance to the role for recruiters and hiring managers.

o In a world of AI, many companies using various AI programmes to filter through CVs on
roles with high applications. Having an bulleted Area of Expertise section often enables
your CV to be ‘approved’ by AI and get it to the next section. This is obviously not an
issue if you’re using a recruiter like ourselves; Pratap Partnership handles our CVs
personally and reviews each one.

Tailor Your CV

Education and Professional Development 

• Highlight education – listing degrees,
certificates and any professional courses
attended.

Hobbies and Interests

• Not strictly necessary but they can
humanise you, demonstrate soft skills (e.g.
team sports show collaboration), and can
act as a conversation starter in interviews.

CREATING A CV WITH IMPACT

S T R U C T U R E  F O R  S U C C E S S

The structure of your CV plays a crucial role in how quickly and effectively your experience is 
understood. Hiring managers often make decisions in seconds, so the first page needs to do the 
heavy lifting. It should clearly highlight your key strengths, relevant experience, and immediate 
value to a potential employer. A well-structured CV not only makes it easier to read but also ensures 
your most important information stands out straight away.

• Use key words that match skills or
qualifications in the job description; and
highlight relevant experience.

• All bullet points should start with action
verbs, with the most impressive bullet
point first.

• Top Tip: Numbers within your CV
psychologically get the reader to trust you.

Tips whilst using Action Verbs 

Instead of: We Suggest: 

Managed (a project) Directed / 
Spearheaded 

Responsible for Oversaw 

Was part of Participated 

Contributed in Collaborated on 

Ran Executed 

Handled (ability to 
manage) 

Controlled 

Utilised Leveraged 

Helped Facilitated 

Duties included writing Authored / 
Documented 

‘Started something” Launched / 
Pioneered / 
Implemented 
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CREATING A CV WITH IMPACT

Y O U R  C V
Here is an example of a CV to give you a structure you could follow:

Your Full Name

A positive headline about you as a candidate - tailored to the requirements of the job. 

Professional Profile

A motivated and adaptable Job Title with a strong work ethic and a commitment to delivering high-quality 
results. Several years’ experience in both SME’s and large companies, with proficiency in A, B & C, I thrive in both 
independent and collaborative environments. I bring X, Y & Z. Add a success story if applicable.

Qualifications

• Example Qualification 1 - Completion Date or Date to be Completed
• Example Qualification 2 - Completion Date

Use this section to highlight key achievements and/or success stories. This can be in your current role, previous 
roles, or throughout your career.

• CV Writer
• CV Optimisation

• Job Search Documents
• Recruitment Expertise

Career History

Date To - From Organisation 
Job Role

Turnover X, a brief description of what the company does.

• All bullet points start with action verbs, with most impressive bullet point first.
• Directed ...
• Oversaw ...

End with your achievements in this role.

Town, Postcode Telephone Number Email Address LinkedIn Hyperlink

Key Achievements

Key Skills / Area of Expertise / IT Skills

Date To - From Organisation 
Job Role

Turnover X, a brief description of what the company does.

• All bullet points start with action verbs, with most impressive bullet point first.
• Collaborated on ...
• Launched / Pioneered / Implemented ...

End with your achievements in this role.

Personal Information

Including personal information like hobbies or family life on a CV isn’t strictly necessary, but it can be beneficial 
depending on the role, industry, and company culture. They can humanise you, demonstrate soft skills (e.g. team 
sports show collaboration), and can act as a conversation starter in interviews. 



LinkedIn is essential for your personal branding - remember what you post and share will represent 
you and how people will perceive you. 

There are many LinkedIn guides, but here are our top 10 tips tailored for you:
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GETTING THE MOST OUT OF 

1 0  E S S E N T I A L  T I P S  F O R  J O B
S E E K E R S

You Need to Be on LinkedIn – There are almost 600 million users on there now, with an 
estimated 1 in 3 professionals across the world. Many employers expect a presence and some may 
reject candidates without a strong profile.

It’s a Professional Assessment Tool – Ensure your profile reflects your expertise and values. 
LinkedIn is not just an online CV, it’s a networking platform, a way to be assessed and build 
relationships.

Use the Right Keywords – Choose clear words that are easily picked up by employers and 
recruiters.

• Descriptive but simple titles increase searchability (e.g., "Financial Controller" over vague
phrases like "Business Leader").

• If unemployed, use your last job title rather than "Seeking Opportunities" for better visibility.

Optimise the Summary Section – This is an opportunity to tell your story, your differentiators, 
your strengths, your goals or possibly what you have achieved – although keep it concise!

Use a Profile Photo – Statistics show that profiles with profile pictures and a background picture 
are 11 times more likely to be viewed.

Set up Job Alerts and use ‘Open to Work’ – This facilitates you in staying ahead of new 
opportunities, increases visibility to recruiters, and ensures you’re consistently in the loop with roles 
that match your goals.

Expand Your Network – Networking is one of the greatest advantages of LinkedIn, and actively 
building and nurturing a network can open up opportunities. Connect with colleagues, clients, 
suppliers/customers and industry professionals; and join Groups linking you with like-minded 
people.

Collect Recommendations – This is a very powerful way to create a positive impact. Think 
outside the conventional box of your Line Manager and think about your colleagues, your 
subordinates, and your customers — all these angles provide a reassuring impression.

Engage with Posts – Start by liking relevant content, then progress to 
commenting and posting your own insights. Any of these will keep you 
in the front of your network’s mind and give them an insight into your 
views.

Use LinkedIn for Interview Preparation – Research interviewers, 
past employees, and company updates to gain an edge.
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Connect – Build rapport with the interviewer.

Culture – Ask about the company’s values 
and working environment.

Challenges – Find out what obstacles the 
business/team is facing. 

Closing Questions – Clarify any final points 
and discuss next steps.

Why am I the 
Right Person for the Job?

Think about how you’ll present yourself. 
Prepare a strong summary of your 

career, key skills, and what makes you a 
great fit for the role. Be ready to 

articulate your strengths and 
demonstrate how your experience

aligns with what they’re
looking for.

Research the
 Company

Make full use of online resources, 
including the company website, 

LinkedIn, and news articles, to gain a 
deep understanding of the business. The 
more you know, the more confident and 

engaged you’ll 
appear.

Can I Do the Job?

Go through the job description carefully. 
Identify key responsibilities and 

requirements, then match them with 
examples from your own experience. 

Use specific  achievements to show your 
ability to succeed in the role using the 

STAR technique.

Why do I want the Job?

Your enthusiasm and interest in the 
business are just as important as your 

experience. Show that you’re genuinely 
keen by asking insightful questions. 

A good approach is to use the 4 C’s 
framework when asking questions:

Pratap Partnership

Situation – What was the situation?

Task – What was your task or role?

Action – What actions did you take?

Result – What was the outcome?

INTERVIEW TIPS

P R E P A R I N G  F O R  A N  I N T E R V I E W

For anyone reading this who has never attended an interview, there are thousands of interview guides 
and articles online. These cover all of the bare essentials such as punctuality, presentation and body 
language…etc. Our guide is aimed at the more experienced interviewee, representing a list of fine details 
that may swing the balance in your favour.

When preparing for an interview, focusing on these four key areas is recommended:
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Competency-based interviews are designed to test one or more skills - or competencies. Also 
known as behavioural, structured, or situational interview questions; interviewers will ask a set list of 
questions based on a specific skill and your answers will be compared to a pre-identified list of 
answers. 

Competencies are often innate (but can be learnt). Examples include:

People & 
Relationships 

Leadership & 
Influence 

Work Ethic & 
Attitude 

Execution & 
Delivery 

Thinking & 
Problem Solving 

Collaborative Inspirational Driven Results-orientated Intelligent 
Relationship-builder Motivational Resilient Action-orientated Creative 
Empathetic Strategic Positive Deadline-driven Problem-solving 
Supportive Transformational Persistent Multi-tasker Innovative 
Diplomatic Decisive Ambitious Organised Pragmatic 
People-developer Leadership qualities Energetic Thorough Analytical 
Customer focused Passionate Enthusiastic Flexible Process-orientated 

Situation - a description of the background or context.

Task - a description of the task or challenge faced.

Action - explain the action taken and how/why it was chosen.

Result - how did it end, what was accomplished and what was learnt.

How should you answer compentency-based interview questions?

Competency-based interview questions are not only looking for answers from candidates but, also, 
an explanation. Using the STAR technique can help candidates prepare for competency-based 
interview questions.

The STAR technique means that candidates can take some very actionable steps which include: 

How can you prepare for compentency-based interview questions?

Candidates can prepare for competency-based interviews by simply practicing, and the good news 
is, it’s relatively easy to do. 

• Get familiar with the STAR approach to answering
competency questions. Practice questions using
the system with friends or family.

• Make sure you speak about what 'you' did, not the
'team' on the Action step e.g. I led...;
I  implemented...

• When describing your results, be sure to use
numbers and have specific data.

• Finally, be sure to convey your personality. Scripted
answers can take away from your natural charisma
or confidence.

• Before arriving at the interview, look over the job description and pick out the skills highlighted.

• For every skill, have an example of how you have used/displayed that skill over time. away from
your natural charisma or confidence.

INTERVIEW TIPS

C O M P E TEN C Y - B A S E D  I N T E R V I E W S
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Research your interviewers and not just the organisation - LinkedIn is a fantastic tool for 
interview preparation. You can look at the profiles of the interviewers, the board, and the 
previous incumbents. Even though we have lived with LinkedIn for a decade, we are 
often still amazed and flattered when someone meets you for the first time and says “You 
went to Manchester University, didn’t you?” or “I enjoyed your comments on the EVP 
article on LinkedIn last week - very funny and I couldn’t agree more”...

Research the mutual connections on LinkedIn - Many close calls in recruitment processes 
have been decided by a mutual friend putting in a good word at the last minute.

Use references and endorsements early – Although these were always considered as 
being the last stage of the recruitment process, a positive endorsement before an offer 
can provide added credibility. One of the most powerful recruitment documents we have 
seen in recent years is a recommendation from a previous Manager to a potential 
Manager - it gave the potential employer full comfort that all of the employee's skills were 
tried, tested and 100% perfect. Many of us are shy when it comes to promoting ourself, so 
it can be far more comfortable and natural to let someone else sing our praises!

Take examples of your work in - It is not all about numbers and reports! Examples of past 
work, presentations, or appraisals can help you stand out and show you in a positive light. 
It all shows a higher level of preparation and commitment to the opportunity, but be 
mindful of confidentiality.

Follow Up - Contact your interviewer(s) with a thank you email after the interview. This 
email can highlight your interest in the job and your positive impressions of them as 
individuals. Following up can be especially effective when you have been the first 
candidate to attend the final stage and there is a delay until the last - it keeps you in the 
front of their mind, maintains positive thoughts about you and opens up more 
possibilities in building up a relationship.

Imagine the situation where, after a 2 stage interview process, you are down to the last two candidates 
for a very attractive job. It would be easy to say that your chance of success are 50-50. Just moving this 
slightly to 51-49 in your favour can change the outcome positively for you. Our list of tips below may 
each represent 1% of a difference, but that is potentially a material swing in your favour in total:

INTERVIEW TIPS

S W I N G I N G  T H E  B A L A N C E  I N  Y O U R
F A V O U R
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Reflect, Learn, Improve: 
Post-Interview Lessons

Not every candidate can be successful at 
securing the job from every interview they 
attend, but every candidate can take something 
positive from the process. Receive feedback 
with an open mind and with no defensiveness - 
Be aware that not every candidate will receive 
feedback from interviewer. Sometimes, the 
decision has just come down to the most minute 
detail. However, you can be your own judge of 
what went well and what could be better. Use 
your consultant to help you understand this and 
develop your own unique interview technique 
that works well for you.

INTERVIEW  TIPS

N A I L I N G  T H E  F I N I S H : S M A R T  
Q U E S T I O N S  &  P O S T - I N T E R V I E W

L E S S O N S

Make Your Mark: Asking the Right Questions

Asking questions at the end of an interview is more than just a formality — it's a chance to show 
genuine interest, confidence, and curiosity about the role and the organisation. It’s also your 
opportunity to assess whether the job is the right fit for you. The questions you ask can leave a lasting 
impression, highlight your preparation, and open up a more meaningful two-way conversation with 
the interviewer.

Make sure to tailor your question to the role and/or organisation, but here are some ideas on possible 
questions you could ask:

“Are there any competencies you feel relevant to the role that I haven’t addressed in this 
interview”... Then lead into ticking that box.

“What are some qualities that the previous employee in this role brought to the job that you would 
like to see carried forward?”

"What is the biggest problem I could solve for you in the first six months of being with the 
company?" This forces them to imagine you succeeding in the position.

“Lets say you hire me. In a year, what kind of metrics would let me know I’ve done a good job 
before we go into my annual review?”. This does a lot of things:

• It makes them think like they’ve hired you.
• It details the expectations of the job.
• It’s open-ended and allows them to talk.
• It allows the manager to talk about their communication preferences.

“Can you tell me about the team that I would be working with?”
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Get In Touch
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For any further information on the details within 
this Candidate Guide, or to confidentially discuss 
your career or next role, please contact any of 
the Pratap Partnership team.

01924 679 841
0115 773 7574
info@pratappartnership.com

By taking these steps, you can confidently navigate your career and maximise your potential.

Partnering with us means choosing a recruitment agency that is not only invested in finding the right 
new role for your career aspirations, but also committed to fostering relationships that contribute to 
your long-term success.

Good luck, and remember—Pratap Partnership is always here to support you in your journey!

Our team have been placing finance candidates in 
Yorkshire & the East Midlands for over 30 years.

We work with some of the very best candidates, at all 
levels and across most deptartments. This allows us to 
constantly evolve our advice to the highest of 
standards.

We are REC members and 
keep close to their
professional standard and 
code.

We regularly present at 
regional ICAEW events 
on recruitment trends 
and we value our status 
as a trusted advisor.

Our Sources of Information:

THE ULTIMATE CANDIDATE GUIDE

O U R  F I N A L  T H O U G H T S

Starting or progressing your career requires the right tools, skills, and strategy.

This Guide recommends:

• Making informed decisions about your career path with the help of your Recruitment
Consultant and your own research.

• Investing in a strong CV and LinkedIn profile.
• How to swing the balance in your favour whilst interviewing.
• There are always positive take-aways and learns from interviews, no matter the outcome.
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