
TMC can offer the following Workshops under the NCS project: 

 

1- CV 

- Developing an understanding of CVs – what they are and how they are used 

- CV Presentation, Personal Profile, Skills, Employment History, Qualifications and 

Interests.  

- Look at CV types and examples and what Employers expect to see in a CV. 

- Using CV handout pack and template, advice given on how to compile a CV 

emphasising current skills and personal profile. 

- If time allows can go over covering letters.  Otherwise samples will be given.  

 

2- Interviewing Skills 
- Preparing for an Interview 

 - The significance of body language in an interview 

 - How to structure interview answers  

 - Practising the skills learnt during the session 

 - How to reflect on feedback with a view to improving interview style. 

 

3- Confidence Building 

- Self Confidence and Self Esteem 

- Use SWOT grid to identify Strengths, Weaknesses, Opportunities and Threats 

- How to focus on strengths and opportunities to improve confidence  

- Identify skills through a skills checklist  

- Discuss Positive Thinking and how that leads to Positive actions.   

- Look at how to be Assertive and how to use assertiveness skills. 

- Use the I AM confidence exercise   

 

4- Career Planning 

- How to make good decisions about your future and put a plan in place 

- Looking at skills and values to help make career decisions 

- How to use the Skills Health Check tool 

- What is Career Management 

 

5- Work Ethics 

      -  What is Work Ethics 

-  Work skills  

-  Work place behaviour 

-  How to be professional at work 

 

6- Job Searching/Routes to Work 

- Looking for work online 

- Speculative and direct approaches and using relevant covering letters 

- Networking and other approaches such as company websites 

 

7-Application Forms 
- How to develop skills in completing successful application forms 

- Dos and Don’ts 
- Popular questions asked on application form 
- Contents of an application forms. 
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