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Applicant Information Pack
“The Engineers’ Choice”
Bulldog Engineering Recruitment and Management Services is a leading recruitment agency for the UK Engineering Industry and only handle permanent positions in the UK. Whether you're in Mechanical, Electronic, Electro-Mechanical, Electrical, Software, Civil, Petrochemical, Process, Assembly, Test, QA, Production, Support, Design or any Engineering related discipline or industry, and if you are looking for a permanent job and are resident in the UK – 

WE CAN HELP YOU.

Please note however that if you are not living in the UK, are looking for Contract or Self-Employed work, regrettably we will NOT be able to help you.

Operating successfully since 1988, our growing database holds over 24,000 applicants and over 6,000 companies. More importantly, our consultants are fully qualified engineers, so we should know what we're talking about, and therefore know what it takes to recruit the best candidates. Our Senior Consultant is a Registered Recruiter. He has over 35 years experience in Engineering and has spent more than 25 years in Engineering Recruitment. 

We hope this guide helps you get the most out of Bulldog by providing us with the information we need to help you. If you are in need of any help please contact us, or alternatively visit our informative feature-packed website at:

www.bulldog.co.uk
How to register with us..!

You will need to supply us with the following documents to be registered with us. If you leave off the information we need, we will only have to get back to you requesting it, causing a delay in the processing of your documents. Please send us your documents preferably by Email.

To be registered with us, you will need to send/complete the following items:

1. Covering Letter and/or Website Registration Form. 

2. Skills Checklist. 

3. Detailed CV. 

4. Proof of identity

5. Copies of relevant education/training certificates.

6. Copies of Work Permit/VISA (If you are not British or EU national).

Note 1: Please download our template and information file from our website’s Downloads section. Filling in the templates and returning them by Email dramatically decreases the time it takes for us to register you. If you have decided not to use the template files, please bear in mind that we need to extract the text. Remember, please keep the formatting simple!

Note 2: Since 6th April 2004, we are required by law to be able to verify your identity, proof of entitlement to work in the UK, and education/training background, prior to submitting your CV for any positions. We therefore need a scan/photocopy of a suitable document as proof of ID (passport, driving licence photocard counterpart), as well as copies of any relevent certificates and Work Permit/VISA if required. Please DO NOT send your original documents, only copies, as we cannot accept responsibility for any original documents sent through to us. 
Note 3: Please avoid sending any documents totalling over 5MB to us by email, since this clogs up our server! 

ONE - Covering Letter and/or Website Registration Form.

The preferred way to give us this information is to complete our website registration form.

ONE - A covering letter - This should contain as much information as possible about what you are looking for. Remember that this letter is only seen by us, not our clients. So if there is anything you want the clients to see, make sure it’s on your CV. 

· Minimum Salary Requirements - to give us a lowest cut-off point, based on the premise of an ideal job, on your doorstep (i.e. No Commuting).

· Type of job and industries that interest you.

· The reason you are looking for a new job, e.g. money, promotion, change of scene etc.

· What transport and driving licence, if any, you have.

· How far you are willing to travel? Can you work away? Will you relocate? If so, where (use first two letters of Post Codes (SEE THE UK POSTCODE MAP at the end of this pack or www.multimap.com) and/or county boundaries.
· An alternative contact in case we need to contact you and you move or go on holiday (Parents, Brother/Sister etc.)

· Which industries you don't want a job in - e.g. Nuclear, Defence, etc.

· Any Companies or Groups you don't want to work for (such as your present employer or connected companies, or companies that you have already contacted or had interviews with).

· Personal details e.g. First name, Gender, Date of Birth (this is useful for us to identify applicants with the same name and is not entered on our CV’s), Nationality etc (This is important if you are uneasy about putting these on your CV).

· Anything else you think we might find useful. 
TWO - Attach a Skills Checklist to the front of your CV. 

A Skills Checklist is a functional précis of your main CV with all the key skills mentioned. It is used to grab the attention of a potential employer, and to get past the first sifting of CV's by personnel departments. It is also entered (with your permission) on our website for our clients to do keyword searches. If your skills are what they require, they can delve into your CV proper for more detail. 

The Skills Checklist is the key to selling yourself in the first instance (like a 1 page CV) – make it punchy-sell yourself.

The example overleaf is a guide to give you an idea of what a Skills Checklist actually is... 

Don't think you have to have the skills this Applicant does - it's only a fictitious example! 

Joe Cowart B.Eng (Hons)

'The Meads' - Holly Road - Crawley - West Sussex - RH8 9TR

Tel: 01252 - 765 - 567 - Email: jcow@hair.net Mobile: 0778-765-7655

Personal

HINT: Nationality is still important, as some of our clients work for the MoD, which has restrictions due to national security issues. Driving Licence and Transport are also useful for employer information. If you are not a UK or EU national you need to be living in the UK and have a Valid work permit/VISA (state type of VISA) before we can help you. If you have the permission to work in the UK, say so in the 'personal' section, below. If you have dual nationality - put down both.
DOB 15/09/1961 - British - Full Clean Driving Licence - Own Transport
Profile:

HINT: The profile should contain two paragraphs. First - a brief summary of your skills and experience, both academic and industrial. Don't put in superfluous, wordy opinions about your 'personality' - employers want quantifiable facts. Second an objective - What you want to do and in what industry, what type of position. Make sure you put down all job types and industries you would consider, to avoid limiting opportunities.

A multi-skilled, B.Eng. educated, Project Manager with experience in a range of hands-on project based work. Experience ranges from managing innovative comms and media systems projects to working in an RF Design role. Particular skills are in the ability to manage large technical projects and render multi-million £ projects commercially on time and to budget. 

Looking to progress his career with a role in Project Management in the electronics industry, ideally in an embedded consumer systems environment. 

Location

HINT: The COMMUTE, RELOCATE, WORK AWAY and ABROAD keywords are of particular importance here.
Crawley, West Sussex, rented property. Able to commute as far as the BN, PO, GU, OR/AND RH Postcode areas, or relocate in Sussex, Kent or Gloucestershire for the right job. Willing to work abroad. 
Qualification

HINT: Just put down your highest qualification here - be sure to include the degree type (e.g. 'Hons' and grade e.g. '2.1' - even if you got a 3rd or less) and year obtained.

B.Eng. (Hons. 2.1) Electrical and Mechanical Engineering - 2002

Key Skills and Experience

HINT: All the skills below are the key words that catch employer's, and the search engine's, eye. You can use advertised vacancies to remind you of key words,
• Degree Highlights:

HINT: If you are a fresh graduate (last 2 years) this section is your main selling point - be sure to put down relevant modules taken and your third year project title – a two paragraph synopsis of the project. 
Electrical and Mechanical Engineering, Computing, Thermal Power Systems, Stress Analysis using NASTRAN. 

Project - Computational air dynamics and wind tunnel simulation. 

• Job Titles: Project Manager, Design Engineer, Test Engineer. (Previously held positions)  

HINT: These words are great for the search engine - add, delete, or change the headings and their order as you see fit.
• Employers: Norell (UK), Carel plc, Quantum Electronics Ltd, Hansard Industries. 

• Industries: Defence, Electronics, Comms. Civil, Mechanical.
• Product Areas: RF Comms, Telecomms, Broadcast, Data Acquisition, Six Sigma, Lean Manufacturing.
• Management Techniques: SWAT, JIT, MRPII, Quality Circles, 6 sigma, Lean Manufacturing.
• Project  Complexities & Values: Project Value Managed from £100,000 to £1m, and € 2m. Teams of up to 150         direct, 300 indirect, with clients located both in MOD and Civil areas, Domestic, USA and Australia. Use of PERT and GANTT charts.

· Manufacturing Techniques: Six Sigma, Kaizen, JIT etc.
• Computer Environments: Windows 3.1x, 95, 98, XP, Vista and NT 3.51, UNIX System V - v4 (Solaris 2.6).
• Computer Languages: ANSI C, Visual Basic 4, C++, Java, VC.
• Programming Methodologies: Yourdon (OOA), Booch (OOD), DFDs, Structure Graphs.
• General Software: Microsoft Access v2 Microsoft Word v6 and v7, Microsoft Excel v5, Microsoft Project v2, Artemis, 

  MS Internet Mail, Eudora, Netscape Navigator 3, MS Internet Explorer 3, Prince2.
• CAD Skills: AutoCAD LT, AutoCAD v9 - v10, Inventor, ProE, Solidworks, Solid-Edge, StruCAD.
• Electronics Technology & Test Equipment: Analogue, Digital, RF, Z80 & 6502, CMOS, NMOS, Heavy Current, Realtime Systems, Pick.

• Measurement Equipment: e.g CMM, Vernier, Total Station, Shadowgraph, Theodolite etc.
• Quality Standards: ISO9001 2000, TQM.
• Health & Safety: COSHH, NEBOSHH.
THREE - A detailed CV - Here are some pointers ... 

Personal profile
Your profile should ideally be at the top of your skills list, as opposed to the CV (see previous page). In a recent survey, the thing that companies dislike about personal profiles is applicant's self-perception and opinion - e.g. 'A natural leader with a flair for managing people'. Says who? This is a platitude - you're hardly going to write - 'A misery who cannot get along with anyone'! Stick to facts about your achievements, objectives, experience and background in your personal profile. You can show people your personality at interview.

The profile should be something that briefly summarises your skills and experience at a glance, and should include things like:

• Your qualification subject/level • A few of your key skills • Your objective (i.e. what job you want) 

'Top Tips'
• 
Content is more important than size...

• 
DON'T go squeezing a CV onto two sides if it means leaving off a load of potentially useful information especially in terms of technical skills you possess.

•
DON'T keep the CV small by making the fonts smaller - that defeats the object.

•
DON'T go too far the other way and make the CV and skills list 7 pages long. Between 3 and 4 pages in total should be about enough for most technical roles.

•
DO use clear, well proportioned typefaces - Arial/Helvetica 10 pt, Verdana 10pt, Times 12pt. 

•
DO leave space between sections.

•
DO keep the presentation simple.

•
Forget borders and fancy fonts.

•
Avoid using Columns, Frames and Tables - they make it hard for us to edit your CV, and confuses the OCR software, which scans in your CV to our system.

•
Try and stick to 1 or 2 typefaces in a single document - more is confusing to the eye.

•
DON’T use colour - it doesn't photocopy - Black ink on white paper only please.

•
DON’T use pictures - we take them off anyway.

•
Many of the CVs we receive on disk or email seem to indicate the author was using the CV to teach themselves all the advanced features on MS Word - and failing. Now is not the time to experiment!

We would suggest that you don’t use a professional CV Writer, they will not follow our requirements, as many of them do not understand engineering requirements.

Personal Information
Make sure you include ALL of the following:

•
Nationality (VISA type if required) - Again, required. Some jobs have a lengthy security clearance process for non-UK nationals.

•
Marital Status - Some people say ‘why ?’ -  Employers like it. You can't give too much info - make it easy for them. 

•
Driving Licence /Transport (None/Full/Provisional, Car/Motorbike/HGV)

Education

Too many people, even fresh graduates, do not sell themselves enough on their best qualification(s).

•
DO List your most recent academic achievements first. In some circumstances, it may be wise to order education by qualification level, although this would normally be the same as most- recent-first.

•
DO List the Level, Grade and Subject. (e.g. B.Eng. (2.2 Hons) Broadcast Electronics) and year obtained.

•
DO List the dates and the establishment where you gained the qualification. 

•
DO write a couple of sentences about the subject you studied, especially if it slightly esoteric.

•
Recent Grads (less than 3 yrs) - DON'T Just list the qualification and a few token modules.

•
DO Write a short paragraph or two about the most important technical skills you gained. Try and think what will attract employers.

•
DO qualify skills you mentioned in the skills list here. If you have 'ANSI C' on your skills list, make sure you put down what you did with it on your course. Content of CV and Skills list should mirror each other.

•
DO Write a short paragraph or two about your project/dissertation. This can be based on your Project's Abstract/Executive Summary/Précis/Synopsis.

•
DON’T bother laboriously listing your GCSE's or O-Levels. At the level we deal at they are not that important. Just put how many you got, and perhaps the fact you got Maths, Physics, Chemistry and English.

•
DON'T Write too much about A-Levels. Just a couple of lines at most. 

•
DO include short/evening courses and internal company training, including date (year), duration, and the course provider.

On the whole, the main problem is lack of content. Give people something to read!

Work Experience
Typically, we see the same problem here as above. Not enough 'content' to the skills and responsibilities.

•
DO Put your most recent job first.

•
DO give information about the employer and its product(s), services & location, as well as your specific role.

•
DO Give more emphasis to jobs held in the last few years.

•
DO List key achievements and responsibilities.

•
DO Try and emphasise responsibilities which will catch potential employers eyes.

•
DON'T List more than about 7 responsibilities/achievements. The average person naturally takes in/retains information on up to 7 key points, no more.

•
DO Try and list at least 4.

•
DO qualify skills you mentioned in the skills list here. If you have 'VLSI' on your skills list, make sure you put down in what professional context.

•
DO list all employers, not just last 10 years.

•
DON'T give as much detail about your career history more than a few years ago. Try and give more space over to your last two or perhaps three jobs. However ancient jobs are just as important and these can just be very brief summaries - you can leave out skills and responsibilities used in subsequent jobs.

•
DO put down all jobs done (full career history).

•
DO Make sure you put down dates.

•
DON'T Leave gaps in your history. If you were unemployed - say so - and try and list something positive you did during that period, such as learning a new skill, travelling, career search or whatever.

•
DO expand abbreviations the first time you use them - some abbreviations have more than one meaning, e.g. - PC (Personal Computer), PC (Printed Circuit), PC (Post Code). 

Basically, we recommend a two-part CV one functional (skills list) and the other chronological (main CV). The CV layout should be traditional and chronological, and the skills list should be a functional précis of it. Also, ordering is important. People take most interest in the first things they read. That is why: 

•
Skills List First 



• 
Most recent employment First 


• 
Most recent/best qualifications First
• 
Most relevant skills First
Style and Prose

Write in 3rd person/Report format - or what Microsoft Word calls 'the Passive Voice' in its grammar checker. In fact, if you use Word with the grammar checker, it usually fusses about using the passive voice. In CV's however, the passive voice makes prose less verbose and easier to read with less repetition i.e. Me’s, My, He’s, Her’s, We. E.g. Rather than 'I have a practical experience of tea making', put 'Has extensive experience in tea making'.

Spelling & Grammar
With the advent of automated spell & Grammar checking, this is not such a major problem. However, there are still examples of poor spelling & Grammar. Perhaps surprisingly, the worst errors, and lack of attention to detail seems to be from those looking for the more high -powered executive jobs! There is no excuse for this, especially if the CV is word-processed, which it should be. Make sure you get someone else to proof-read your CV. Spelling and Grammar checkers can’t spot correctly spelt words that are out of context, e.g. ‘there’ or ‘their’? Use UK English Spell Checker, not USA English. This is especially true if English is not your first language.
Presentation 

Hopefully, you will be sending your CV by disk or email, in RTF format. If you can't, and have to print it out yourself, then it needs to be on clean, white paper, using a laser printer or quality ink-jet. Dot Matrix just doesn't cut the mustard.

Do not use colour, only mono printing. A good idea is to print it off to check how it looks when printed.

Time
People generally underestimate how important a good CV is. It makes a lot of difference in getting interviews. There are so many stories of people who couldn't understand why they weren't getting more interviews, and, after changing their CV, suddenly had a plethora of interview offers! What this means is that you cannot rush your CV. It’s no good thinking 'I'd better bash out a CV' when you want to start looking for work.

You need to keep a constantly improved and updated CV. However, if you are reading this then it is likely you are looking for a job. Hopefully, by reading the information on this page, you should be able to cut down the time it takes to compose your CV. Remember your CV will need constantly updating (especially your skills list which should be done before updating the CV). You should send us an update when it changes, i.e. new employer, additional skills, qualification etc.

It is a good maxim to ALWAYS be adding to your Skills Checklist even when you are happy with your job.

Make no mistake, though, your CV will not reach its peak of perfection until many edits have taken place!

For each job that you apply for, you will only be able to submit one CV, so make sure that IT IS THE BEST.

By sending us the covering letter, Skills list, and CV, you will be registered with us automatically. We will not be able to send your CV to any companies however, until we have seen proof of your ID and qualifications and Work Permit/VISA if needed, and you have completed our online registration to give us permission to send out your CV.

What we can do for you once you have registered...
Upon receipt of your information we will first assess your suitability for known vacancies based on the information you have provided. We will start searching for vacancies for you immediately, and will advise by email or by post of any that may be suitable.

Where no suitable vacancies exist then we may forward your details to clients who we believe may have a requirement for someone with your qualities either now or in the future.

To ensure confidentiality at this stage we usually edit out your name, address, telephone number, date of birth and the name of your current employer.

In order for us to be able to target you effectively, you need to give us as much information as possible in your covering letter or online registration, about your requirements, e.g., salary, location, type of work, availability, etc.

As it is simply not possible for us to discuss every opportunity with you prior to submitting your CV, it is vital that you tell us of any companies and/or groups that you do not wish us to approach on your behalf. The obvious example is any other companies or groups that are associated with your current employer, companies that you are already in contact with (i.e. interviews pending or where you have already submitted your CV).

In addition to us sending out your details to our clients, we also have an applicant search on our website which our clients use to search for suitable personnel for themselves. Bulldog will offer you the chance to have your Skills Checklist displayed in this section. (Please note that we will seek approval from you before this is done).

An edited copy of your Skills list will be sent to you for approval prior to being posted on our website for our clients to do keyword searches.

The number of vacancies on our frequently updated website grows on a regular basis. You will be able to sign up for regular notifications that will tell when new vacancies have been uploaded. In order to stay on the list you will have to regularly renew this.

By submitting the documents, you are declaring that the information on them is complete and true at the time of completion, and that you give permission for it to be kept on a computer database, and be disclosed to potential clients of Bulldog Engineering Recruitment at their discretion in order to allow them to act in your best interests.
You can send us your documents by post (first generation copies, please), Email/Disk/Memory Stick or CD (RTF Format), but not Fax. 

Curriculum Vitae






       <Date Composed>

<Your Name> <Your Degree/HND/HNC and Grade>


Personal Information

<Marital Status>, <No Children>, <Nationality>, <Driving Licence>, <Car Owner>, <DOB etc>

Note: If you don’t for any reason want to divulge this info on the CV, then put it on the covering letter - that doesn’t go to the client. However, if a client specifically asks for personal information not on the CV, we will give it to them.
Profile <Type in a brief profile of yourself, indicating your strengths and personality type. Make the profile in the 3rd person or ‘report’ style as many employers prefer this. For example ‘An experienced Electronic Technician … has worked in £100 000 plus projects … ‘ >

Note: this profile should be identical to the one in your Skills Checklist.

Qualifications

<Degree and Grade> <University Name and Town> 

<HND/C> <College and Town>

<Other Further Qualifications and Grades> <Name and Place of Study>

<Memberships and levels of memberships> 
<A Levels Taken and Grades> <School/College and Town>
Educational History

<YEAR - YEAR>

<Degree and Grade><University Name and Town> 

<Modules/courses taken. Final year project. Final year options. Other relevant experience/skills gained. It is especially important for more recent graduates with little or no job experience to go into detail about their studies, in particular the final year project, dissertation, or thesis.>

<YEAR-YEAR>

<HND/C><College Name and Town>

<Include a list of modules taken separated by grade - e.g. Distinction, Merit and Pass. As in the degree, more recent students should go into detail about projects and courses that may be relevant to the job(s) sought.>

<YEAR - YEAR>

<A Levels><School/College Name and Town>

<List the A levels in order of grade, best first. >

<YEAR-YEAR>

<Secondary Education><School Name and Town>

<State the number of O Levels, CSE’s or GCSE’s passed. If you have English and/or Maths, say so>
Further Courses/Training

<YEAR-YEAR>

<Further Training courses - e.g. Day release, One day seminars etc> <Establishment/Town>
Employment History

Make sure there are no gaps in this section, start with your current or most recent position and finish with first employer.
DD/MM/Year- DD/MM/Year 

<Job Title> <Salary>

<Employer and Employer Town/Country>

Company Description: Brief description of the company i.e. the industry it is in and the products/services provided.

<Job Description. Detail your specific responsibilities. Mention project values and complexities. Be specific about skills and experience needed or gained for the job - methodologies, software with version numbers, management techniques, equipment and standards>

DD/MM/Year- DD/MM/Year

<Job Title> <Salary>

<Employer and Employer Town/Country>

Company Description: Brief description of the company i.e. the industry it is in and the products/services provided.
<Job Description. Detail your specific responsibilities. Mention project values and complexities. Be specific about skills and experience needed or gained for the job - methodologies, software with version numbers, management techniques, equipment and standards> 

DD/MM/Year- DD/MM/Year

<Job Title> <Salary>

<Employer and Employer Town/Country>

Company Description: Brief description of the company i.e. the industry it is in and the products/services provided.
<Job Description. Detail your specific responsibilities. Mention project values and complexities. Be specific about skills and experience needed or gained for the job - methodologies, software with version numbers, management techniques, equipment and standards>

Hobbies & Interests
UK Postal Code Map
Use this map to define your maximum commuting and relocation distances in terms of postcodes, along with county boundaries. 
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