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ACTION PLAN - THE CAREER OVERVIEW 
 
 
 
 
Your action plan should take account of two factors: 
 
 

• The Career Overview 
• The Career Plan 

 
 
The Career Overview is an in-depth examination of your career to date, highlighting 
the skills you have acquired in terms of your “knowledge”, your “know-how”, your 
“personal skills” and your main accomplishments. 
 
The “knowledge” (or more precisely academic knowledge), is the sum of the 
theoretical knowledge you have accumulated to date, which can be used in your 
search for employment. Your initial knowledge is that acquired at university.  
An example of "knowledge": Law 
 
The “know-how” (or technical skills) is the sum of the practical knowledge acquired 
during your career, which enables you to fulfil your responsibilities. 
An example of "know-how": the Incorporation of Companies 
 
By means of a simple self-assessment, you will be able to identify your personal 
qualities, referred to as "personal skills", which you have used to make a success of 
the duties and assignments conferred upon you until now. 
The “personal skills” (or behavioural traits) are the sum of the attitudes which you are 
considered by others as displaying, which you acknowledge and which you draw upon 
during your professional activities. 
An example of a "personal skill": Discipline 
 
 
After this initial exercise you will be in a position to issue a one-sentence statement to 
present your Career Overview. 
 
 
 
Example: Drawing upon my training in Law, my thorough knowledge of company 
incorporation processes and my disciplined approach to my work, I believe that I am 
capable of assuming responsibilities such as… 
 
 
 
You can use the Job Search Marketing Plan (JSMP) as a support document. 
www.adem.puplic.lu / forms (formulaires) / job search – human resources 
documents / Job search Marketing Plan. 
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ACTION PLAN – THE CAREER PLAN 
 
 
Based on your Career Overview, you will easily be able to organise your Career 
Plan, which expresses exactly what you are seeking in terms of: 
 

• The responsibilities which you would like to assume and more importantly are 
able to assume 

• The position (s) which you would like to assume and more importantly are 
able to assume 

• The type of company (-ies) that you would like to join, considering factors 
such as its values, its plans, its size, its corporate culture, its reputation or its 
management style. 

 
You are considered as being able to assume a position within a company and the 
responsibilities accompanying it if these fall within your skilled zone. The skilled 
zone covers both your area of reference (the last position you held and the 
accompanying responsibilities: N) in addition to all positions and responsibilities 
enabling you to fully master the skilled zone. Please see the "360° sheet" on 
Position(s) & Responsibilities on page 8. 
 
 
Example of responsibilities which may be assumed: Drafting the articles of 
association for a company, in compliance with legal requirements 
As a reminder, a responsibility always begins with an action verb. 
 
Example of a position which may be assumed: Legal Officer 
This position will be one of the positions targeted during your job search. 
 
 
People are not cut out to work in any and every company. Some companies are more 
closely in tune with our reactions, our sensitive points and our expectations. Careful 
thought must be given to these points in order to target as precisely as possible your 
future company, a company in which you will feel at ease and in which you can 
flourish. If you make the wrong choice, you run the risk of leaving the company as 
quickly as you joined it. 
 
Example of a target company: the XYZ law firm. 
You must be a position to demonstrate to the decision maker that you have a sound 
knowledge of his company. 
 
 
After this work has been completed, you should be in a position to issue a one-
sentence summary statement to present your Action Plan: 
 
Example: Drawing upon my training in Law, my thorough knowledge of company 
incorporation processes and my disciplined approach to my work, I believe that I am 
capable of assuming responsibilities such as the drafting of articles of association for 
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a company in compliance with the legal requirements, necessary in order to assume 
the post of Legal Officer in the XYZ law firm. 
You should give careful thought to all of these subjects and have a fairly precise idea 
of your priorities. These will form the basis for drafting your marketing tools 
including the curriculum vitae and the application letter, along with the verbal and 
non-verbal communication style you will be using in order to approach the labour 
market and convince it of your value. 
 
An Action Plan is considered coherent if, based on your Career Overview and your 
Career Plan, you are able to establish a common thread among the six points 
mentioned above (please see the summary sentence) and to convince the people 
interviewing you. You may enhance this basic sentence by adding your other skills 
into it. 
 
This sentence, which should be carefully adapted to the post you are seeking, must 
also be "fine-tuned" for the positions or environments you have assumed and 
encountered in the past. If for any reason, you have deviated from this common thread 
(including for example a change in your career direction, training, responsibilities, 
positions or environment), you should be able to explain the reasons for this. If you 
cannot, the recruiter or decision maker may have doubts concerning your choices and 
therefore your skills. Give careful thought to the coherence of your career route and 
your future choices. You need to be convincing. 
 
 
The end purpose of an action plan is to stay on course during your job search. 
This can be said to be achieved when: 
 
 

• You are able to demonstrate a common thread between your Career Overview 
and the Career Plan 

• You are able to express this in less than 30 seconds 
• You can describe it in writing, in just a few lines 
• You can demonstrate that you are ready for a challenge 
• You know the kind of company you want to join, and why 
• You are able to draw up a list of target companies comprising 20 names 

 
 
 
 
 
 
 
 
 
 
 
 

You can use the Job Search Marketing Plan(JSMP) as a support document. 
www.adem.puplic.lu / forms (formulaires) / job search – human resources 
documents / Job search Marketing Plan. 
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IMPROVING YOUR NETWORK (SITES & CONTACTS) 
 
Information is power. 
 
Are you absolutely certain that one of your friends or family is not in direct or indirect 
contact (as a client, supplier, employee or decision maker) with one of your target 
companies? Ask around. Consult all your personal contacts and identify those who 
can provide information about any of your target companies. Contact them! 
 
The companies which you have already worked for are useful sources of information. 
Take a look at their organisation charts and identify those people of interest, and 
above all those well-placed hierarchically. Deep down, everyone is proud and 
flattered when they are contacted or solicited for information, especially if you were a 
valued employee for them. Don't hesitate to call them! 
 
Contact the alumni association for your old university. Try and get hold of the 
directory. Identify former students who are today active in your chosen sector. Get in 
contact with them! 
 
Do your best to become and remain active in the associations related to your chosen 
professional sphere. Take part in industry-specific colloquiums. Get yourself noticed, 
and jot down the names of anyone who may be of value to your Career Plan. 
 
Join specialised sites such as LinkedIn; Facebook and MSN. Communicate with 
others and ensure you are active in associations related to your chosen sector. Update 
your CV regularly if you are planning to post it on sites such as Monster, Yellow Job, 
or JobLu etc…  
 
Contact the main websites. The following page provides you with a selection of key 
websites in the Grand Duchy of Luxembourg. 
 
 
As part of your Action Plan, draw up a list of key target companies (20 names). Begin 
with those in direct competition with your former employer and/or your business 
sector (please see the Career Plan). List the decision-makers. Try to learn about the 
culture and values of these target companies and their short, medium and long-term 
objectives. 
Think carefully about what you could contribute to these companies. 
When the first circle is complete, if the number of companies you have selected is too 
limited, draw up a second, wider circle, by abandoning certain constraints.  
 
When you have listed your target companies, you should choose the contacts to use/to 
be approached, who should be able to provide you with information. This information 
will ensure that you are better armed and ready when it comes to facing a recruitment 
interview. 

 
 

You can use the Job Search Marketing Plan (JSMP) as a support document. 
www.adem.puplic.lu / forms (formulaires) / job search – human resources 
documents / Job search Marketing Plan. 
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A SELECTION OF WEBSITES AND CONTACTS 
 
Sectors  
Banking      ABBL www.abbl.lu  46 36 60 1 
Financial Industry Supervisory Commission  CSSF www.cssf.lu  26 25 11 
Insurance      ACA www.aca.lu  44 21 44 1 
Industry      FEDIL www.fedil.lu  43 53 66 1 
Investment funds     ALFI www.alfi.lu  22 30 26 1 
Association of Notaries     www.notariat.lu  44 70 21 
Association of Lawyers     www.mj.public.lu  46 72 72 1 
Accounting Firms     OEC www.oec.lu  29 13 33 
Association of Architects    OAI www.oai.lu  42 24 06 
Institute of Registered Auditors   IRE www.ire.lu  29 11 39 1 
Association of Engineers    ALI www.ali.lu  45 13 54 
Henri Tudor Research Centre     www.tudor.lu  42 59 91 1 
Lippmann Research Centre     www.lippmann.lu  47 02 61 1 
 
BIG 4 
PricewaterhouseCoopers     www.pwc.lu  49 48 48 1 
Deloitte       www.deloitte.lu  451 451 
Ernst & Young      www.ey.com  42 124 1 
KPMG       www.kpmg.lu  22 51 51 1 
 
TRAINING 
Chamber of Commerce    CCl www.cc.lu 
Luxembourg School of Commerce   LSC www.lsc.lu 
Chamber of Trades     CDM www.cdm.lu 
IFBL (bank training institute)    IFBL www.ifbl.lu 
The Employees’ Centre     www.csl.lu 
Lifelong Learning Center     www.lllc.lu 
National language institute & language centre   www.insl.lu 
National centre for ongoing vocational training   www.cnfpc.lu 
       
JOB HUNTING 
All companies      www.edituspro.lu 
Luxembourg Professional Recruiters Association  LPRA www.lpra.lu 
Interim offices      www.edituspro.lu 
The temporary employment federation    www.uledi.lu 
Job hunting sites      www.monster.lu  
       www.jobs.lu 
       www.jobsearch.lu 
       www.stepstone.lu 
       wwww.efinancialcareers.lu 
       www.eu.experteer.com 
       www.luckyjob.lu 
       www.moovijob.com 
       www.jobserve.com 
       www.jobs.paperjam.lu 
       www.yellowjobs.lu 
Information Technology     www.itone.lu  
       www.itjobs.lu 
       www.ictjob.lu  
 
ADEM SECTOR-SPECIFIC CONSULTANTS (247 +)     ext 
Dominique Binet      Recruitment firms  85461 
Claudine Lordong      Banking and Finance 85320 
Fernand Schonckert     Industry   85459 
Jean-Jacques Urth      Industry   85460 
René Theissen      IT   85301 
Fred Lion       Business   85463 
Romain Deiskes      Construction  85447 
Diane Fior      Craft/Traditional trades 85094 
Marco Bermes      Horeca   85419 
Etienne Dessard      Interim   85330 
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THE JOB SEARCH MARKETING PLAN (JSMP) 
 
 
The Job Search Marketing Plan (JSMP) is a brief summary table enabling you to see 
at a glance the personal initiatives you have undertaken, based on your Action Plan 
(the Career Overview and the Career Plan). 
 
The first section (A – Action plan – My Career Overview- Reflection), highlights 
three points: 

• Your "knowledge" (academic and theoretical) upon which you intend to draw 
when seeking a job. No area should be overlooked as this can make all the 
difference during an interview. 

• Your "know-how" (technical abilities upon which you can draw in the 
performance of the target job and the related responsibilities). 

• Your "personal skills" (behavioural skills) which others attribute to you and 
which you acknowledge, and which are an integral part of your personality. 

 
The second section (B – Action plan – My Career Plan – Reflection), highlights three 
points: 

• The responsibilities which you would like to assume and more importantly 
you are able to assume. 

• The position which you would like to assume and more importantly you are 
able to assume. 

• The companies that you would ideally like to join, and why? 
 
These first two sections involve a consideration of your career to date and your future 
goals. When you have completed them, you should be in position to produce a brief 
summary sentence to present your Action Plan (please see the example in the 
technical sheets for the Action Plan). 
 
 
The third section (C – Personal initiatives – excluding assignments– Actions), will list 
(by business sector) the companies that you have contacted and for which jobs. It 
highlights the results obtained to date, in addition to your planned follow-up activities. 
 
These three sections must be constantly updated, including for the part detailing the 
concert persons of interest for a given action. 
 
The JSMP enables you to stay on course, to avoid flooding the market with your CV 
to target and focus on the companies of interest to you and the positions and 
responsibilities that you can assume, but also to update your professional network. 
 
Next page, you will see an example of a completed JSMP table for a Legal Officer. 
 
To download the JSMP table, please visit: 
www.adem.public.lu forms (formulaires) / job search – human resources 
documents / Job search Marketing Plan 
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360° - OVERVIEW OF POSITIONS/RESPONSIBILITIES 
 
Remember: you can't simply tell a recruiter or decision-maker that "I can do this or I 
know how to do that" when talking about positions or responsibilities which do not 
fall within your skills perimeter. Competition is tough, and you will be more 
convincing if you can produce facts to back up your claims. 
 
Please see below the example of an Office Manager’s post– recruitment firm/ HR. 
 
The skilled zone covers not only your reference area (N, which is the level of the 
position, in addition to your related responsibilities), but also all of the positions and 
responsibilities enabling you to perform N under optimal conditions (N-1/ N-2 / N-3, 
etc… along with the related responsibilities, i.e. 1/2/3. This zone includes what we 
refer to as the inflows). 
Please see the table below. 
 
You can apply for all positions which fall within your skilled zone. Naturally, your 
priority should be to target position N nationally, internationally and globally. 
However, if you are unable to find a type N position, you can't simply afford to sit 
back and wait. You should consider any other position which falls within your skilled 
zone. 
 
When employing this approach, you must ensure that every action undertaken is in 
total harmony with the position being sought. For example, you cannot apply for a 
type N-1 position and then behave in front of the recruiter/decision maker as if you 
were interviewing for a type N post. You will immediately be rejected for the 
following reason: overqualified for the position. 
 
You should adapt your presentational style according to the position you are targeting 
and you should be able to convince everyone present that you are the right person for 
N-1 (for example). 
Using this approach, you increase your chances of finding a job. More jobs will be 
open to you and it's up to you to seize these opportunities. 
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Where possible, avoid applying for positions related to the outflows as you will be 
entering the unskilled zone. You need to seriously ask yourself with which aspects of 
the outflows are you really familiar? Which do you really master? 
If you only master those which you bring with you from your level N and no others 
this is therefore a very risky area for you. You have very little control over this zone 
and are exposing yourself to danger. 
 
A very rare possibility available to you and enabling you to take a position in the 
unskilled zone without incurring the slightest risk is to find a company which is firstly 
prepared to pay you for the position and its accompanying responsibilities (with 
which you are not familiar) and secondly to pay for your training to enable you to 
assume the said position. However, this is very rare. 
 
It's much better to focus on your skilled zone where you will be performing activities 
with which you are familiar and over which you have full control. 
 

 

 
 

Each position is organised in the form of a "360° Position/Responsibilities" overview. 
 
N+1    Hierarchical position 
N   Position held (reference position & target position) 
N-1   Lower position 
N Inflows  Position(s) which supplies you with data 
N Outflows  Position(s) which you supply with your work. 

 
The sum of all of these positions comprises the company's organisation chart. 
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    RECRUITMENT FIRMS 
 
 

There are currently 80 recruitment firms (excluding temp agencies) active in 
Luxembourg and listed in Editus. www.edituspro.lu 
Access: search by activities; services at the specialists, recruitment, recruitment 
agencies. 

 
Always choose recruitment firms which are active in your area of activity. 
Some recruitment firms claim that they cover all positions in all fields (!) while 
others are specialised in finance, legal, industry, business, services, IT or 
construction, etc. Choose carefully. 
 
Some recruitment firms are concerned more in particular by operating staff while 
others focus on specialists or executive and higher executive posts. It’s always a 
good idea to know who does what before taking things further and sending them 
your CV. 

 
 
 

Be aware of the different approaches which may be used by recruitment firms 
to complete the job search mission assigned to them by an employer. 
 
1 - Some recruitment firms generally use the so-called "headhunting" or "direct 
approach" method for managerial and executive positions. This approach requires 
a great deal of time as the employer will only consider applications from "the best 
applicants in the market". 
 
2 - Other recruitment firms make extensive use of advertisements (whether in the 
written press, or on the web or on professional sites). This approach is less 
restrictive for the recruiter as the end purpose is to present the employer with 
applicants possessing "only" the skills required for the position in question. The 
applicants presented will not necessarily be the "best" available in the market. 
 
3 - Finally, some recruitment firms operate using only their databases, often for 
more "junior" positions. With this method, it is vital for the employer to receive 
the CVs in a very short period of time. 
 
Many recruitment firms combine several of these approaches in order to complete 
their recruitment assignments. 
 
 
Finally, the more the post in question makes it necessary to carry out a wider 
search (international for example), the more it involves various levels of seniority, 
and the more demanding and complex it is, the longer the time required to present 
the candidate’s applications will be, and the more the chosen method will adapted 
to the employer's objectives. 
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Challenge the Consultants 
 
When you have selected your recruitment firms, you should check the skills of the 
consultants concerned with your particular area of activity. Ask them a precise 
technical question. If the answer is unsatisfactory, move on to another recruitment 
firm. Why bother sending him your CV? This consultant will never be able to defend 
your application in dealings with the decision makers for the potential employer 
concerned.  
If you're satisfied, then continue. 
 
 
Be aware of how the recruitment firm operates 

 
There are three possibilities: 
 
1 –The recruitment firm operates based on a retainer (an exclusivity agreement).  
Fees are paid in stages according to the state of progress with the assignment. The 
fees may reach up to 40% of the annual gross salary. 
The consultant, who will have visited the company before beginning his search 
mission, carries out the initial approaches and draws up an initial selection of 
applicants (the so-called "long list"). He regularly briefs his client on the situation and 
modifies his approach as necessary. Next, he selects the best candidates (by using 
psychometric tests if necessary) in order to produce a "short list" of just three or four 
applications. 
He reassures the shortlisted applicants of the value and quality of their applications 
and obtains their agreement to take things further. He presents the applications to his 
client, arguing the merits of each application individually and highlighting the 
contribution that each can make to the post to be filled and to the company in general. 
He carries out the individualised tracking of each application until the contract of 
employment is signed, and for a certain time thereafter, (as a minimum up to the end 
of the guarantee, which generally covers a period ranging from six months to one 
year. 
 
 
2 –The recruitment firm operates on a contingency basis (without an exclusivity 
agreement).  
Fees are only payable if the recruitment assignment is successful. The fees may be 
equivalent to a percentage of the annual gross salary or a fixed sum agreed at the start. 
Several recruitment firms may be asked to present applicants for the vacancy. The 
employer believes that he is boosting his chance of success by increasing the number 
of agencies. It is the recruitment firm which first presented the application for the 
chosen applicant which will receive the payment. The others will have worked for 
nothing.  
With this approach, the consultant must complete his search for applicants quickly 
and must complete it well. 
As a priority, the consultant will use the various resources at his disposal such as 
websites, advertisements, his own databases, his personal contacts and possibly 
"headhunting" if he has the time and resources available. 
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There are very few "frills" concerning the presentation of the applications. The 
consultant very often does not have the possibility to argue the merits of each 
application submitted to the employer face-to-face with the company. 
 
At this point it is the employer who takes over. He makes his final selection from 
among the various applications forwarded to him by all of the recruitment firms he 
has appointed to fill the vacancy. An application may well be sent by several 
agencies. The consultant's priority will be to deliver his best applications as quickly as 
possible. The consultant must satisfy his clients’ requirements with regard to the 
guarantees required from him. 
 
 
3 –The recruitment firm operates using its own databases. 
The fees are paid when an applicant is hired and are based on a fixed sum agreed in 
advance. 
The recruitment firm appointed to fill the vacancy in question consults its own 
databases to find the CVs most closely meeting the profile being sought. Speed is the 
key. The CVs are often sent the same day. 
 
 
 
Seek to achieve empathy 
When you are in contact with the recruitment firms you have chosen, and with whom 
you will be "dealing", it is vital to develop a relationship based on trust and even 
empathy with your consultant. Don't forget that at some stage the consultant will need 
to discuss your application with his client/employer. If the client attaches a great deal 
of importance to the consultant’s opinion, the words he will be using to present your 
application will be all the more convincing. This conviction can tip the balance in 
your favour (or otherwise) when the employer is making his final decision. 

 
 
 

 
Conclusion: 

• Choose recruitment agencies active in your particular sector  
• Contact and challenge the consultant with industry-specific questions 
• Be aware of the approach used by the recruitment firm 
• Seek to establish a climate of trust and empathy with your consultant. 
 
 

For information, most recruitment firms in Luxembourg use the so-called 
"Contingency" method. 
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MANAGING YOUR EMPLOYABILITY 
 
Employability is the capacity to get and keep a job but also the capacity to capitalise 
on past experience in order to move forward and to improve your overall 
attractiveness as a potential employee. 
Throughout your professional career you should always ask yourself the following 
question: do I have the capacity to occupy this job? 
 
Employability is supported by two key factors: Self esteem and Market value. 
 
Self esteem: this refers to pride in your skills. Just because you lost your job that 
doesn't mean that you've lost your skills. On the contrary, your skills are something 
personal: they belong to you and not to your job. But what exactly does the term "lost 
your job" actually mean?  
That means that at a given moment an employer was unable (or unwilling) to take into 
consideration your skills. That's his responsibility. 
However, this could also mean that you have been unable (or unwilling) to improve 
the productivity of your skills. You have allowed them to fall into disuse. This is your 
responsibility. 
 
A good summary of the notion of self-esteem would be: I have skills, and even during 
my time at the ADEM I am still proud of my skills. I do everything possible to 
maintain my level and to boost the productivity of my skills. 
 
Market value: When we go shopping, if the quality is identical we will always pick 
the cheapest product. This is the same for an employer, except that it's not quality but 
skills which become the decisive factor.  
When skills are identical, an employer will always recruit the cheapest applicant. 
What this means is that if the "market value" for a position is €5000 for example and 
if for some reason your previous salary was €6000 you will need to be able to explain 
(and to convince the employer) that you will be contributing an added value capable 
of justifying this difference in pay levels. If you can't do so, you will need to settle for 
the "market value" (the going rate) for the position. 
 
When you have mastered these two areas, you are now actively managing your 
employability. 
Three aspects must imperatively be mastered and these have been discussed in the 
"Action Plan" section, namely: 
 
1 - Your Career Overview: (academic knowledge/technical knowledge/personal 
skills). 
 
2 - Your Career Plan: (the responsibilities and the positions you are able to 
assume/target companies of interest to you). 
 
3 - Your network of contacts (private/academic/professional) which you should have 
carefully built up and organised. 
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If you master the two key factors, your Career Overview, your Career Plan and your 
contacts are up-to-date and usable, you will be well on your way to finding a fulfilling 
job in which you can succeed. 
 
Employability does not end when you are recruited, however. Quite the opposite in 
fact, it begins when you are recruited.  
On the first day of your job you should ask yourself the following question: do I have 
the capacity to do this job? 
 
 
A company is a living and constantly developing organism. It needs permanently 
updated academic and technical skills in addition to employees displaying 
behaviour fully compatible with its approach and its corporate culture.  
You will need to be able to constantly adjust in order to maintain your 
employability. If you fail to do this, you will eventually be sidelined. 
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WRITING AN APPLICATION LETTER 
 
 
The goal of an application letter is to demonstrate in just a few words that you are 
aware of the company and what it does, that you would like to join it and that you 
possess the necessary skills to occupy the position in question. 
 
 
Try to find out the name and role of the target contact person in order to "customise" 
your letter. 
 
 
 
A key rule: your letter should contain three paragraphs 
 
 
 
First paragraph (the company) 
This is the wording that should get the reader "hooked". Demonstrate with the words 
that you use that you have carried out research into the company and its activities, and 
that you would like to join it (web, written press, reports, etc). State exactly why this 
company is of interest to you. You should end this paragraph by referring to the 
vacancy. 
 
 
 
Second paragraph (the applicant) 
Here, you should talk about yourself. In just a few precise and well targeted words 
you should present yourself in terms of the skills and acquired experience you can 
contribute, and which demonstrate the value of your application vis-a-vis the skills 
required for the vacancy. 
Seek to be dynamic and convincing.  
 
 
 
Third paragraph (communication) 
The "marketing" approach. Confirm your motivation and your availability. Propose a 
meeting and/or to get in touch again in the next few days (follow-up). 
 
 
 
 
The approach described above is intended more for French-speaking or German-
speaking employers. Anglo-Saxon companies attach less importance to the first 
paragraph.  
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ORGANISING YOUR CURRICULUM VITAE  
 
 
For a specific post 
 
The goal of a curriculum vitae is to get you invited to a recruitment interview. 
Nothing else. It's not a style writing competition. 
 
To achieve this, ensure that your document is a "clone" of the profile for the vacancy. 
Don't lie, just include facts demonstrating that your acquired skills are well-suited to 
the skills required for the post. 
 
Your curriculum vitae should be a marketing tool. When reading it, the recruiter 
should be able to see exactly who you are. You can't expect the reader, who often 
only spends a few seconds reading each CV, to guess what you’re like in real life. 
To facilitate the reader's task, add a panel at the top of the page to position yourself 
and to avoid any ambiguity. 
 
 
Further on, mention your career to date, beginning with your most recent job. The 
various career stages should each be dated. 
 
Regarding your previous employers, you will need to provide a few precise details 
although these should not include confidential information. These details set the scene 
for a presentation of your achievements. 
You should highlight the positions you have held, your missions and assignments (i.e. 
the job content of these positions), your key responsibilities (3 to 5) and finally your 
results. Never forget that you are paid to get results.  
Remember: a responsibility should always begin with an action verb. 
 
Get right down to the essentials of avoiding unnecessary waffle, which will help you 
avoid two pitfalls: 
1 – Focusing extensively on minor points (which could see you rejected). 
2 – The risk of spelling errors. 
 
Providing too much detail and information can reduce your chances and see you being 
passed over when the shortlists are drawn up. 
You will have plenty of opportunities to provide extra information during the 
interview. 
 
 
For an unsolicited application 
 
The goal is the same, but as there is no specific vacancy advertised you should present 
your curriculum vitae by highlighting all of your usable skills. It will then be up to the 
company to decide if any of these are of particular interest to them. 
 
In the case of a two-page CV, don't forget to repeat your last name and first name at 
the top of the second page. 
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MANAGING YOUR PSYCHOMETRIC PROFILE 
 
Psychometric assessments, which are often used by recruiters, constitute a powerful 
measurement tool to help decide to what extent your behavioural patterns match those 
required for the vacancy. 
 
To what extent does the post require management and organisational skills, creativity, 
a good attitude to authority and communication abilities, etc? 
 
An example of the questions to be found in the "management" section: 
Do you feel the need (or otherwise) to manage a team? 
 
During the psychometric tests you will be obliged to state your positions. Your 
positions will then be listed on a value scale. The sum of these values is used to create 
a profile which will then be assessed in relation to the requirements for the post in 
question. 
A psychometric profile is not an end in itself. It should make it possible to initiate 
dialogue with the recruiter. You must be able to discuss, justify or refute a given value 
rating. 
 
Never lie or attempt to misrepresent reality. Indeed, as the total sum of values is set in 
stone, if you overly insist on a particular value (for example Management, which is 
not necessarily of importance for the post in question) this will obviously be to the 
detriment of other values which, for their part, may be critical. 
 
Types of tests: SHL – PAPI – MBTI - GZ etc… 
 
In order to get yourself prepared, list what you consider to be your successes, failures, 
strengths, areas for improvement, qualities and faults. Have concrete examples at 
hand and be ready to debate, to convince and to turn each negative point into a 
positive value. 
 
You should also ask yourself what people actually think of you. Try to have an 
accurate 360° view of your character.  
What do the following people say about me: those immediately above and below me 
within the hierarchy (my "N+1" and "N-1"), staff who forward their work to me 
(inflows), and those to whom I forward my work (outflows)? 
 
SUCCESSES:   (which have had an impact on my working environment) 
FAILURES:   (which I fully assume and from which I have learned lessons) 
 
STRENGTHS:   (on which a company can count) 
AREAS FOR IMPROVEMENT:  (which the company will need to take into consideration) 

 
QUALITIES:    (which people consider to be key aspects of my behaviour) 
WEAKNESSES:   (which will need to be taken into consideration). 
 
N+1    (what would my superior say about me) 
N-1    (what my subordinates say about me) 
N (inflows)   ditto 
N (outflows)   ditto 
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PREPARING FOR THE INTERVIEW 
 
 
 
 
Introduction 
The interview is a complex communication activity. There can be a big difference 
between the message you are hoping to get across and what will be said, heard, 
understood and finally written down on the recruiter’s jotting pad. Your task is to 
reduce this difference in as far as possible. You should be concise, clear, and ensure 
that the message that you are putting across is that which is heard and recorded. 
 
 
Adapting to interviewers 
You will need to adjust your presentation to adapt it to the person sat on the other side 
of the table. 
 
When dealing with an External Consultant: 
If he is a psychologist, he will be looking to interpret everything. In this case stick to 
the facts. 
If he is not a psychologist, try to "sell" yourself by constantly relating your skills to 
the requirements of the post to be filled. Provide added reassurance by backing up 
your arguments with facts and figures. The goal is to ensure that your application is 
presented to the employer. 
 
When dealing with someone from the Human Resources Department: 
Attempt to charm and impress the person interviewing you. Your application must 
imperatively be chosen for presentation to the final decision maker. You will need to 
go over the major aspects of your training and your career to date. You will need to 
explain any changes in direction and convince him or her that you are in tune with the 
firm’s corporate culture. You should express yourself clearly and display motivation, 
flexibility and availability, demonstrating a genuine interest in joining the company 
and showing that you will be able to fully justify your salary. 
 
Dealing with the final decision maker 
You should be looking for the "fit" and must show that you are able to bring added 
value to the available post. You are the man of the moment. To do so, you should 
draw upon your achievements and your reputation. You should be ready to convince 
others based on facts. You should also be ready to speak in a "positive" manner about 
weaknesses and failures.  
When you have succeeded in convincing the interviewer of your technical ability 
thanks to facts, you should then move on to the personal aspects. You need to 
demonstrate that you are not an obstacle to the decision maker’s authority and that 
your behaviour and goals are in keeping with his expectations and with the company's 
corporate culture.  
Finally, you need to be able to convince the interviewer that your desired salary is 
justified, even if this is somewhat out of step with the market value. 
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Dealing with recruiters’ questions 
Three types of questions may be put to you: 
 
 
Direct questions 
The recruiter is in total control of the interview. He ensures that the interview remains 
within a very precise and enclosed perimeter. All of these questions will be focused 
on the "who, what or where". 
Examples: where did you carry out your work? Who was your boss? 
Key points: the actual investigative value of this type of interview is rather limited. It 
doesn't really go much further than verifying your suitability for the post based on 
objective criteria defined in advance. The interview, which is extremely standardised, 
enables the interviewer to better compare the various candidates. The questions are 
precise and the answers must be too. This is not the type of interview in which your 
contact will gain a better understanding of how you operate. 
A direct question should always be answered with a direct answer. 
 
 
Semi-direct questions 
This interview style allows for a genuine discussion between the interviewer and 
interviewee. The questions tend to focus on the "how" aspects. 
Example: how did you organise your work in such a position? 
Key points: This interview style encourages dialogue. Your interviewer is seeking to 
corroborate and further develop the information from your CV. He will be very 
attentive to what you have to say, during this one-to-one discussion. He will want to 
know what interests you, what you know, the manner in which you interact with 
others and your achievements. Always try to steer the interview towards semi-direct 
questions. 
 
 
Non-direct questions 
The recruiter expects the applicant to express himself freely. The interview will be 
focused on the "why" aspects. Example: why did you choose this career? 
Key points: if you are the chatty type, this kind of interview allows you plenty of 
scope to express yourself. Even if you don't like talking about yourself, in this case 
you're going to have to. Don't count on the interviewer to break the silence. He will 
only join in to reformulate a number of your sentences in order to assert his presence, 
to check that he has fully understood you and possibly to encourage you to further 
develop your explanations. He will cut you short when he feels that he has all the 
information he needs.  
 
Note: for a professional in human resources, an approach of this kind is based on two 
objectives. Firstly understanding the "why", but also to learn whether or not you are 
able to round off your presentation, to finish what you were saying and to move on to 
other things. 
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The interview 
 
The interview does not begin the moment you enter the recruiter's office. It begins 
when you enter the very perimeter of the company. You are being carefully watched, 
and this can be considered part of the interview. The interview ends when you leave 
this perimeter. 
Various points to be considered: 

• First impressions count! The image you convey is very important. 
• Do not start phoning people while waiting for your interview. 
• Don't improvise, but instead be prepared. 
• Listen to what people are asking you. 
• Reply precisely and "to the point". Avoid waffling. 
• Don't be arrogant. When it comes to interviews, modesty is a virtue. 
• Display curiosity. 
• Never criticise an employer or a colleague. 
• Never lie 
• Don't be defeatist. Believe in yourself and in your talents. 
• Avoid telling your life story. Stick to business. 
• Don't appear to be in too much of a hurry. Take the time to ask questions. 

 
When you enter the recruiter's office your percentage of success is neutral, i.e. 50-50. 
At this stage the interviewer has no opinion about you, whether positive or negative. 
You have been invited to the interview and it is only when you arrive that the balance 
can be tipped in one direction or another. When answering a question, if you can see 
that your reply is clearly not up to scratch, make a point of catching up on the next 
question to tip the balance back in your favour. If you fail to do this, you will be 
fighting an uphill battle throughout the whole interview. You must ensure that the 
balance remains in your favour throughout the whole process. 
 
At the end of the interview, ensure that you know your interviewer's name. If you are 
really motivated, confirm this to him by e-mail. 
 
If you are dealing with a single interviewer, try and assess his character and seek to 
convince him. Reply in a clear and concise manner. Ensure that your message is 
understood, accepted, and that it corresponds to the requirements of the post to be 
filled. 
 
If you are confronted for example by three interviewers in the same room, don't forget 
to address each in turn to ensure that each person understands and approves your 
answer. Adapt your manner of address to each interviewer. If you fail to do this, you 
may end up by having 33% of those present in favour of you (the one who asked the 
question) and 66% against you. You will have succeeded in being convincing on an 
individual but not on a collective level. Your application will then be rejected. 
 
If you find yourself in a group interview often to assess who is assuming leadership, 
allow people to talk. Listen to them carefully and at the end ensure that you are able to 
present a summary of the opinions expressed and to put forward your own approach. 
You will then be viewed as someone with an ability to listen, to summarise and to 
propose. In short, a leader. 
Conclusion 
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The interview is an exercise in face-to-face communication during which irrational 
factors assume a particular importance due to the stakes involved and to preconceived 
ideas. These irrational aspects, over which the applicant has little control, can and 
must be reduced. To achieve this you must: 
 

• Carefully manage your career overview 
• Carefully manage your career plan 
• Manage your contacts as effectively as possible 
• Be fully aware of your skilled zone (360°) 
• Manage and be aware of your employability  
• Manage and be aware of your psychometric profile  
• Be aware of the company's expectations and requirements for the available 

post 
• Be fully familiar with interview techniques 
• Act in such a manner as to encourage the interviewer to listen to you 
• Demonstrate that you are well suited to the requirements of the post and to the 

company’s corporate culture. Show that you have a good attitude to authority. 
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INTERVIEW STAGES – EXAMPLE OF A MANAGER 
 
 
Two key points:   Learn as much as you can about the company 

Discover who will be taking the recruitment decision. 
 

Let's take the example of a person applying for a post as Assistant Manager. 
As a priority, the approaches to be adopted during the various stages should be: 
 
 

PERSONNEL OFFICE (objective: the corporate culture) 
Seek to win him/her over, because my application must be selected. 

Discuss the main aspects of my career 
Display motivation, flexibility and availability. 

 
SECTION MANAGER/ EXPERT (objective: operational management) 

Seek to win him/her over, as my application must not be blocked 
Demonstrate exactly what I can contribute in terms of knowledge 

Provide examples of cases successfully handled and positive examples of communication. 
 

DEPARTMENT MANAGER (objective: transverse management) 
Seek to win him/her over, demonstrating the relevance of my application 

Present and explain my skills and the fields they cover  
Mention my successes 

Mention my participative management style. 
 
 
THE MANAGER – He/she will be the decision maker (objective: the business strategy) 

Seek to achieve the "FIT" (understanding others and getting yourself understood) 
Explain my successes: (and failures if requested) 
Mention my skills (and weaknesses if requested) 

Present my character-related strengths (and shortcomings if requested) 
Demonstrate my front-line business approach – bottom line – quality - clients 

Be able to summarise my career and my expectations 
Explain what I can contribute to the company and to the Manager 

Negotiate my salary and my benefits. 
 
 

COMMITTEE MEMBER (objective: the company's strategy and internal policy) 
Demonstrate that I have a long-term vision (I am an aid to the Manager) 

Get across the message that I am fully in phase with the Committee's strategy  
Get across the message that I fully understand and subscribe to the shareholders’ expectations 

Convince those present that I am a source of added value for the company. 
 

CEO (objective: financial results and external policy) 
Never oppose him 

Avoid any opposition to (or contradiction of) the long-term policy  
Get down to detail, with examples of "return on investment" 

Demonstrate my skills 
Show that you can count on me 
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WHAT EXACTLY IS “EMPLOYMENT”? 

 
 
 
 

Employment results from the successful 
establishment of harmony between: 

 
1 –The skills required for a given position, 

combined with a given corporate culture (the 
company) 

and  
2 –The skills acquired during a career combined 

with key personal behavioural traits (the applicant) 
for 

3 – A salary corresponding to the market value. 
 

If this harmony is achieved and accepted by the 
decision-maker, you will be hired. 

 
 

To achieve this, you must prepare as best you can, 
overlooking none of the points we have considered 

above. 

 
 
 


